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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

DILS;) QUALITY PROCEDURE

Document Code

| 19

| Document Review and Provision of Comments/Recommendation

Scope:

This procedure starts from the receipt of Region/CRS/LLLS of request for document review/comment on the Department draft policy, MOA, MOU and
contract/agreement from Department officials, Bureau/Service up to the release of approved comment/recommendation.

Description of Service:

To define clearly the process for reviewing Department policy, MOA, MOU and contract/agreement with the end view of guiding client as to the next
course/s of action/s taking into account applicable laws, rules and regulations.

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

case begin with Step No. 1.1

(Agency Action)
b) wvia CRS/OSEC (For
Regional Offices/other

NGAs/LGUs/ General Public),
in which case proceed to Step
No. 1.7 (Agency Action)

c) wvia LLLS
Window/DMS

Receiving
(for

c) Record in accordance with
Records Management Procedure

d) Route the received document to
the ORD

Person-In-
No Client Action No Agency Action Activities Charge/ References/
' (detailed steps) ) Thi{ detailedsstepSYTROLLED when DOWNLOADED Sndlor PRINTED. Position/ Interfaces
Always refer to the Documented Informatior) Management System for the Controlled Copy Unit/ Division

1 Client submits request for | 1.1 | Receive, record and route |a) Stamp ‘'received” on the | Regional a) Request for

review: received  document  (For | document and write the date and | Records Officer | review
internal processes proceed to | time of receipt

a) via Regional Office (For 1.3) b) Regional
Field Offices and others b) Attach Routing Slip, if applicable, Records Logbook
within their AORs), in which to the document received for ORD/DMS




Document Code

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT QP-DILG- LLLS RO 19
QUALITY PROCEDURE  Rev.No. | Ef age
03 | 021623 | 20f10
Person-In-
Client Action Agency Action Flat) Charge/ References/
No; (detailed steps) D- (detailed steps) Actvides Position/ Interfaces
Unit/ Division
OSEC/0USec/OASec/Bureau/
Service) in which case
proceed to Step No. 1.8
(Agency Action)

1.2 | Receive and assign the request | Assign the request for review to the | Regional Request for review
for review/comment Legal Officer for appropriate action. | Director with complete

attachments
1.3 | Receive, evaluate and prepare | a) Determine propriety of the | Regional Legal | Request for review
review/comments provisions of the submitted | Officer with attachments
documents;
b) Conduct legal research on
applicable laws, rules, regulations
This document is UNCONTROLLED WP B¥HEFisaa aeesr PRINTED.

Always refer to the Documented Informatior) Management System for the Controlled Copy
c) Prepare draft review/comment
d) Determine propriety of
referring/indorsing the matter to
Co
e) Forward draft action to the
Assistant Regional Director (ARD).

1.4 | Receive, review and | If ARD finds the  draft | Assistant a) Request for
countersign draft | review/comment/indorsement to | Regional review with
review/comment CO acceptable, he shall countersign | Director attachments

the same. Thereafter, he shall

forward the countersigned draft to b) draft review/

the Regional Director (RD). comment/
indorsement to CO




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

QP DILG LLLS-R0-19

) QUALITY PROCEDURE e [ RATEDRES s IeREE
03 02.16.23 30f10
Person-In-
Client Action Agency Action L Charge/ References/
No: (detailed steps) Ne; (detailed steps) Actvites Position/ Interfaces
Unit/ Division

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

1.5 | Receive, review and | If RD finds the draft | Regional a) Request for
approve/sign draft | review/comment/indorsement to | Director review with
review/comment co acceptable, he shall attachments

approve/sign the same.
b) countersigned
Otherwise, RD shall return the same draft review/
to the Legal Officer for comment/
clarification/modification/revision. indorsement to CO
In this case, Agency Step Nos. 1.3 to
This document is UNCONTROLLED s Bbabl lexpepeatest.PRINTED.
Always refer to the Documented Informatiof Management System for the Controlled Copy
1.6 | Record the approved/signed | a) Record document in the | Regional Legal | a) Request for

review/comment/indorsement
to CO in the monitoring log
sheet

monitoring log sheet and update
DMS

b) Photocopy/scan the
documents for filing;

signed

c¢) Forward to Records Section for
release of the signed
review/comments with attached
CSS Form or indorsement to CO in
accordance with the Regional
Records Management.

