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Mandate:

The Department of Social Welfare and Development (DSWD) is the primary
government agency mandated to develop, implement and coordinate social
protection and poverty-reduction solutions for and with the poor, vulnerable
and disadvantaged.

Vision:

The Department of Social Welfare and Development envisions all Filipinos
free from hunger and poverty, have equal access to opportunities, enabled by
a fair, just, and peaceful society.

Mission:

To lead in the formulation, implementation, and coordination of social welfare
and development policies and programs for and with the poor, vulnerable, and
disadvantaged.

Service Pledge:

We are committed to provide quality, prompt, and courteous service from
Mondays to Fridays, 8:00 A.M. to 5:00 P.M., without noon breaks and thereby
ensure that all applicants or requesting parties who are within the DSWD
premises prior to the end of the official working hours and during lunch break
shall be attended to. In view of this, we shall ensure availability of Officers-in
Charge of our frontline services at all times for consultation and advice.

Furthermore, we shall endeavor to complete transactions within the day and in
the event that we are unable to do so, we shall inform you promptly of our
actions taken so far and clearly explain the reason/s for such delay.

We shall appreciate any positive or negative feedback regarding our services,
facilities, and personnel.

All these we pledge for the best interest of the clients/customers we serve.
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1. National Household Targeting Section

1.1. Walk-in Name Matching Data Request

Provision of data corresponding to the individual/s name matching request — to
determine if a household is in the Listahanan database and its corresponding
poverty status.

National Household Targeting System

Simple

G2C — Government to Citizen

All walk-in clients

1. (1) Vvalid Identification Card/Proof of Identity
2. Walk-in Name Matching Form (1 original)

1.Provided by the Client

2. National

System Office -

Household Targeting

Administrative

e If not valid- The
PDO will inform the
client on the
grounds for the
denial of the request
based on the DSWD
MC 12, s.2017. End
of process.

e If valid — Forward
the request to the

Assistant
"o |ProcESS| | PERSON
CLIENT STEPS AGENCY ACTIONS RESPONSIB
BE NG TIME LE
PAID
1. The | 1. Receive and record the | None |5 minutes | Administrative
Requesting Party | request in the document Assistant [lI
will fill out the |transaction/ tracking
Walk-in Name | system.
Matching Form. | 1.1. Endorse request to the
Project Development
Officer (PDO).
2. Interview the client to | None | 10 minutes Project
evaluate the validity of the Development
request as to its purpose Officer
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Information
Technology Officer
for matching
Note: * In case, the ITO is
on official travel, the client
shall leave his/her contact
details.
3.Process the name | None |5 minutes Information
matching request. Technology
L Officer
e Manual verification
¢ Running of name
matching application
*Note: 1day processing
time if the ITO is on official
travel
4. Review and archive | None | 5 minutes Information
result. Technology
Officer
4.1 Endorse result to the
PDO
5.Receive Name | 5.Present and explain the | None |5 minutes Project
MatChing Result result of name matching Development
and administer the CSMS Officer
form (per CART
Guidelines)
TOTAL: | None 30
minutes

How to send Fill out the feedback form to be provided by the Administrative
feedback Officer and drop it in the designated drop box or email to
nhts.fo8@dswd.gov.ph.
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How feedbacks are | Every end of the week, all forms are compiled and recorded in
processed the feedback log book by the Administrative Officer.

Feedback requiring answers shall be forwarded to the
concerned staff or sections and response shall be forwarded to
the client within 3 days upon receipt of feedback.

For concerns and inquiries, the clients may send an email to
nhtspr.nhts.fo8@dswd.gov.ph

How tofile a Fill out the complaint form to be provided by the Administrative
complaint Officer and shall be forwarded to the designated Complaints
Officer.

Complaints may also be filed via electronic mail at
nhtspr.nhts.fo8@dswd.gov.ph specifying the staff being
complained, incident, and evidence if available.

How complaints The Complaints Officer shall evaluate and discuss the
are processed complaint with the immediate supervisor of the concerned staff.

