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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

Business Process and Requirements Analysis (BPRA) and Process Flow Chart : -

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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Receipt of requirements for
assistance {walk/referral)
Social Welfare Aide

Verification of client's record in Crisis Intervention
Monitoring Sustem {CriMS)
Social Welfare Aide
2 minutes

No

A

PROCESS FLOW CHART ON THE PROVISION OF FOOD SUBSIDY, MEDICAL, BURIAL, EDUCATIONAL AND TRANSPORTATION THROUGH ASSISTANCE

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

Forward the requirements to Social Welfare Officer
for checking
Social Welfare Assistant
5 minutes

)

Conduct assessment and interview to client
Social Welfare Officer
30 minutes

Validation?

7

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

Assessment of the case and other psychosocial
interventions to client
Social Welfare Officer
5 minutes

)

Needing
Psychosocial

Referral of client to other agencies
Social Welfare Officer
5 minutes

Forward Certificate of Eligibility and other
requirement for review and approval
Social Welfare Officer I/l
1 minute

7

Approval of Certificate of Eligibility
Social Welfare Officer l1/PSP Head
2 minutes

]

A

Receipt and review of approved CE and
dishursement of Cash Assistance
Special Disbursing Officer {SDO)

3 minutes

i}

Encoding of client's data to CriMS
Social Welfare Aide
S minutes

v

Endorsement of documents to
Social Welfare Assistant for
liquidation
Social Welfare Aide

REQUIREMENTS;
Medical Assitance
1. Clenicat Abstract/Medical Certificate
2. Hospital Bili/PrescriptionfLaboratory Request
3. Barangay Certificate/indigency
4. Referral Letter {if applicable)
S. Vafid 1D of the ctient
Burial Assitance
1. Funeral Contract
2. Death Certifictae of the deceased
3 gay Cert Nndi:
4. Permit to Transfer/Health Permit
S. Referral Letter {if appiicable}
6. Yalid $D of the client
Educational Assistance
1.Enroliment Assessment Form ot Certificate of Enrolfment or
Registration
2. School iD of the student/beneficiary
3. Barangay Certificate/indigency
4, Referrat Letter (if applicable)
5. Vatid 10 of the client
TIransportation Asslstance
1. Barangay Certificate/Indigency
2. valld 1D of the client
3. Police Blotter (for victims of pick pockets, illegal recmitment/




