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| Rendition of Legal Opinion

Scope:

This process starts from receipt of a request for legal opinion with complete attachments (if warranted under the circumstances) regarding the
interpretation of the provisions of Republic Act No. 7160 or the Local Government Code of 1991 and other related laws and issuances from Department
Officials, Regional and Field Offices and the general public and ends with the issuance of a legal opinion or letter-reply, as the case may be.

Description of Service;

To define clearly the process in effectively responding to the legal issues raised by the clients and guide the letter-sender/requesting party on the proper
course/s to take under the given circumstances.

Office: | Legal and Legislative Liaison Service (Legal Research, Assistance and Legislative Liaison Division), DILG Regional Office

Person-In-Charge/

No. ((ﬁgﬁzﬁz‘:: s) No. i ggﬁigx‘g&%z), UNCONTROLLED when poAetivities: /o priviep. | Position/ Unit/ R;:f:::f:zz:f
Always refer to the Documented Information Management System for the Controlled Copy Division
1 Client has the optionto: | 1.1 | Receive the letter- | a) Receive the letter-query/request | Regional ~ Records | a) Letter-request/
query/request with complete | in accordance with the Records | Officer request for legal
a) Submit to the attachments (if warranted). Management Procedure; opinion with
Regional Office a complete
letter-query/ request b) Encode the details of the letter- attachments, if
for legal opinion, in query/request in the DMS; warranted  under

which case begin with
Step No. 1 (Agency
Action).

b) Submit the letter-
query/request for legal
opinion with complete
attachments (if
warranted) directly to
the Department
through the Office of

c) Forward the letter-
query/request to the Office of the
Regional Director

Note: For letter-queries/requests
received by Provincial Offices,
follow steps no. 1.1 to 1.3 and
secure approve/sign draft actions
from respective reviewing and

approving authority.

the circumstances

b) Records
Management
Procedure;

c) DMS
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Person-In-Charge/

Client Action Agency Action : - References/

No: (detailed steps) No. (detailed steps) Actiities Rosttion /AR Interfaces
Division
the Secretary or
Central Records
Section, in which case
proceed to Step No. 1.7
(Agency Action)

1.2 | Receive and assign the letter- | Assign the letter-query/request for | Regional Director a) Letter-query/
query/request  for  legal | legal opinion to the Legal Officer for request for legal
opinion. appropriate action. opinion with

complete

attachments, if

warranted  under

the circumstances
. R — ) b) DMS

1.3 | Receiye and. “prepare draft ['a] TF the Legal Officer finds the | Regional Legal | a)  Letter-query/
action on  the  letter- | letter-query/request anﬁ ' Officer request for legal
query/request  for  legal | attachments sufficient to come up opinion with
opinion with a comprehensive draft and the complete

issues proffered were already attachments, if
subject of an existing opinion warranted  under

rendered by the Central Office,
he/she shall proceed with the
preparation of the initial draft.

If the letter-query/request for legal
opinion lacks attachments/or has
incomplete details, draft a letter to
the sender requesting for
submission of complete
attachments or filling-up of the
lacking details.

the circumstances

b) DILG Cco
Memorandum No.
2010-01;

c) DILG co
Memorandum Order
No. 2010-02

d) Pertinent laws,
rules and
regulations,
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Client Action
(detailed steps)

No.

Agency Action
(detailed steps)

Activities

Person-In-Charge/
Position/ Unit/
Division

References/
Interfaces

] government

If the issues proffered in the letter-
query/request for legal opinion
involve novel issue/s, draft an
Indorsement with initial position
on the matter to the LLLS, Central
Office for final disposition pursuant
to DILG CO Memorandum No. 2010-
01.

If the subject of the Iletter-
query/request for legal opinion
involves issues subject of pending
litigation or with other NGA or
ofﬁces/austlmable

con‘frovers

aft a, etﬁer-rep Al .

‘the ‘sender fr:u:mg the appropriate | "

reason why no LO can be issued
pursuant to DILG CO Memorandum
Order No. 2010-02

b) Forward draft action to the
Assistant Regional Director.

issuances,
jurisprudence

1.4

Receive, review and

approve/sign draft action

If Assistant Regional Director (ARD)
finds the draft action on the legal
query/Indorsement with position
paper/letter-reply acceptable, he
shall approve/sign the same.