The Complaints Officer shall investigate and create an incident
report specifying the facts and results of investigation. The
report shall be forwarded to the Director for appropriate action.

Complaints officer shall provide feedback to the client.

Contact Regional Director
Information DSWD Field Office VIII
(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.qgov.ph

1.2. Data Sharing — Name Matching

Provision of data corresponding to the individual/s name matching request — to
determine if a household is in the Listahanan database and its corresponding
poverty status.
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National Household Targeting System

Highly Technical

Government to Government (G2G), Government to Business
(G2B), Government to Citizen

programs.

1.Letter of Request (indicating reasons for
name-matching)

2. Electronic copy of the names to be
matched

3.0riginal Copy of the Resolution of
Governing Board authorizing head of
agency to enter into data sharing MOA with
DSWD (for NGOs, CSOs, Private
Foundations)

4.Designated Data Protection Officer (DPO)
5.Valid Proof of Identities of the agency
head and DPO

All NGAs, GOCCs. NGOs, CSOs, and Private Foundations
for the purpose of utilizing the data for social protection

Provided by the Requesting Party

6.Memorandum of Agreement

7. Certificates: (a.) Certificate of orientation
on

the DPA, (b.) Certification on
Acknowledgement

Receipt of the copy of the law, IRR and

its issuances, (c.) Physical Setup
Certification, and (d.) Organizational,
Technical, and Security Setup Certification

NHTS PDO and ITO

their letter of request | the document
with attached e-copy | transaction/ tracking
of names for name | system.

matching to NHTS.
1.1. Endorse
request for approval
to the Director or
NHTS PPD Chief.

Note: Administrative
Staff will advise the

FEES PERSON

CLIENT STEPS | AGENCY ACTIONS | TO BE | " ROSESSING | pespons)
PAID BLE

1.The Requesting | 1. Receive and | None |5 minutes Administrati
Party will endorse | record the request in ve

Assistant
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requesting party that
they will receive an
email or call after 1
working day on the
approval of their
request and the
expected schedule
of release of the

results.
2.Decide if the | None 2 hours Director/
request is  for PPD Chief

processing or not.

e The Director/
PPD Chief
input
comments
and decisions
and endorse
to the
Operations
Division
Chief/NHTS
PDO

3.Inform the | None | 10 minutes Project
requesting party on Developme
the nt Officer
approval/disapproval
of the data request
based on the DSWD
MC 12, s.2017
e |If approved-
the inspection
meeting will
be scheduled
including
preparation of
documentary
requirements
for
submission.
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o |f
disapproved-
Inform the
requesting
party of the
disapproval
5.Requesting Party | 4. Orient the | None | 2 hours PDO/
will attenq t_he requesting party on NHTS
sqheduled orientation | | ictahanan and Inspection
with the PDO. . . Team
discussion of the
Salient Points of the
Data Privacy Act.
5.1. Hand-over of
the copy of the law,
its IRR and the
issuances of the
NPC
6.Compliance and | 6. Review all | None |2 hours Project
Submission of signed | sypmitted Developme
Memorandum of nt Officer
Agreement and docu_mentary
documentary requirements
requirements to the | including MOA
NHTS submitted by the
requesting party. Information
Technology
6.1. Make a Officer
schedule with the
requesting party on
the inspection
Meeting
7.Requesting  party | 7.Check on the |None |1 day IT
b o e it 2Py of Lo
acili
Inspection Team. second  party  to NHTS
protect the Inspection
Listahanan data Team

e Inspectthe IT
facilities of
the
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requesting
party

e Collection of
documentatio
ns based on
data
requirements

*Note: NHTS
conduct signing of
the certifications of

the inspection

completion and exit

conference

8.Certifications  will | None | 35 minutes Director/

be attached to the RFC

MOA and endorsed

to the Department’s

Data Protection

Officer.

