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Department of Social Welfare and Development
National Capital Region

TO :  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 of Haven for Women on '
Doaation

DATE -  September 21,2018

This is to share with you the approved BPRA and Process Flow Chart of Haven for
Women on Donation as per result of the Technical Assistance Session on the
Preparation of Business Process and Requirements Analysis and Process Flow Chart
held on February 13, 2018.

For your information and guidance.
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Department of Social Welfare and Developmient
National Capital Region

Haven for Women
Process Fow Chart of Donation

Receipt of Donation
(Cashicheck and in-kind)
Donation Committes
2mins

Preparation of ack dedgment Receipt of
Donations Received (ARDR) and Deed of
Donation and Acceptance
Donation Committee
§ minutes

v

Donor signs the Acknowledgement Receipt
of Donations Received (ARDR) and Deed of
Donation and Acceptance
Donor
1 minute

L 2
Donation Committee Issues
Ach dedgment Receipt of Donath
Received and Deed of Donation and
Acceptance to the Donor
Donation Committee

g
Donation Comsmittee records the items,
amount, date, ARDR # in the Donation
K
Donation Commillee
3mins
L 2

Signature of Deed of Donation and
endorsement letter
Head Social Worker
LiasorvAA IV
1rninute

¥

Notarization of Deed of Donation and
Acceptance (DDA) to Public Atty's office
Liason/AA-IV
30mins

Type of
Donation

N

Endorsement and furn over to field office Forwardturnover of the donated tems to the
{cash section} for the issuance of OR supply officer for storage
Liason/ AA-IV Supply officer and donation committee
10 minutes S minwtes
¥ L 2
Pravide copy of notarized DDA and OR to Supply officer stores donated tems in the
Donor Via enail store room
tiason AA-IV Supply officer
30 mintutes 10 minutes
inventory of donated items and records to the
stock card
Supply officer
S minutes
v
- Files stock cards in fiing cabinet
Supply Officer
5 minutes
2 4
‘Safekeeping of Donation Files! Preparation and submission of monthly
Documents D F G " Report
Donation chairperson € Donation Commitee and AA -IV
3 minutes 30 minutes
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