d) Retain copies of the released
review/comment/indorsement/ as

well as its attachments in

Unit review with

attachments

b) signed
review/comment/
indorsement

c) Client
Satisfaction Survey
Form




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

QUALITY PROCEDURE

QP-DILG-LLLS-RO-19 ’

"Rev.No. | EflDate | Page

03 | 021623 40f10 |
Person-In-
Client Action Agency Action St Charge/ References/
No- (detailed steps) No- (detailed steps) Acdvities Position/ Interfaces
Unit/ Division
Retained Documented Information
Procedure and Master list of
Records.

1.7 | Receive the request for|a) Encode the details of the | CRS a) Indorsement
review/comments (in case of | document received in the DMS; from Regional
indorsement from the Regional Office/Request
Office, other NGAs, LGUs and | b) Route to the LLLS Central from other
the general public) Tracking Officer NGAs/LGUs/

general public
with complete
attachments

This document is UNCONTROLLED ywhen DOWNLOADED and/or PRINTED. b) DMS

1.8 [Receive © THE CUHEGIast O RO A AU Rotite St T Fequest “Ofor | LLLS  Central | a) request for
review/indorsement from | comment/indorsement received to | Tracking review/comment
Regional Offices and route it to | the Office of the Director, LLLS; Officer with complete
the Office of the Director, LLLS attachments;

b) Update DMS
b)  Indorsement
from the Regional
Office;
c) DMS

1.9 | Receive the request for|a) Route the request for | OD,LLLS a) Request for
review/indorsement and route | review/indorsement received to review/comment
the same to the Legal Research, | LRALLD for appropriate action; with complete
Assistance and Legislative attachments

Liaison Division (LRALLD)

b) Update DMS

b) Indorsement
from the Regional
Office;




QP DILG LLLS RO 19

tev.No. | Eff.
02.16.23 5 oflﬂ
Person-In-
Client Action Agency Action et Charge/ References/
No: (detailed steps) Ng; (detailed steps) AcAVItIES Position/ Interfaces
Unit/ Division
c) DMS

2.0 | Receive the request for | a)Indorses/routesthe documentto | Tracking a) Request for
review/indorsement and route | the Chief, LRALLD for assignment; | officer review/comment
the same to the Chief, LRALLD (LRALLD) with complete

b) Encode the request in the attachments
Process Summary Log Sheet (PSL).

b) Indorsement
c) Update DMS from the Regional

Office;

c) DMS

2.1 | Receive the request for |a) Action officer prepares: (1) | Action Officer |a) Request for
review/indorsement and | Memorandum for the Office of the review/comment
assigns (the"csatme {9\ TAHON |/ Direetor, OLEES 1 (2) Méntorandum with complete

Aeyerceder o llmgﬁxpgﬂm Inforngien Mgpagement Sysgya for the Conteggqeéérhed attachments
designated focal person) office/Undersecretary/SILG and/(if
request is made by Department b) Indorsement
officials), or (3) draft from the Regional
comments/review . (For internal Office;
processes, Action Officer prepares
numbers 1 and 3 only) c) DMS
b) Then, AO submits draft to the
Assistant Division Chief, LRALLD.