9.Assess the MOA, | None 1 day DSWD

its purpose, and Prggct:%on

attachments. Officer

10. Review and sign | None | 3 days DSWD

the MOA. The Office of

signed MOA will be the
Regional

endorsed to the Director

NHTS for data

processing.

11.The approved | None |1 hour Information

request is endorsed Technology
Officer

to the ITO to assess

if the  attached
electronic copy of
names is in

accordance with the
template required.
e Ifnotin
accordance
with the
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required
template-
inform the
requesting
party for
revision

e Ifin
accordance-
ITO shall
inform the
Administrativ
e staff of the

schedule of
release of the
results
12.Process the | None |20 days | Information
request on a set (maximum Technology
deadline, depending 300,000 Officer
names)
on the volume or
number of names to
be matched.
13.Review result of | None |3 days NHTS
name matching Information
Technology
Officer
14. Secure the data | None |1 hour Information
by adding password Technology
Officer

protection to the file.

14.1. Prepare Data
Release Form
(DRF), draft memo
reply and  burn
results in a compact
disc(CD).

e Other storage
device may
apply as long
asitis
approved by
the IT Head
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and the
storage
device is
provided by
the
requesting

party

14.2. Counter sign in
the DRF.

14.3. Finalize the
memo, attach the
Data Release Form
(DRF) and secure
data then forward it
to the Administrative

unit.
15. Sign the memo/ | None |1 hour Regional
endorsement letter. Director
16. Track and scan | None |5 minutes Administrati
the documents ve
before releasing the Assistant
result to the
requesting Party.
17.Call NHTS/ NHTS | 17. Provide the | None |5 minutes Information
Office password of the file Technology
Officer

to the requesting
party thru phone
upon inquiry. And
administer  CSMS
form per CART
guidelines.

Total: | None |29 days, 2
hours, 10

*with possible extension on the actual minutes

data processing depending on the
volume of data requirements, number of
names required, and the compliance and
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submission of

requirements by the requesting.

the documentary

How to send
feedback

Fill out the feedback form to be provided by the Administrative
Officer and drop it in the designated drop box or email to
nhts.fo8@dswd.gov.ph.

How feedbacks are
processed

Every end of the week, all forms are compiled and recorded in
the feedback log book by the Administrative Officer.

Feedback requiring answers shall be forwarded to the
concerned staff or sections and response shall be forwarded to
the client within 3 days upon receipt of feedback.

For concerns and inquiries, the clients may send an email to
nhtspr.nhts.fo8@dswd.gov.ph

How tofile a
complaint

Fill out the complaint form to be provided by the Administrative
Officer and shall be forwarded to the designated Complaints
Officer.

Complaints may also be filed via electronic mail at
nhtspr.nhts.fo8@dswd.gov.ph specifying the staff being
complained, incident, and evidence if available.

How complaints
are processed

The Complaints Officer shall evaluate and discuss the
complaint with the immediate supervisor of the concerned staff.

The Complaints Officer shall investigate and create an incident
report specifying the facts and results of investigation. The
report shall be forwarded to the Director for appropriate action.

Complaints officer shall provide feedback to the client.

Contact
Information

Regional Director
DSWD Field Office VIII
(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph
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Contact Center ng Bayan
0908-881-6565
email@-contactcenterngbayan.gov.ph

1.3. Data Sharing — List of Data Subjects

Generation of data sets with Personal Information (Pl) and Sensitive Personal
Information (SPI) with a Memorandum of Agreement (MOA).

National Household Targeting System

Highly Technical

Government to Government (G2G), Government to Citizen
(G2C),

All NGAs, GOCCs. NGOs, CSOs, and Private Foundations
for the purpose of utilizing the data for social protection
programs.