Otherwise, ARD shall return the
same to the Legal Officer for
clarification/modification/revision.

Assistant
Director

Regional

Draft action on the
legal query/
Indorsement with
initial position
paper/letter-reply
to the sender
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Person-In-Charge/

Client Action Agency Action References/
No: (detailed steps) No: (detailed steps) Acivites Pos;t:git;{olinit/ Interfaces
1.5 | Receive, review and | If Regional Director (RD) finds the | Regional Director Draft action on the
approve/sign draft action draft action on the legal legal
query/Indorsement with position query/Indorsement
paper/letter-reply acceptable, he with initial position
shall approve/sign the same. paper/letter-reply
to the sender
Otherwise, RD shall return the same
to the Legal Officer for
clarification/modification/revision.
Afterwards, repeat Agency Action
Nos. 1.3 and 1.4,
1.6 | Record the approved/signed | a) Record in the monitoring log | Regional Legal Unit | Signed action on the

action

on  the

lega]

query/mdorsén‘réﬁtf etter-
reply in the monitoring log

sheet

sheet and uEdate DMS

ED whe and/or PRINTED

documents for filing;

¢) Forward to Records Section for
release of the signed action on legal
query/indorsement/letter-reply in
accordance with the Regional
Records Management. In case of
approved/signed action on the legal
query, the Central Office shall be
furnished a copy thereof;

d) Retain copies of the released
action on the legal
query/indorsement/letter-reply as
well as its attachments in
accordance with  Control of
Retained Documented Information

[“»b] uIfiho‘to By scan " the "° sighed®| “or

legal query/
Indorsement  with
initial position

paper/letter-reply
to the sender
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. : ; Person-In-Charge/
Client Action Agency Action ; . References/
(detailed steps) (detailed steps) Actlvitles Posit}on/ Unit/ Interfaces
Division
Procedure and Master list of
Records
Receives the letter- [ @) Encode the details of the | Office of the | a) Letter-

query/request  for  Legal | document received in the DMS; Secretary/CRS query/request for
Opinion (in case of direct legal opinion with
submission by client to the | b) Route to the LLLS Central complete
Central Office) or indorsement | Tracking Officer attachments (if
from the Regional Office (in warranted  under
cases of novel issues). the circumstances);
or
b) Indorsement
- B ) from the Regional
o HLEL - b - Office
\ 1e Doc i em f l
c) DMS
Receives the letter- | a) Route the letter-query/request | LLLS Central | a) Letter-
query/request  for legal | for legal opinion/indorsement | Tracking Officer query/request for
opinion/indorsement and | received to the Office of the legal opinion with

route it to the Office of the
Director, LLLS

Director, LLLS;

b) Update DMS

complete
attachments (if
warranted  under

the circumstances);

b) Indorsement
from the Regional
Office;

c) DMS
Receives the letter- | a) Route the letter-query/request | Director, LLLS a) Letter-query/
query/request legal | for legal opinion/indorsement request for legal
opinion/indorsement and opinion with
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Person-In-Charge/

Client Action Agency Action o . References/
No- | (detailed steps) | N (detailed steps) Aciivitics P“g;:i‘;{ol:l““/ Interfaces
route the same to the Legal | received to LRALLD for appropriate complete
Research, Assistance and | action; attachments (if
Legislative Liaison Division warranted  under
(LRALLD) b) Update DMS the circumstances);
b) Indorsement
from the Regional
Office;
c) DMS
2.0 | Receives the letter- | a) Indorses/routes the document to | Tracking officer | a) Letter-
query/request  for  legal | the Chief, LRALLD for assignment; | (LRALLD) query/request for
opinion/indorsement and legal opinion with
route the same to the ,thgt;ﬁ__b)(quQt’_e DMS complete
LRALLD). .« refe o the Documented iformation Hanagement Systen for th Contralle Cop attachments  (if
' warranted  under
the circumstances);
or
b) Indorsement
from the Regional
Office;
c) DMS
2.1 | Receives the letter- | a) Encode the requestin the Process | Chief, LRALLD a) Letter-query/
query/request  for  legal | Summary Log Sheet (PSL). request for legal
opinion/indorsement and opinion with
assigns the same to Action | b) In cases of Indorsements from complete
Officer (preferably, the | RO and where the Iletter- attachments (if
designated focal person) query/request for legal opinion warranted  under

submitted by client directly to CO
involves novel issues , route to
Action Officer for preparation of

the circumstances);
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No.