2.2 | Acceptdocument thru DMS and | If Assistant Division Chief finds the | Assistant a) Request for
reviews the initial draft | initial draft in order, he/she | Division Chief, | review/comment
submitted by the Action officer. | countersigns the same and forward | LRALLD with complete

to the Division Chief. attachments




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

‘) QUALITY PROCEDURE

Document Code

QP -DILG- LLL§ RO 19

e ]

Person-In-
Client Action Agency Action Nt Charge/ References/
No: (detailed steps) HO: (detailed steps) ACTVILIES Position/ Interfaces
Unit/ Division
Otherwise, he/she will route it back b)  Indorsement
to the concerned AO for from the Regional
correction/revision/clarification. Office;
¢) Draft action;
d)DMS
2.3 | Accept thru DMS; review the | If Division Chief finds the finalized | Division Chief |a) Request for
finalized draft draft in order, he/she signs the review/comment
Memorandum for OD and forwards with complete
the documents to the Director, LLLS attachments
(Highest Ranking Officer).
Division Chief |b) Indorsement
This document is UNCONTROLLED yi@therwise,/ e Pshe retirrns-the same from the Regional
Always refer to the Documented Information MaghgHe épnceried A0 ﬁmmﬂg@Cgtgff Office;
for revision/correction; Update
DMS. Concerned AO | ¢) Finalized draft
action;
In case the Chief routed back the
draft to the AO, Agency Step Nos. 2.1 d)DMS
to 2.2 shall be repeated.
2.4 | Accepts the finalized draft, | a) If clientis within Central Office, | Director, LLLS |a) Request for

review and approve/sign the
same

if the HRO finds the finalized draft
acceptable, he shall approve/sign
the same. The signed document
shall be returned to LRALLD for
release to the client with attached
Client Satisfaction Survey Form.

b) If client is outside of the
Central Office, if the HRO finds the

review/comment
with complete
attachments

b)  Indorsement
from the Regional
Office;




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

) QUALITY PROCEDURE

QP-DlILG-LLLS-RO-l‘J

P T A e W

03

= FEDate || Daos |
_ Eff.Date  Page

02.16.23

70f10

No.

Client Action
(detailed steps)

No.

Agency Action
(detailed steps)

Activities

Person-In-
Charge/
Position/
Unit/ Division

References/
Interfaces

This document is UNCONTROLLED
Always refer to the Documented Informatio

finalized draft acceptable, he shall
approve/sign the Memo for the
Undersecretary for External, Legal
and Legislative Affairs for signature
“By Authority of the Secretary”. The
signed document shall be returned
to LRALLD for release to the
Undersecretary for External, Legal
and Legislative Affairs.

Otherwise, in both (a) and (b), HRO
shall return the same to LRALLD for

clarification/revision/modification.

\IThél) Fepeab Agericy ActionNos. 2.1
Ianaggment System for the Controlled Copy

c)

action;

d) DMS

Finalized draft

2.5

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

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

b) If client is within Central Office,
LRALLD Releasing Officer releases
the document to it with attached
Client Satisfaction Survey Form.

c)If client is outside the Central
Office, route to the Undersecretary
for External, Legal and Legislative
Affairs;

c¢) Update DMS

LRALLD
Releasing
Officer

a)

Memorandum for
the
Undersecretary
for External, Legal
and Legislative
Affairs;

b) Finalized draft

c) DMS

Signed
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

)
,,} QUALITY PROCEDURE

QP-DILG- LLLS RO 19

‘?f}i""'HiT L_rfi e

03 | 02.16.23 Bof10 |
Person-In-
Client Action Agency Action SR Charge/ References/
No: (detailed steps) No: (detailed steps) Activities Position/ Interfaces
Unit/ Division

2.6 | Accepts the finalized draft, | If the Undersecretary for External, | Concerned a) Signed
review and approve/sign the | Legal and Legislative Affairs finds | Undersecretary | Memorandum for
same the finalized draft acceptable, he the

shall approve/sign it and indorse Undersecretary
the same to OSEC for clearance of for External, Legal
the SILG. and Legislative
Affairs;
Otherwise, the Undersecretary for
External, Legal and Legislative b) Finalized draft
Affairs shall return the same to
LLLS for clarification/revision/ c) DMS
modification. Afterwards, Agency
Action Nos. 1.9 to 2.5 will be d) DO No. 2022-
This document is UNCONTROLLED v '6&d.OADED andfor PRINTED. 749 entitled
Always refer to the Documented Information Management System for the Controlled Copy “Delineation of
Functions, Roles
and
Responsibilities of
DILG Key Officials
dated September
20,2022.