1. Letter of Request (indicating reasons for | Provided by the Requesting Party
the request)

2. Original Copy of the Resolution of
Governing Board authorizing head of
agency to enter into data sharing MOA with
DSWD (for NGOs, CSOs, Private
Foundations)

3. Electronic copy of the Data Requirements
4. Designated Data Protection Officer (DPO)
5. Valid Proof of Identities of the agency
head and DPO

6. Memorandum of Agreement NHTS PDO and ITO
7. Certificates: (a.) Certificate of orientation

on

the DPA, (b.) Certification on

Acknowledgement

Receipt of the copy of the law, IRR and

its issuances, (c.) Physical Setup
Certification, and (d.) Organizational,
Technical, and Security Setup Certification

FEES PERSON
ENL AGENCY ACTIONS | TO BE | PROSESSING | pespons)
PAID BLE
1.Endorse the | 1. Receive and record the | None |5 minutes Administrati
letter of | request in the document ve
request  with | transaction/ tracking Assistant
attached e- | system.
copy of the
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data 1.1. Advise the requesting
requirements party that they will receive
to NHTS. an email or call after 1

working day on the
approval of their request
and the expected schedule
of release of the results.

1.2. Forward the request to
the Director for approval.

2. Input comments and | None |4 hours Director/

decide if the request is for NHTS

processing or not then %?ggpoa:l

endorse it to the NHTS

Policy and Plans Division

Chief.

3.lnput comments and | None | 10 minutes NHTS PPD

endorse it to the Project Chief

Development Officer.

4.Inform the client on the | None | 30 minutes Project

approval or disapproval of Develqpme
nt Officer

the data request base on
the DSWD MC 12, s. 2017.

e |If approved- the
orientation will be
scheduled including
preparation of
documentary
requirements for
submission.

e If Disapproved-
Inform the
requesting party of
the disapproval.
End of process.
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5.Requesting | 5. Orient the requesting | None |2 hours NHTS
Party Will | party on Listahanan, Data Inspection
attend the Privacy Act, data sharing Team
scheduled . .
orientation with | Policy and requirements.
the NHTS
Inspection
Team.
6. Compliance | 6. Review all documentary | None | 2 hours NHTS
and requirements including Listahanan
Subm|SS|on of MOA submitted by the Inspection
signed ) Team
Memorandum | reduesting party.
of Agreement
and NHTS
documentary | g 1 Make a schedule with Listahanan
[gqlilr:im?\ﬂfﬁ.s j[he reqyesting party on the In?pee;rﬂon
for review on | inspection meeting
completeness
7.Requesting 7.Inspection of IT facilities | None |1 day IT
party Will'| of the requesting party and Inspection
present their IT issuance of Certifications Team
facilities to the .
NHTS (Physical Setup
Inspection Certification and
Team. Organizational, Technical
and Security Setup
Certification)
8.Certifications  will be | None |2 hours Director/
attached to the MOA and RFC
endorsed by the Director to
the Department's Data
Protection Officer.
9. Assess the MOA, its | None |1 day DSWD
purpose, and attachments. Data
Once approved, the DPO PI’CC))%?CUOI’]
will endorse the MOA for et
the Department
Secretary’s signature.
10. Review and sign the | None | 3 days Regional
Director

MOA. The signed MOA will
be endorsed to the NHTS
for data processing.
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11. Process the request. None |3 days Information
Technology
Officer
12. Review result of the | None 1 day NHTS
data generation Information
Technology
Officer
13. Secure the data by | None |1 day Information
adding password Technology
protection to the file. Officer
13.1. Prepare Data
Release Form (DRF), draft
memo reply and burn
results in a compact disc
(CD).
e Other storage
device may apply as
long as it is
approved by the IT
Head and the
storage device is
provided by the
requesting party
13.2. Counter sign in the
DRF.
13.3. Finalize the memo,
attach the Data Release
Form (DRF) and secure
data then forward it to the
Administrative unit.
14. Track and scan the | None |5 minutes Administrati
documents before ve
releasing the result to the Assistant
requesting Party.
15. Call | 15.Provide the password | None |5 minutes Information
NHTO/NHTS | of the file to the requesting Technology
for retrieval of Officer

password upon
receipt of the
result.

party thru phone upon
inquiry. And administer the
CSMS form per CART
guidelines.
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*with possible extension on the actual
data processing depending on the
volume of data requirements, number of
names required, and the compliance and

submission of

requirements by the requesting.