Client Action
(detailed steps)

No.

Agency Action
(detailed steps)

Activities

Person-In-Charge/
Position/ Unit/
Division

References/
Interfaces

draft legal opinion (preferably, the
designated focal person)

c) If the letter-query/request for
legal opinion submitted by client
directly to CO does not involve
novel issues (e.g. there is already a
settled opinion on the matter),
route to LRALLD staff for
preparation of Indorsement to
concerned Regional Office.

b) Indorsement
from the Regional
Office;

c) DMS

2.2

Accept document thru DMS;

Action Offlcer/LRALLD staff | Ny
of cer dete
"I"forwarded

prepares, mltlal dranL.of ac

a) In an instance stated in letter (b),
Agency Action No. 2 1, Action

preparation of draft legal opinion. If
so, Action officer prepares: (1)
Memorandum for the Office of the
Director, LLLS, (2) Memorandum
for the concerned
office/Undersecretary/SILG and/(if
request is made by Department
officials), or (3) draft legal opinion
(if request is made by party outside
of the Department). Then, AO

submits draft to the AC

Otherwise, draft Memorandum
requesting for submission of
complete attachments (if

requesting party is within the
Department), or draft

to hlm/he‘r ‘warrant |

Action officer

a) Draft action;
b) DMS

c) Pertinent laws,
rules and
regulations;
issuances,
jurisprudence
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No.

Client Action
(detailed steps)

No.

Agency Action
(detailed steps)

Activities

Person-In-Charge/
Position/ Unit/
Division

References/
Interfaces

.- ,‘_lﬁttef-query/request_
11 opinion to the concerneﬁ Regional | ...

| Office for appropnate action.

Memorandum for the conduct of
fact-finding investigation, or letter
to the sender requesting for
submission of complete
attachments (if requesting party is
outside the Department/general
public)

b) Inaninstance stated in letter (c),
Agency Action 2.0, LRALLD staff
shall prepare (1) Memorandum for
the Office of the Director, LLLS, and
(2)Indorsement  referring the
for _ le

2.3

Accept document thru DMS
and reviews the initial draft

submitted by the
officer.

Action

If Assistant Division Chief finds the
initial draft in order, he/she
forwards the same to the Division
Chief.

Otherwise, he/she will route it back
to the concerned AO/LRALLD staff
for
correction/revision/clarification.

Assistant  Division

Chief

a) Draft action;

b) DMS

24

Accept thru DMS; review the

finalized draft

If Division Chief finds the finalized
draft in order, he/she forwards the
same to the Director, LLLS (Highest
Ranking Officer) by signing the
Memorandum to the latter.

Division Chief

a) Finalized draft
action;

b) DMS
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Person-In-Charge/

Client Action Agency Action : - ¢ References/
No. (detailed steps) Ne: (detailed steps) Activitles Posg;‘c:il;{ol:lni / Interfaces
Otherwise, he/she returns the same | Division Chief
to the concerned AO/LRALLD staff
for revision/correction; Update
DMS.
In case the Chief routed back the
draft to the AO, repeat Agency
Action Nos. 2.2 and 2.3. Concerned AO
2.5 | Accepts the finalized draft, | a) If the HRO finds the finalized | Director, LLLS a) Finalized draft;

review and approve/sign the

same

- document
T"LRALLD " “for

draft  acceptable, he  shall
approve/sign the Memo for the
Undersecretary for External, Legal

| and_Legislative Affairs. The signed
I be_ returned to |
release to the|

Undersecretary for External, Legal
and Legislative Affairs.