2.7 | Accepts the routed signed |a) OD accepts the signed | OD, LLLS a) signed review/
review/comments from the | comments/review; comment
Undersecretary for External,

Legal and Legislative Affairs b) Route the same to LRALLD for b) DMS
release to CRS

2.8 | Receives the signed | a) Accepts the signed | LRALLD a) signed review/
comment/review review/comments; Tracking comment

Officer

b) Route the same to the Releasing
Officer

b) DMS




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

‘) QUALITY PROCEDURE

"le“"h_‘ e jfﬁ'Errp?aiw -
021623 | 90f10

Person-In-
Client Action Agency Action B Charge/ References/
NG (detailed steps) No. (detailed steps) Actvdies Position/ Interfaces
Unit/ Division
2.9 | Releases the document to the | a) Accepts the signed | LRALLD a) signed review/
CRS review/comment; Releasing comment its
Officer release
b) Photocopy/scan copy of the
signed comment/review and retain b) DMS
a copy thereof
c) Client
c) Route the same to the CRS with Satisfaction Survey
attached Client Satisfaction Survey Form
Form.
3.0 | Releases the document to client | a) Accepts the signed | CRS a) signed
and administers comment/review; review/comment
This document is UNCONTROLLED when DOWNLOADED and/or PRINTED. for its release
plways refer to the Documented Information iy acpRgtbesyy seahe Copscof Othe
comment/review and retain a copy b) DMS
thereof;
c) Releases the document to client
End of Transaction
Definition of Terms:

Legal study - legal officer comes up with a recommendation on given issue/s incorporating therein his legal bases and a comprehensive discussion

thereof;

Policy review - legal officer evaluates the propriety of the provisions of draft Memorandum Circulars, Joint Memorandum Circulars, Advisories,
Memoranda, Executive Order, Administrative Orders involving the Department, its attached agencies and LGUs vis-a-vis applicable/existing laws,
rules and regulations.

MOA - Memorandum of Agreement




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT QP DILG LLLS RO 19

d D"-_Gtﬁ QUALITY PROCEDURE

‘*‘&ﬂ-“'.’ :

2 \

02. 16 23 1001'10

e MOU - Memorandum of Understanding

e CRS - Central Records Section

Prepared By Reviewed By. Approved By
~ (Sgd.)
(MARK JOSEPH ORBONG
;@ﬂqd ~). ~ (sgd.) (sgd.) (sgd.)
AT'ly,KE ENGULLO | ATTY.CQYNTHIA F. LAURENO-PULIDO ATH{Y. ROMEO P. BENITEZ ASEC. ESTER A. ALDANA, CESO 1I
Process Owner Divisi&n Chief/Next Higher Supervisor Bureau/Service/RO Deputy QMR Overall Deputy QMR




QO-QP- DlLG LLLS RO 19

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
QUALITY
OBJECTIVES (QO)

category:

A. Legal study/policy review
as prescribed by the client
or if no period was
prescribed, 10WD from
date of receipt of the

time per category.
B - Total number of
requests for comments

or legal review received

C - Total number of

request requests carried over
from the previous
B. MOA/MOU, S5WD from quarter
date of receipt of the
request D - Total number of

