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
of Marillac Hills on Donation

DATE : June 26, 2018

This is to share with you the approved BPRA and Process Flow Chart of Marillac Hills 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 at Marillac Hills.

For your information and guidance.

VINCENT ANDR . LEYSON
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DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
KRATIONAL CAPITAL REGION
MARILACHILLS

PROCESS FLOW CHART OF DONATION

Receipt of Donation
{Cazh/check/Service and In-kind}
Donation Committee
2 mins

Preparation of Acknowledgment Receipt of Donaticns
Received {ARDR} and Deed of Donation and
Acceptance (DDA)

Tonation Commiittee

4 mins

i |

Donor signs the Acknowledgment Receipt of Donations
Received {ARDR) and Deed of Donation and
Acceptance DDA

Donor

1 minute

i

onation Committee issues of Acknowledgment
Receipt of Denaticns Received ARDR and Deed of
Donation and Acceptance {DDA)} to the donor
Conation Committee

1 minute

L

Donation Committee Records the items, amount, date,

ARDR # in the Donation Logbock
Donation Committee

3 minutes

L]

Sign

nature of Deed of Donation and Endorsement Letter
Head Sccial Worker
30 seconds
Liason/AA-IV

1

Notarization of Deed of Donation and Acceptance

{DDA) to Public Attorney’s Office
Liason/AA-IV
30 minutes

CASH/CHECK

IN-KIND
TYPE of

Endorsement and Turnover to Field Office

(Cash Section) for the issuance of OR
tiason/AA-IV
10minutes

Donation

1

Provide Copy of Notarized DDA and OR to
Donor via mail
Liason/AA-IV

30 minutes

Forwardfturnover of donated items to
Supply Cfficer for storage
Donation Committee/Supply Officer
5 minutes

i

Supply Officer Stores donated items in the
stock roem
Supply Officer

5 minutes

1

inventory of donated items and records to
the stock card
Supply Otficer

3 minutes

1

Inventory of donated items and records to
the stock card
Supply Officer
3 minutes

¥

Files Stock Cards in Fil
Supply Officer
3 minutes

1g Cabinet

DaonationfReoot

Preparaticn and submission of monthly
ticnfResource Generation Report
Donation Cemmitte

30 minutes

cteleis

ee and AA-V

Safekeeping of Donation Files/Docurments
Chairperson of Donation Committee

1 minute
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