Otherwise, HRO shall return the
same to LRALLD for
clarification/revision/modification.
Then, repeat Agency Action Nos. 2.2
to 2.4

b) DMS

2.6

Releases the document to the
Undersecretary for External,
Legal and Legislative Affairs

a) LRALLD Releasing Officer
photocopies the signed document
and all its attachments:

b) Route to the Undersecretary for
External, Legal and Legislative
Affairs;

LRALLD Releasing
Officer

a) Signed
Memorandum  for
Undersecretary for
External, Legal and
Legislative Affairs;

b) Finalized draft or
signed Indorsement
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Page |

Person-In-Charge/

Client Action Agency Action T References/
N (detailed steps) % (detailed steps) AEHVILCE Posg; 3;;{0[:‘““/ Interfaces
¢) In an instance stated in letter (c), c) DMS
Agency Action No. 2.1, LRALLD
Releasing Officer releases the
signed Indorsement to CRS
d) Update DMS
2.7 | Accepts the finalized draft, | If the Undersecretary for External, | Undersecretary for | a) Signed Memo for

review and approve/sign the
same

Legal and Legislative Affairs finds
the finalized draft acceptable, he
shall approve/sign it.

Otherwise, concerned
undfrsecre@ry sl}alhr tuu{]ﬂ the
am l elit o 1u

External, Legal and
Legislative Affairs;

forl o

clar1ﬁcanon/rewsmn/modlﬁcatlon.

Afterwards, Agency Action Nos. 1.9
to 2.6 will be repeated.

Undersecretary for
External, Legal and
Legislative Affairs;

b) Indorsed
opinion

legal

¢) DO No. 2022-749
entitled “Delineation
of Functions, Roles
and Responsibilities

of DILG Key Officials”
and Circular No.
2022-024 entitled
“Delegation of
Authority for Local
Government  (LG)
Sector, Local
Government
Academy (LGA),
National
Commission on
Muslim Filipino

(NCMF), Philippine
Commission on
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No: Client Action No. Agency Action Activities P?:;E-;z}cgzitg/e/ References/
(detailed steps) (detailed steps) Di Interfaces
vision
Women (PCW), and
National Youth
Commission (NYC)
dated October 14,
2022
2.8 | Accepts the routed signed legal | @) OD accepts the signed legal | OD, LLLS a) signed legal
opinion opinion; opinion
b) Route the same to LRALLD for b) DMS
release to CRS
2.9 | Receives the signed legal | a) Accepts the signed legal opinion; | LRALLD  Tracking | a) signed legal
opinion Officer opinion
ent is UnconTjRb) Indigaterveference-Nou /o prinTED.
\ e Doc Ifformation Management System for the Controllefl Cop b) DMS
c) Route to LRALLD Releasing
Officer
3.0 | Releases the document to the | a) Accepts the signed legal opinion; | LRALLD Releasing | a) signed legal
Central Records Section or Officer opinion
concerned office within CO b) Photocopy/scan copy of the legal
opinion; b) DMS
c) Route the same to the CRS or
concerned office within CO
3.1 | Releases signed legal opinion | a) Accepts the signed legal opinion; | CRS a) signed legal
to client opinion
b) Photocopy/scan copy of the legal
opinion and retain a copy thereof. b) DMS

End of Transaction
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Definition of Terms:

o Legal opinion- a letter signed by the authorized Department representative with stamped reference number interpreting provisions of RA 7160
or the Local Government Code of 1991, pertinent laws, Department issuances in relation to the issuances of other agencies (if any).

e Action on legal query - a letter issued by the Regional Office and signed by that level's authorized representative answering the client's legal
queries by citing existing DILG Central Office Legal Opinions;

o Indorsement - Referral of the Regional Office to the DILG Central Office of letter-query/request for legal option the subject of which are novel
with attached initial position on the aforesaid novel issue.

Prepared By Reviewed By Approved By
j gsgd. ) _ (sgd.) . (sgd. & Lsgd
\ ARVIN C.ALCONEL ATTY. CYNTHIA F. LAUREANO-PULIDO ATTY. ROMEO P. BENITEZ ASEC. ESTER A. ALDANA, CESO I
Pr#:cess Owner Division éhief/ Next Highe.r.SEJpervisor » Bureauy/Service Deputy OMR Overall Degl;ggsléﬂzir:nagemem