C. contract, 3WD from date of
receipt of the request

requests not yet due for
the quarter

OFFICE LEGAL AND LEGISLATIVE LIAISON SERVICE (LLLS), REGIONAL OFFICE (RO)
QUALITY PROCEDURE TITLE Document Review and Provision of Comments/Recommendations
Key Performance Indicators (KPI) Applicable
Pt Documents
q y ; (Procedures) and
" 3 ; of Responsible
Function —— Indicator/Formula (if - o . Forms (Records),
Objective Target g Monitoring | for Monitoring c ;
applicable) including
Results .
applicable Legal
Requirements
Document 70% of the request for 70% A x 100 Quarterly Regional Legal Process Summary
Review and comment/legal review (B+C)-D Officer Log Sheet
Provision of received by the Regional Office
Comments/ are prepared with draft of Where A refers to the
Recommendation action and submitted to the total number of draft
on Policy Regional Director (RDJ or his UNCONTRG %ctioln sugvr\mltte%Etg the leriren
= I] ntis wner .
Review) Legal d.u]y A|WEL sre#er togﬁe Ddcumented Infor mtlBﬁlMalgc ment S stemfforgzD Controlled Copy
Study/Contracts signatory/reques ﬁl orized " si
within the standard time per within the standard




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
QUALITY
OBJECTIVES (QO)

Document Code

QO QP DlLG LLLS-RO-19

02. 16 23

Document 2. 70% of the signed action to 70% A x100 Quarterly Regional Legal Process Summary
Review and request for comment/review B Officer Log Sheet
Provision of are released by the Regional
Comments/ Legal Unit to the Regional Where A is the total
Recommendation Records  Section/requesting number of signed action
on Policy office within one (1) working to request for
Review/Legal day upon receipt thereof comment/review
Study/Contracts actually released by
Regional Legal Unit to
Regional Records
Section for mailing to
client within the
standard time.
B - Total No. of signed
action on  request
) _ received from  the
This documeng is UNCONTRO| 4D Bﬁh?%WﬁM@"PRWTED
Always refer to the Ddcumented Infor “St.i_ﬂ 'ﬂ?ﬂ%@%{@f&éﬁlﬂym the Controlled Copy
Document 3. 80% of the received request 80% A x 100 Quarterly LRALLD Process Summary
Review and for Comments/Reviews (Legal (B+C)-D Tracking Officer | Log Sheet
Provision of Study/Policy Review/Contract
Comments/ Review) that fall due within Where A refers to the
Recommendation the quarter are prepared with total number of draft
on Policy draft action and submitted to action submitted to the
Review/Legal the Chief, LRALLD, for review, Chief, LRALLD or his
Study/Contracts within the standard time: duly authorized
signatory within the
D. Legal study/policy review standard time  per
as prescribed by the client category
or if no period was
B- Total number of

prescribed, 12WD from
date of receipt of the

request.

requests for comments
or legal review received




Document Code

QO QP DlLG LLLS RO 19

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

QUALITY
OBJECTIVES (QO)
C- Total number of
E. MOA/MOU-7WD requests carried over
from the previous
F. Contract-5WD quarter
D-Total number of

requests not yet due for
the quarter

Document 80% of the signed 80% _A x100 Quarterly LRALLD Process Summary
Review and Comments/Reviews are B Tracking Officer | Log Sheet
Provision of released to records or
Comments/ concerned office within one Where A is the total
Recommendation (1) working day from the date number of signed action
on Policy the LRALLD Releasing Officer to request for
Review/Legal received the signed document comment/review
Study/Contracts actually released by
_ _ LRALLD Tracking Office
This document is UNCONTROL%DM@I@QM\Q}IE?P}SEE)&%@I PRINTED.
Always refer to the Dgcumented Infor “éé %Mzwa%mer}né/.i ?{Efo&;h e Controlled Copy

client  within the

standard time.

