Department of Social Welfare and Development
National Capital Region

FOR : ALL CENTER/RESIDENTIAL CARE FACILITIES
ALL UNITS/SECTIONS
ALL RPMOs ( Pantawid, SLP and RCTSU)

FROM : THE REGIONAL DIRECTOR
SUBJECT : Business Process and Requirements Analysis (BPRA) and Process Flow Chart : .
DATE : October 23, 2017

This is to share with you the approved BPRA and Process Flow Chart of Protective Services Program on
the Provision of Financial Assistance { Food Subsidy, Medical, Burial, Educational and Transporation) and
Processing of Guarantee Letter as per result 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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FLOW CHART OF PROCESSING OF GUARANTEE LETTER FOR MEDICAL, EDUCATION AND BURIAL ASSISTANCE

Receipt of requirements for
assistance (waik/referral)
Soctal Welfare Aide

Verification of client’s record in Crisis Intervention
Monitoring Sustem (CriMS)
Soclal Welfare Alde
2 minutes

Yes

No

to Social Welfare Officer
for checking
Social Welfare Assistant
1 minute

Forward the requil

v

Conduct assessment and interview to client
Social Welfare Officer
30 minutes

Validation?

Assessment of the case and other psychosocial
Interventions to client
Social Welfare Officer it
S minutes

v

No

L

Prep: of Ack ledgement Receipt,
Guarantee letter and Certificate of Eligibility
Social Welfare Officer Iftt

10 minutes

¥

Receipt and encode documents to CriMS
Social Welfare Aide
3 minutes

1)

Receipt and encode documents to CriMS
Social Welfare Aide
3 minutes

)

Approval of Guarantee Letter by the

" q

3. Barangay Certificate fiedigency
4 eferal tetier (1 appliabe}
@ 5. Soc bl Case Study Report

E

)

REQUWMEMENTS:
Madicat Avstance

& Refercal Letter (¥ applicabie)
5. Social Case Study Report
£ Vaid 1D of the thest

Saniel AusRoucy

1 Funesal Conteact

2. Death Centifictae of the deceased

3 Barangay Certifate indigency

4. Permit o TramsfesHeath Perndt

. Referal Letter {T appliable)

6. Social Case Study Repost

7.Valid 10 of the chent

Edecathonal Anistance

1 Form ot Certii
tion

2. 5¢hool 1 of the student/beneficlary

6.Vakd 0 of the chend /

Return of documents o client and advice to return
3 months after the last receipt of assistance
Social Welfare Aide
1 minute

Conduct collateral interview with family members,
relative, refering party and other sources
Social Welfare Officer
30 minutes

Conduct counseling and refer client to other
agencies
Soclal Welfare Officer
10 minutes

Appcod Aathiority
J e = bedow 3,000.00

Officlals Reglonal Director/ Assistant Regional <
Director/Division Chief/PSP Head
3 minutes

y

Forward approved GI/CE and AR to client for
endorsement to Service Provider
Social Welfare Assistant
3 minutes

¥

Racelpt of Statement of Account {SAQ) from Service
Provider
Social Welfare Assistant

1 minute

Endorsement of SAO to Finance
Unit for processing of payment
Social Welfare Assistant

Division ChieF- 5,000 o 10,000.00

Asskstant Regional Director- 10,000 to 25,000.00
Regional Dieector- 25,00000 to 75,000.00