Document Code

OBJECTIVES (QO)
OFFICE LEGAL AND LEGISLATIVE LIAISON SERVICE (LLLS), REGIONAL OFFICE (RO)
QUALITY PROCEDURE TITLE Rendition of Legal Opinion
Key Performance Indicators (KPI) Applicable
Frequency Documents
: (Procedures) and
; : . of Responsible for
Function — Indicator/Formula (if L - Forms (Records),
Objective Target ; Monitoring Monitoring 5 "
applicable) Resilts including
applicable Legal
Requirements
e Rendition of 1. 70% of the letter-query or 70% A x 100 Quarterly Regional Legal Process Summary
Legal Opinion request for legal opinion (B+C)-D Officer Log Sheet
received by the Regional Office
are prepared with draft of Where A refers to the
action and submitted to the total number of legal

Regional Director (RB);0n, Biseq: is unconTre L‘E?ﬁ%ﬁ’ensoc%ﬁ'%ﬁﬁﬁ' @ff PRINTED.
duly aumor'z%ayssf’ﬁé}%%é@ocumented InfotnH¥@n l\&page%'en |ythe Controlled Copy

within the standard time per authorized  signatory
category: within the standard time
per category.
A. Twenty (20) working
days from receipt by the B - Total number of
Regional Legal Unit of the requests  for  legal
request, if issue/s opinions received.
proffered is/are already
subject of an existing legal C - Total number of
opinion; requests carried over
from the previous
B. Five (5) working days quarter.
from receipt by the
Regional Legal Unit of the D - Total number of
request, if letter-query or requests not yet due for
request lacks attachments the quarter.

or with incomplete details;
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! ); age el

Key Performance Indicators (KPI) Applicable
Frequency Doc(lilments 5
; 5 : of Responsible for (Procedures) an
Function _—— Indicator/Formula (if i i Forms (Records),
Objective Target : Monitoring Monitoring ; .
applicable) Rasiilts including
applicable Legal
Requirements
C. Twenty (20) working
days from receipt of the
request by the Regional
Legal Unit, if issues
proffered involve novel
issue/s;
D. Five (5) working days
from receipt of the
request by the RegigBalet is UNCONTRQLLED when DOWNLOADED and/of PRINTED.
Legal Unit, ifwlgttereguaary Documented Infofmation Management System for the Controlled Copy
or request involves issues
subject of DILD CO Memo
Order No. 2010-02
e Rendition of 2. 70% of the signed action on 70% A x100 Quarterly Regional Legal Process Summary
Legal Opinion legal query/letter-reply are B Unit Log Sheet
released by the Regional Legal
Unit to the Regional Records Where A is the total
Section within one (1) working number of signed action
day upon receipt thereof. on legal queries/letter-
reply actually released
by Regional Legal Unit
to Regional Records
Section for mailing to
client within the
standard time .
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 DILGE) QUALITY QO QP -DILG-LLLS-RO-18
% ‘a‘fg Q  Rev.No. | EffDate  Page
i OB]ECTIVES (QO] 07.01.24
Key Performance Indicators (KPI) Applicable
Freauenc Documents
1 y ; (Procedures) and
. 4 : of Responsible for
Function e Indicator/Formula (if - . Forms (Records),
Objective Target i Monitoring Monitoring 2 3
applicable) R including
esults .
applicable Legal
Requirements
B - Total No. of signed
action on legal
query/letter-reply
received from the
Regional Director or his
authorized signatory.
¢ Rendition of 3. 80% of the letter-query or 80% A x 100 Quarterly Chief, LRALLD Process Summary
Legal Opinion request for legal opinion (B+C)-D Log Sheet

received by the CentralisQffig@eht is UNCONTRQLLED when DOWNLOADED andlof PRINTED.
are prepared WIﬂ‘lemftfeuwlmndocumented InfoyVMheneéanAgarefersydemthetiie Controlled Copy

and submitted to the Chief, total number of legal
LRALLD or his duly authorized opinions submitted to
signatory within the standard Chief, LRALLD or his
time per category: duly authorized
signatory within the
E. Twenty (20) working standard time  per
days from receipt of the category.
request by the LRALLD
Tracking Officer, if issue/s B - Total number of
proffered is/are novel; requests for  legal

opinions received
F. Six(6) working days from

receipt of the request by C - Total number of
the LRALLD Tracking requests carried over
Officer, issue/s is/are from the previous
profferred are with existing quarter