B - Total No. of signed

review/comments

received by LRALLD.
Document 80% of accomplished Client 80% [Total ~ number  of | Quarterly LRALLD Client Satisfaction
Review and Satisfaction Survey have a responses with rating of Tracking Officer | Report (CSR), CSS
Provision of rating of “Agree” or “Strongly “Agree” or “Strongly Data Sheet
Comments/ Agree” in all Service Quality Agree” in all Service
Recommendation Dimensions (SQDs). Quality Dimensions
on Policy (S@Ds) / Total number of

Review/Legal
Study/Contracts

responses received] x
100




QUALITY

Prepared By

MK’IDSEP.B.QRBONG
(s9d.)

ATTY. KEITH B. MENGULLO

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

OBJECTIVES (QO)

(sgd.)

ATTY. CYNTHIA F. LAUREANO-PULIDO

Reviewed By

_(sgd.)

AFTY. ROMEO P. BENITEZ

QO-QP-DILG-LLLS-RO-19
Rev.No. | EFDate Page
02 02.16.23

Al bt i J

Approved By

(sgd.)

ASEC. ESTER A. ALDANA, CESO1I

/ Process Owner

DivisioniChief/Next Higher Supervisor

Bureau/Service/RO Deputy QMR

Overall DILG Deputy QMR




Document Code

‘9), DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT M
DILG}) QUALITY MONITORING SUE QP»,;-—_'—)-.PlG{iI—‘!f_—B?J 9
2= AND EVALUATION (QME) CWakes || B

BUREAU/SERVICE LEGAL AND LEGISLATIVE LIAISON SERVICE (LLLS), REGIONAL OFFICES
PROCEDURE TITLE DOCUMENT REVIEW AND PROVISION OF COMMENTS/RECOMMENDATION
OBJECTIVE 1. 70% of the request for comment/legal review received by the Regional Office are prepared with draft of action and
STATEMENT submitted to the Regional Director (RD) or his duly authorized signatory/requesting office within the standard time per
category:
A. Legal study/policy review-as prescribed by the client or if no period was prescribed, ten (10) working days from date
of receipt of the request;
B. MOA/MOU, five (5) working days from date of receipt of the request;
C. Contract, three (3) working days from date of receipt of the request.
2. 70% of the signed action to request for comment/review are released by the Regional Legal Unit to the Regional Records
Section/requesting office within one (1) working day upon receipt thereof.
3. 80% of the received' Fequest for Commetits/Reviews (1/égal Stud PUEIWTEEwew/ Contract Review) that fall due within the
quarter are préparEdwith draft Activn 4nd SUbHita t6 the Chiét IRALLD) forFéview, within the standard time:
D. Legal study/policy review-as prescribed by the client or if no period was prescribed, twelve (12) working days;
E. MOA/MOU, seven (7) working days;
F. Contract, five (5) working days.
4. 80% of the signed Comments/Reviews are released to records or concerned office within one ( 1) working day from the
date the LRALLD Releasing Officer received the signed documents.
5. 80% of accomplished Client Satisfaction Survey have a rating of “Agree” or “Strongly Agree” in all Service Quality Dimensions
(SQDs).
CURRENT PERIOD ___Quarter, 20__




Document Code

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT QME-QP -DILG-LLLS-RO-19

QUALITY MONITORING

*3_ DILG}

g _Rev.No.  EftDate | Page
%/ AND EVALUATION (QME) - ﬁF | o

INDICATORS | 1stQuarter | 20rdQuarter | 3 Quarter | 4t Quarter | TOTAL

Objective 1: 70% of the request for comment/legal review 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 draft action submitted to the RD
or his duly authorized signatory within the
standard time per category
B | Total number of requests for comments or legal
review received
C | Total number of requests carried over from the
previous quarter
Total No. of Requests not yet due for the quarter
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

m (o

LM AT AL L =N OVAIALL A AN DoIMTEN

I lllb UULUI rent Ib UNUUNTRULLETUD WIIUTI UUVVNLUHIJI:LI ﬂIIuIUI T INIVTED,

Always rffer to the Documented Information Management System for the Controlled Copy
Objective 2: 70% of the signed action to request for comment/review are released by the Regional Legal Unit to the Regional Records Section within one

(1) working day upon receipt thereof.