Total: | None 11 days, 2
hours, 55

minutes

the documentary

None
How to send Fill out the feedback form to be provided by the Administrative
feedback Officer and drop it in the designated drop box or email to

nhts.fo8@dswd.gov.ph.

How feedbacks are
processed

Every end of the week, all forms are compiled and recorded in
the feedback log book by the Administrative Officer.

Feedback requiring answers shall be forwarded to the
concerned staff or sections and response shall be forwarded to
the client within 3 days upon receipt of feedback.

For concerns and inquiries, the clients may send an email to
nhtspr.nhts.fo8@dswd.gov.ph

How tofile a
complaint

Fill out the complaint form to be provided by the Administrative
Officer and shall be forwarded to the designated Complaints
Officer.

Complaints may also be filed via electronic mail at
nhtspr.nhts.fo8@dswd.gov.ph specifying the staff being
complained, incident, and evidence if available.

How complaints
are processed

The Complaints Officer shall evaluate and discuss the
complaint with the immediate supervisor of the concerned staff.

The Complaints Officer shall investigate and create an incident
report specifying the facts and results of investigation. The
report shall be forwarded to the Director for appropriate action.

Complaints officer shall provide feedback to the client.

Contact
Information

Regional Director
DSWD Field Office VIII
(053) 321-3322
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ARTA
8-478-5093

complaints@arta.gov.ph

Presidential Complaint Center (PCC)

8888

pcc@malacanang.gov.ph

Contact Center ng Bayan

0908-881-6565

email@contactcenterngbayan.gov.ph

1.4. Data Sharing — Statistics/Raw Data Request

Generation of source data, unprocessed anonymized data or numerical

processed data as requested by the client.

National Household Targeting System
Complex
Government to Government (G2G), Government to Citizen
(G2C), Government to Business (G2B)
All
1.Letter of Request (specify purpose and
data requested)
FEES PERSON
CLIENT STEPS i ToBE | "ROCESSING | RESPONS
PAID IBLE
1.The requesting | 1. Receive and | None 10 minutes Administrat
party (NGAs, CSOs / | record the request i\_/e
NGOs, LGUs, | in the document Assistant
academe etc.) sends | transaction/
a communication | tracking system.
letter addressed to
the Regional Director | 1.1. Forward the
for  request  of |request to the
statistical data/ raw | Director/ NHTS
data generated from | PPD Chief.
Listahanan.
2. Review, input | None 5 hours Director/
comments  and NHTS PPD
approval in the Chief
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request based on
MC 12, s. 2017
then endorse to
the NHTS RFC.

3. Review the | None 5 hours NI—!TS

request, if the Rtlezgl?gal
. ie

request is: Coordinato

a. Notclear—In
case of vague
data request, will
coordinate with
the data users to
clarify the data
requirements. He/
She shall provide
recommendations
on other possible
data that can be
requested if the
requested data is
not available in the
Listahanan

database.

r

b. Clear -
Endorse request
to the Associates
Statisticians for
data generation.

4. Generate the | None 1 day Associate
requested  data Statistician
from the

Listahanan

database. The

generated

statistical/ raw

data can be in
excel or in any
format available.

4.1. Draft reply

Page 25 of 553



% DSWD

Department of Social Welfare and Development

letter/
memorandum

4.2. Submit to the

NHTS RFC

5. Review | None 5 hours NHTS RFC
generated

statistical/ raw

data. If the

statistical/ raw

data. If the
statistical/raw data
is:

a. Not accurate
— Return the

generated

statistical/ raw

data will be to the

Associate

Statisticians for

revisions.

b. Accurate —

Submit the

generated

statistical/ raw

data to the PPD

Chief.

6. Review | None 5 hours NHTS PPD
facilitated data, Chief
countersign reply

letter/

memorandum and
endorse to the
Regional Director
for approval and

release.