DILG CO legal opinion,
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

QUALITY
OBJECTIVES (QO)
Key Performance Indicators (KPI) Applicable
Frequency Documents
. (Procedures) and
Function Indicator/Formula (if ot Responsible fer Forms (Records)
Objective Target A Monitoring Monitoring p ’
applicable) Brxilis including
applicable Legal
Requirements
D - Total number of
requests not yet due for
the quarter
e Rendition of 4, 80% of the signed legal opinion 80% A x100 Quarterly LRALLD Process Summary
Legal Opinion with clearance from the SILG or B Releasing Officer | Log Sheet
indorsement to concerned
Regional Office are released by Where A is the total
the LRALLD Releasing Officer number of signed legal

to the Central RecordsiSectioneft is UNCONTROLOpiniom with | clemmanegof PRINTED.
within the standanrdayinmser to the Qocumented Infofrfram Manage§EhGEystem farthe Controlled Copy
indorsement to Region

e One (1) working day from actually released to
the date LRALLD Releasing Central Records Section
Officer received the signed for mailing to client
action legal opinion with within the standard
clearance from SILG or time.

indorsement to Region
B - Total No. of signed
action legal opinion with
clearance from SILG or
signed Indorsement
received from OSEC or
0D, LLLS, respectively.
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Prepared By Reviewed By Approved By

For: (ON STUDY LEAVE)
ARVIN C. ALCONEL

Process Owner
(sgd.)

gd-) JESTTIOWAR m‘N'ETE\

ATYY. KEITH B. (?{gd) Assistant RecretaryYol Local Government (Sgd)

MENGULLO ATTY. RONAKIK AN(W. OCTAVO |  Concurrentei6tegal and Legislative
LLLS NQMS Focal Person IC, LRALL Liaison Service \.' ASEC. ESTER A. ALDANA, CESO 11

Process Owner Division éh/ £/ NP HIBHET S SR OLIED when DEUIALPSE-¥iee DEPEPQMR Overall Deputy Quality
A?Ways e Docu

refer to ented Informption Management System for the Controlled Copy Management Representative
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2\ DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT QME QP -DILG-LLLS-RO- 13
DILG} QUALITY MONITORING
AND EVALUATION (QME)

BUREAU/SERVICE LEGAL AND LEGISLATIVE LIAISON SERVICE (LLLS), REGIONAL OFFICES
PROCEDURE TITLE RENDITION OF LEGAL OPINION
OBJECTIVE 1. 70% of the letter-query or request for legal opinion received by the Regional Office are prepared with draft of action and
STATEMENT submitted to the Regional Director (RD) or his duly authorized signatory within the standard time per category:
A. Twenty (20) working days from receipt by the Regional Legal Unit of the request, if issue/s proffered is/are
already subject of an existing legal opinion;
B. Five (5) working days from receipt by the Regional Legal Unit of the request, if letter-query or request lacks
attachments or with incomplete details;
C. Twenty (20) working days from receipt of the request by the Regional Legal Unit, if issues proffered involve novel
issue/s;
D. Five (5) working days from receipt of the request by the Regional Legal Unit, if letter-query or request involves
issues subject of DILD CO Memo Order No. 2010-02
This document is UNCONTROLLED when DOWNLOADED and/or PRINTED.
2. 70% of the sigfled aetioh 6h Tegalgiiier/letesrrdplydare released by eHe Regivralliegal Unit to the Regional Records Section
within one (1) working day upon receipt thereof.
3. 80% of the letter-query or request for legal opinion received by the Central Office are prepared with draft action and
submitted to the Chief, LRALLD or his duly authorized signatory within the standard time per category:
E. Twenty (20) working days from receipt of the request by the LRALLD Tracking Officer, if issue/s proffered is/are
novel;
F. Six (6) working days from receipt of the request by the LRALLD Tracking Officer, issue/s is/are profferred are with
existing DILG CO legal opinion.
4. 80% of the signed legal opinion or indorsement to concerned Regional Office are released by the LRALLD Releasing Officer to
the Central Records Section within the standard time:
e One (1) working day from the date LRALLD Releasing Officer received the signed action legal opinion or indorsement to
Region
CURRENT PERIOD ____Quarter, 20___
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QUALITY MONITORING
AND EVALUATION (QME)

Document Code

QME-QP-DILG-LLLS-RO-18

| Rev.No.  EffDate Page
07.01.24

INDICATORS | 1stQuarter | 2nd Quarter

| 3 Quarter | 4% Quarter | TOTAL

Objective 1: 70% of the letter-query or request for legal opinion received by the Regional Office are prepared with draft of action and submitted to the

Regional Director (RD) or his duly authorized signatory within the standard time per category.

