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FOR

FROM

SUBJECT

DATE

Department of Social Welfare and Development
National Capital Region

ALL CENTER/RESIDENTIAL CARE FACILITIES
ALL UNITS/SECTIONS

ALL RPMOs { Pantawid, SLP and RCTSU)
THE REGIONAL DIRECTOR

BPRA and Process Flow Chart on Request for Invitation and Resource Person

August 14, 2017

This is to share with you the approved BPRA and Process Flow Chart of Capability Building Section on the
above-mentioned subject as per resuit of the Monitoring and Evaluation Workshop on the Preparation
of Business Process and requirements Analysis and Process Flow Chart held on July 21, 2017 at Icon

Hotel.

For your information and guidance.
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Request for Invitation for Training and Resource Persons

Receipt and tracking of Request
for Invitation for Training and
Resource Person
Admin Aide tV

Review and and assess of request letter for
appropriate action
Training Specialist It
3 minutes

v

Coordinate and discuss with the Requesting
Office the invitation thru phone call
Social Welfare Officer I/1l
5 minutes

4

Coordinate with the immediate Supervisors of
Core Group of Specialist {CGS)
Social Welfare Officer i/il
10 minutes

No

Approved?

Yes

Discuss and confirm with concerned Core Group
Speciafist (CGS)
Social Welfare Officer I/if
10 minutes

!

Coordinate and confirm with the requesting
office through phone call
Social Welfare Officer /1l
5 minutes

{

Prepare and submit request for RSO/RAO and
communication letter to CGS and confirmation
of attendance to requesting party.

Social Welfare Officer I/11 ; 15 minutes

|

Review and affix initial on the draft
communication,confirmation and RSO/RAO
Training Specialist i}

5 minutes

!

Forward the communication, confirmation and
RSO/RAOQ for initial
10D Chief
2 minutes

{

Recommend for approval of the communication,
confirmation and RSO/RAQ for initial
Assistant Regional Director, 2 minutes

l

Approval of the communication, confirmation
and RSO/RAQ
Regional Director
3 minutes

Send Approved mmunication,
confirmation and RSO/RAQ
Admin Aide IV

3 minutes

Prepare and submit Regret/Referral Letter

= o Social Welfare Officer i/l

6 minutes

¥

Review and affix initial on the Regret/Referral
Letter
Social Welfare Officer /1
3 minutes

y

Forward the Regret/Referral Letter for initials
DD Chief
3 minutes

y

Recommend for approval of Regret/Referral
Letter
Assistant Regional Director
3 minutes

{

Approval of Regret/Referral Letter
Regjonal Director
3 minutes

Send Approved Regret/Referral
letter torequesting party
Admin Aide IV
3 minutes



