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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 : BPRA and Process Flow Chart on the Acknowledgement of Calendar of
Activities

DATE : September 6, 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 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.

VINCENT ANDREW A, LEYSON

(
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Receipt and tracking of from
U/SIC/RCF Calendar of Activities
(COA)
Admin Aide IV

2 minutes

¥

Review and assessment of Calendar of Activities
Training Specialist Ilf
2 minutes

v

Review, Validate and discuss with U/S/C/RCF the
Calendar of Activities thru phone call
Focal Person
10 minutes

Inclusion in
the Regional

PROCESS FLOW CHART ON THE ACKNOWLEDGEMENT OF CALENDAR OF ACTIVITIES

Calendar
YES

Inform the requesting U/S/C/RCF
Focal Person
5 minutes

Encode in the Google Calendar
Focal Person
& minutes

v

Prepare and submit draft acknowledgement of
Calendar of Activities
Focal Person
2 minutes

A4

Review and affix initial on the draft
Acknowledgement for Calendar of Activities
Training Specialist l
2 minutes

¥

Forward the draft acknowledgement of the
Calendar of Activities and affix signature
IDD Chief
2 minutes

!

Recommend for approval of the Acknowledgement
of COA and for initial
Assistant Regional Director
2 minutes

v

Approval of the acknowledgement of the Calendar
_ of Activities,
Regional Director
3 minutes

Send approved acknowledgement
of Calendar of Activities
Admin Aide IV
3 minutes

v

Send approved acknowledgement
of Calendar of Activities
Admin Aide IV
3 minutes




Republic of the Phxllppmes
Department of Social Welfare and Development
National Capital Region .

~ j{z0hom

FORTO MR. MARK C. GARCIA 24 AUG 2017
Planning Officer IV (e85
Planning Unit T

FROM :  THE SOCIAL WELFARE OFFICER V
Chief, Institutional Development Division

SUBJECT BUSINESS PROCESS AND REQUIREMENTS ANALYSIS
(BPRA) AND PROCESS FLOW OF ACKNOWLEDGEMENT OF
CALENDAR OF ACTIVITIES

DATE : August 18, 2017

This is respectfully submit to you the Business Process and Requirements Analysis
(BPRA) And Process Flow on the Acknowledgement of Calendar of Activities.

-

For your information and reference.

”
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S PROCESS FLOW FOR

ACKNOWLEDGEMENT OF
CALENDAR OF ACTIVITIES
Receipt and tracking
of from U/S/C/IRCF
Calendar of Activities
Admin Aide IV
2 minutes
Review and assessment of
Calendar of Activities
Training Specialist Il
2 minutes
Review, Validate and discuss
with U/S/C/RCF the Calendar
of Activities thru phone call
Focal Person
10 minutes
Send approved
Encode in the Google acknowiedgement of
Calendar Calendar of Aclivities
Focal Person Admin Aide IV
5 minutes 3 minutes
Prepare and submit draft Approval of the
acknowledgement of acknowledgement of the
Calendar of Activities Calendar of Activities,
Focal Person Regional Director
2 minutes 3 minutes .
Review and affix initial on the Forward the draft Recommend for approval of
draft Acknowledgement for acknowledgement of the the acknowledgement of
Calendar of Activities Calendar of Activities, for initial j=====3p| Calendar of Activities, for initial
Training Specialist li — IDD Chief Assistant Regional Director
2 minutes 2 minutes 2 minutes




Receipt and tracking
of from U/S/C/IRCF
Calendar of Acfivities
Admin Aide IV
2 minutes

Review and assessment of
Calendar of Activities
Training Specialist 11l

2 minutes

!

Review, Validate and discuss
with U/S/C/RCF the Calendar
of Activities thru phone call
Focal Person
10 minutes

Include in
Google
Calendar

YES

Encode in the Google
Calendar
Focal Person
5 minutes

!

PROCESS FLOW FOR
ACKNOWLEDGEMENT OF
CALENDAR OF ACTIVITIES

Discuss with U/S/C/RCF the
Calendar of Activities thru
phone call
Focal Person
5 minutes

Send approved

acknowledgement of

Calendar of Activities
Admin Aide IV

3 minutes

Prepare and submit draft
acknowledgement of
Calendar of Activities

Focal Person
2 minutes

Review and affix initial on the
draft Acknowledgement for
Calendar of Activities

Send approved

acknowledgement of

Calendar of Activities
Admin Aide IV

3 minutes

Approval of the
acknowledgement of the
Calendar of Activities,
Regional Director
3 minutes

[

Recommend for approval of
the acknowledgement of
Calendar of Activities, for initial
Assistant Regional Director
2 minutes

[

Forward the draft
acknowiedgement of the

Training Specialist (i
2 minutes

> Calendar of Activities, for initial
IDD Chief
2 minutes