A | Total number of legal opinions submitted to the
RD or his duly authorized signatory within the
standard time per category

o

Total No. of Requests for Legal Opinions received

C | Total No. of Requests carried over from the
previous quarter

D | Total No. of Requests not yet due for the quarter

E | Formula: _A x 100 | Target: 70%

(B+C) - D

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

Objective 2: 70% of the signed action on legal query/letter-reply are release
working day upon receipt thereof

egiona

Thiad 4 e LINIASARITOAL L EN ) AALA-A A
Fhis-toctiment s UNCONTROGELED- when DOWNLOADED andfor PRINTED—

Always refer to the Documented Information lﬂag;ggﬂlgr}&System or the oGtrQ led C(H)

|
egal Unittot ¢ Regional Records Section within one (1)

Total number of signed action to legal queries/letter-
reply actually released by Regional Legal Unit to
Regional Records Section for mailing to client within the
standard time

Total No. of signed action on legal query/letter-reply
received from the Regional Director or his authorized
signatory

Formula: A x 100 Target : 70%
B

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




Document Code

2\ DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT QME-QP-D!LG-LLLS-RO-lB
) QUALITY MONITORING T
AND EVALUATION (QME) —r

INDICATORS [ 1stQuarter | 27dQuarter | 3 Quarter | 4% Quarter | TOTAL

Objective 3: 80% of the letter-query or request for legal opinion received by the Central Office were prepared with draft of action and submitted to the
Chief, LRALLD or his duly authorized signatory within the standard time per category

A | Total number of legal opinions submitted to Chief,
LRALLD or his duly authorized signatory within
the standard time per category
B | Total number of requests for legal opinions
received
C | Total number of requests carried over from the
previous quarter
D | Total number of requests not yet due for the
quarter
E | Formula: _A _x 100 | Target:80%
+
F Can A [IB C] I D the oblect This-docuntentts UNCCNTRGLLE_D vhem BOWNTOADEDanmufor PRINTED:
ap Analysis: In case the objective is,pot mel, BUkelpocumented Information Management System for the Controlled Copy
your analysis why it is not met

Objective 4: 80% of the signed legal opinion or indorsement to concerned Regional Office are released by the LRALLD Tracking Officer to Central Records
Section within the standard time.

Total number of signed legal opinion or indorsement to
Region actually released by LRALLD Tracking Officer to
Central Records Section for mailing to client within the
standard time
Total No. of signed action legal opinion or signed
Indorsement received from USEC of External, Legal and
Legislative Affairs or OD, LLLS, respectively
Formula: A x 100 Target : 80%

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

Division Chief (CO)/ : 3
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Prepared By
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Process Owner
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

Rendition of Legal Opinion
RO/PO Process Summary Logsheet

QUALITY OBIECTIVES:

FM-QP-DILG-LLLS-RO-18-01A

[ 1ofl |

1 70% of the letter guery or request for kegal ppinion recelved by the Regional Oftice/Provinckal Office are prepared with draft of action and solimitted to the Regponal Directar (RD) er duly authorized signatury within the standard time per category,
2. 70% of the siymed oction on legal query/letter-reply are released by the Regonal Legal Unit/PO Legal Offcer to the Regional Records Section or PO counterpart within one {1} working day upon receipt ther

FREQUENCY OF MONITORING: QUARTERLY

CURRENT PERIOL: For the __guarter of

fre 1 Rewult “Objective 2 ewalt
Date
Datn Date
Category of h:rlham l'h::‘ Eipetind :::}.i: Misk Hemarks | Dateof | Forwarded Rivamric
Na. Te it Sawrce request for legal | Regiona) alf Date of i wthe A of s Stapdard | = Standard | [ladicate | Receipt of | to Regional | Number of < iWD L IWD (indicate | oo
[Pleawie wi th Ractghant opinion® | inclal Records | Provincial | TP quacyer, | ROEOW e | TIme Vima: | rmisss, |l | e simed| ; Recocds Ly [tumiet) | [1=wrimmaty | 20
on *| Director |0 {t=inet] | (1=unmet) | targetis | Owtpwt |Section/PO| Elapsed rarget is
Officer Legal 0 not RD!
Officer (%0} unet) usmet)
A 1] c ji] E F G T ] | [ I M [ o P [i] i s T u
il o Carried Over fram the Previnus Quarter
1
z
3
Requests Recelved for the Quarter
1
2
3
o P
SeTotal of L HonTotal of R
RESULT (%) fMotslofIx (Tatalof 1 x
100 100