A | Total number of signed action to request for
comment/review actually released by Regional
Legal Unit to Regional Records Section for mailing
to client within the standard

B | Total No. of signed action on request received
from the Regional Director or his authorized
signatory

C Formula: A x 100 Target : 70%

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




Document Code

QME- QP -DILG-LLLS-RO- 19

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

" D“-G QUALITY MONITORING —— |
A _Rév.No. | EffiDate | |
"‘!‘.j AND EVALUATION (QME) . 02 02.16.23
INDICATORS |  1stQuarter | 2ndQuarter | 3rQuarter | 4% Quarter | TOTAL

Objective 3: 80% of the received request for Comments/Reviews (Legal Study/Policy Review/Contract Review) that fall due within the quarter are
prepared with draft action and submitted to the Chief, LRALLD, for review, within the standard time.

A | Total number of draft action submitted to the
Chief, LRALLD or his duly authorized signatory
within the standard time per category

B | Total number of requests for comments or legal
review 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%

(B+C)-D
F Gap Analysis: In case the objective is not Fﬁlﬁs’ (R)cun
your analysis why it is not met

ent is UNCONTROLLED when DOWNLOADED and/or PRINTE

Abpanie vafar ta thd Dac el inrJ lafoxmaats ioh I\Ilqnnnn:mnnf Svctam-farthe-Cantialle
l—\lluu’u et ot ettt HHoHRaHeR-M agemett \.:yJLcln toF-the-cohtrone

o

a8
Qo

Objective 4: 80% of the signed Comments/Reviews are released to records or concerned office within one (1) working day from the date the LRALLD
Releasing Officer received the signed documents.

A | Total number of signed action to request for
comment/review actually released by LRALLD
Tracking Office to the Central Records Section for
mailing to client within the standard

B | Total No. of signed review/comments received by
LRALLD

C Formula: A x 100 Target : 80%

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




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT QME-QP-DILG-LLLS-R0-19

0
QUALITY MONITORING =L
AND EVALUATION (QME) R

Ef.Date |

Objective 5: 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

(5QDs)
B Total number of responses received
C Formula: A x 100 Target : 80%

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

Prepared By ' Reviewed By Noted By

Process Owner Regional Deputy QMR /Regional QMR

Prepared By Reviewed By Approved By
(9d.)
MARK JGSERPHORBONG
(sgd.) (sgd.) (sgd.) (sgd.)
ATTY./HflTH B.MENGULLO | ATTY.CYNTHIA F. LAUREANO-PULIDO A:l?ﬁ'Y. ROMEO P.BENITEZ ASEC. ESTER A. ALDANA, CESO II
_— : X : - Overall Quality
Process Owner Division Chief/Next Higher Supervisor Bureau/Service Deputy QMR Miafagement Reprasentative




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT | FM-QP-DILG-LLLS-RO-19-01A

Document Review and Provision of Comments/Recommendation Kevde | Mibwe | e
RO Process Summary Logsheet

QUALITY OBJECTIVES: 1. 70% of the request for comment/legal review recelved by the Reglonal Office are prepared with draft of action and submitted to the Regional Director (RD) or his duly authorlzed slgnatory/requesting office within the standard time per category,
2. 70% of the signed action to request for comment/review are released by the R | Legal Unit to the Reglonal Records Section/requesting office within one (1) working day upon recelpt thereol,
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RESULT (%) This document is UNCONTROLLED whEFHOWNL OADED andlor PRINTED. s
Always refer to the Documented Information Man#embnt System for the Controlled Copy 100

Categories of request for comment/review:

For req ived by Regi

A- Legal study/policy review-as prescribed by the ellent or If no period was prescribed, 10WD from date of recelpt of the request
B- MOA/MOU, SWD from date of recelpt of the request
C- contract, 3WD from date of recelpt of the request

