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Department of Social Welfare and Development
National Capital Region

DSwny e CR
[ = : '
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ALL RPMOs ( Pantawid, SLP and RCTSU) : . 7
BY:
THE REGIONAL DIRECTOR ; T//l
Business Process and Requirements Analysis (BPRA) and Progess Flow Chart

December 28, 2017

This is to share with you the approved BPRA and Process Flow Chart of Standards Unit on the
Application for Accreditation of Pre-Marriage Counselors 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 ANDREWA, LEYSON
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Process Flow Chart on Application for Accreditation of Pre- Marriage Counselors

Receipt of submitted documentary
requirements for LGUs /Pre-

marriage Counselors
Admin Asst 1/ Admin Aide IV

Track the documents in 2w system upon receipt and
forward to SU head for review
Standards Unit {SU}-Admin Assistant Il
2 minutes

d

Conduct initial review and aseignfo PMC Facal Person
* SU Head
10 minutes

!

Conducts desk review
PMC Focal Person.
1how

Complete?

Prepare draft acknowledyruent letter indicating tae
schedule of Assessment
PMC Focal Person
1 hour

¥

Review! provide inputs and or affix sigrature on the draft
acknowledgement letter.
SU Head

10 rgindes

Provide initalf affix signature on the draft acknowledgement
fetter.
Division Chiet
$ minutes

Recommend for approval of draft acknowledgement
tetter,
Assistant Regional Director for Administration
3 minutes

Approvat and o x signature.
Regionaf Director
3 minutes

!

Endorse to Records Section the confirmation letter for
mafling.
SU-AAN
3 Lot

2

Conduct Validation/Assessment Visit
PMC Focal Person
8hours

Favourable?

issue a conflrmation letter to SWDA indicating
schedule of awarding of certificate for approval of
Regloal Director.
PMC Focal Person
1hours and 24 minutes

SSUANCE OF CERTIFICATE

Prepare scknowledgement {etter with hndings and
Tospsendations.
PMC Foesl Porson
8 hrs

y

Endorse fo Records Sechion the acknowizdgermen! kdter far
maifng.
SU Al
3 mindzs

l

issue a confi letter with ched findings and
recommendations.
PMC Focal Person
15 working days after the visit

1GUs/ Pre-marriage Counselors to complete the
documentary requirements based on the set
standards.
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