Catrgories of Opinlans:

For thase received by the Hegioas] snd Froviacial Officos: This document is UNCONTROLLED when DOWNLOADED and/or PRINTED.
A Twenty (20) mocking oy roc recelpof he e e/ el /e IR AYYS PETET 15 & D cumented Information Management System for the Controlled Copy

10~ Flwe (5) working days froe resipt of the request, if ketter query or request Lacks attschments of with incomplete details;
L Twenty [20) working days from recript of the request, if lisoe profered Invodve novel bauefs,

D Five [5] woeking days from ceceipt of e request, if letter query or request involves b subject of DILG CO Mema Drder No. 2010 02
For thase received by the Ceatral Office:
E: Twenty [20) working days from receipt of the request, if issue//s proffered isfare novel;

F- Six [6) working days from receipt of the request, issue/s isfare profferred are with existing DILG CO legal opinion.

Pricews Dwaer BareauService Deputy QMR Reglonal QMR

For: ([ON STUDY LEAVT]

'éL
.
ATTY. WGULLD
1L 5 Facal Person
Process Owner
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Rendition of Legal Opinion

@

o urmM _i 'l
. CO Process Summary Logsheet
DUALITY OOJECTIVES: 1 BO% of the letter query or reqiest for Tegal oplnion recefved by the Central (Mlice are prepared with draft action and submiteed 1o the Chief, LRALLD or his duly authorized signatory within the standard Lirie por cotearry
& B0 of the shimed lepal prinkon with chrarance lrom the SILU or indorsement W concer ied Reglonal Dffior are telessed by the LRALLD Tratking Offlcer tn the Central Reeords Section withio the standand tine
FHEQUENCY OF MONTTORING: QUARTERLY
CURRENT PERIOD: For the __ quarter of
Objective 3 Resabt Ohgective 4 Revalt
Date
— Ry | Expected P! | subitted to Remacka | Dateot | 0N Remarhs
Te Catage Date Recelved Date of C/LRALLD & Standard | zStandard | (indicate |Recriptaf| " Narsber of *Stundard | (sdicate
| (ime of the Resipient) ot o revetter i | optes [ M | commpleti| U puly | Memberel | T | ime (1e | reasas, if il v | wSimdert | nme e | rewsont | FOTS
- v | = ""'”_‘:' Asthocied {1 emet] wnmet) | targetls | Output | o Elapued unmet) | targetis
Signatory wnmet) wret]
X ] f il [ F [ i 1 [ [ L M N [ P ) [ 5 T 1
| Requests Recelved Carried Dver from ihe Previous Quarter
2
1
for the Quarter
]
<
1
i T
WeTowlof L %-Towalol R
RESULT (%) [Tonal af 1n {Totalof | x
1 100
Categaries af Opinlany,

For those recelved by the Regional Difioes:
A Twerty (20) wurkieg diys from rooeipe of the requess, i isioe /i profiered b fare already subsect ol an ranting gl opimicn,

B Fiv (8] working days fi recelptofth et fictier gacry or request i stk Su QRLNGALISLINCONTROLLED when DOWNLOADED and/or PRINTED.
- Tuerety (20} wacking dar fhom receipe of e o issors ot Ry GeF&fev<L0 the Documented Information Management System for the Controlled Copy

D Five (%) wotking diys from recerpt of the request. f lettey ey of request ievohees ovoes subject of DILG OO Meme Order No. 010-01
For thewve recedved bry the Central Ofice:
E+ Twenty (20} working days brom recelpt ol the reqoest, if isvoe /5 proflered Lifare povel,

F- Six (6] working days from receipt of the request, sswe/s (s/are profferred are with exdsting DNLG 0 legal opinlon.

Proces Deuer Togr wa Mprvice Dty QMM Nepianal QM8

e —r
59
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