For requests received by Central Office
D- Legal study/policy review-as prescribed by the elient or If no period was prescribed, 1ZWD

E- MOA/MOU-TWD

F- contract-5WD
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Categonies of request for comment/review:

For requests recelved by Reglons:

A Legal study fpobicy review-as preseribedd by the client ur 1o period was presoribed, 1T0OWD from date of peceipt of the reguedt

P MOA/NOL SWD from date ol receipt of the request
L= comtract, W from date of receipt of the reguest

For requests recetved by Ceatral OfMce
1 Legal study /policy review an preseribed by the client or i no period was prescribed, 12WD

b MOASMOL-TWD

Foeuntract-5WD
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%\ DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

) MASTER LIST OF MAINTAINED Wm-sp-mw-om-oz

INTERNAL DOCUMENTED INFORMATION Rev.No, | Eftbate | Page

oo 06.15.21 lofl

Name of Bureau/Service/Office/Procedure: LLLS, ROs-Legal Unit

DOCUMENT CODE DOCUMENT TITLE SENTON
00 01 02 03 04 05
Document Review and Provision of Comments/Recommendations
QP-DILG-LLLS-RO-19 Document Review and Provision of Comments/ 06.15.21 02.01.22 01.03.23 02.16.23
Recommendations Quality Procedure
QO-QP-DILG-LLLS-R0O-19 Document Review and Provision of Comments/ 06.15.21 01.03.23 02.16.23

Recommendations Quality Objectives

QME-QP-DILG-LLLS-RO-19 Document Review and Provision of Comments/ 06.15.21 01.03.23 02.16.23
Recommendations Quality Monitoring and Evaluation

FM-QP-DILG-LLLS-R0-19-01A  |Document Review and Provision of Comments/ 06.15.21
Recommendations.RO Process Summary Log Sheet

FM-QP-DILG-LLLS-R0-19-01B  |Document Réviey arid: Provision of-Comments/ 06,15.21
Recommendations CO Process Summary Log Sheet

FM-SP-DILG-07-07A Client Satisfaction Survey (On-site) (English Version) 02.01.23 01.01.24

FM-SP-DILG-07-07B Client Satisfaction Survey (On-site) (Filipino Version) 02.01.23 01.01.24

FM-SP-DILG-07-08A Client Satisfaction Survey (Online) (English Version) 02.01.23 01.01.24

FM-SP-DILG-07-08B Client Satisfaction Survey (Online) (Filipino Version) 02.01.23 01.01.24

FM-SP-DILG-07-09 CSS Data Sheet 02.01.23 01.01.24

FM-SP-DILG-07-10 Client Satisfaction Report 02.01.23 01.01.24

(sgd.) (sgd.)
ROMAR B. PANGANIBAN ASEC. ESTER A. ALDANA, CESO 11

Central Document Controller Overall Deputy QMR




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT W
MASTER LIST OF EXTERNAL DOCUMENTED INFORMATION Tt

00 06.15.21 of11

Name of Bureau/Service/Office/Procedure: LLLS, ROs-Legal Unit

DOCUMENT CODE DOCUMENT TITLE REVISION/EDITION
QP-DILG-LLLS-RO-19 (Document Review and Provision of Comments/Recommendations)
RA 7160 The Local Government Code of 1991 10.10.1991
RA 9184 Government Procurement Reform Act 07.22.2002

Philippine Jurisprudence - Cases Decided by
the Supreme Court

All issuances of the Executive Departments
of the Philippines, including
Opinions/Memorandum Circulars, etc.,

All issuances of the’Constitutional

T SO [ N LD,
(sgd.) (sgd.)

ROMAK B. PANGANIBAN ASEC. ESTER A. ALDANA, CESO Il

Central Document Controller Overall Deputy QMR