7. Further review | None 5 hours Regional
the facilitated data Director
request for

approval to

release. If the
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generated
statistics/ raw data
is:

a. Not accurate
and acceptable —
Return the
facilitated data
request to the
Statistics  section
for revisions.

b. Accurate and
acceptable — Sign
the reply letter/
memorandum.

The facilitated
data request will
be approved for

release.
8.Receive the data |8. Facilitate the 10 minutes Administrat
requested release of the ive
approved data Assistant
request to the
requesting party.
e Administer
the CSMS Associate
form per Statistician
CART S
guidelines.
Total: | None 4 days, 1 hour,

20 minutes

How to send
feedback

Fill out the feedback form to be provided by the Administrative
Officer and drop it in the designated drop box or email to
nhts.fo8@dswd.gov.ph.
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How feedbacks are | Every end of the week, all forms are compiled and recorded in
processed the feedback log book by the Administrative Officer.

Feedback requiring answers shall be forwarded to the
concerned staff or sections and response shall be forwarded to
the client within 3 days upon receipt of feedback.

For concerns and inquiries, the clients may send an email to
nhtspr.nhts.fo8@dswd.gov.ph

How tofile a Fill out the complaint form to be provided by the Administrative
complaint Officer and shall be forwarded to the designated Complaints
Officer.

Complaints may also be filed via electronic mail at
nhtspr.nhts.fo8@dswd.gov.ph specifying the staff being
complained, incident, and evidence if available.

How complaints The Complaints Officer shall evaluate and discuss the
are processed complaint with the immediate supervisor of the concerned staff.

The Complaints Officer shall investigate and create an incident
report specifying the facts and results of investigation. The
report shall be forwarded to the Director for appropriate action.

Complaints officer shall provide feedback to the client.
Contact Regional Director

Information DSWD Field Office VIII

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.gov.ph

2. Policy Development and Planning Section

2.1. Approval for the conduct of research studies in DSWD
offices, Centers, and Institutions
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Approval is issued to internal and external researchers who intend to conduct
research studies related to or involving the Department. The processing of
requests to conduct research studies in DSWD Offices, Centers, and Institutions
particularly applies to researchers who wish to acquire primary data through
first-hand investigation, e.g., face-to-face interviews, survey questionnaires,
focused group discussions, case study among others from the DSWD including
clients/beneficiaries currently at its Centers/Institutions, and on-going DSWD
programs, projects, and services wherein their main subject of research study
involves DSWD as an organization. Request to conduct such activities need to
undergo research protocol. Researches with target respondents involving one
(1) region shall seek the approval of the corresponding Regional Director.
Research requests must be submitted to the Regional Director at least one (1)
month before the projected start of data gathering activity

On the other hand, research requests for the following need not go through the
protocol and may be approved and provided by submitting a letter of request
addressed to the head of the concerned office, bureau, service or unit:

e Observations and/or photo/video/audio shoots at DSWD premises, except
those involving DSWD'’s clients or beneficiaries. If a photo, audio or video
of a client or beneficiary is essential for the study, the researcher shall
secure the consent of the Center Head/Client/Beneficiary.

e Briefing/interview/orientation sessions with key focal persons in the
Central Office on general information about DSWD programs, policies,
and projects. The Department however, discourages requests for “practice
interviews” of DSWD personnel for the sole purpose of student's
acquisition of interview skills, in consideration of the valuable time taken
away from the personnel when accommodating student researchers.

e Conduct of surveys with DSWD employees about subject matters that do
not directly concern the Department or not related to the Department’'s
program operations.

e Studies conducted by consultants/researchers under the Technical
Assistance Facility (TAF) grant portfolio. The researchers, however, shall
adhere to the policies in undertaking research and evaluation studies as
stipulated in the Guidelines for the Conduct of Research and Evaluation in
the DSWD.

Policy and Plans Division (PPD) / Policy Development
and Planning Section (PDPS)

Highly Technical

G2C - Government to Citizen

G2G - Government to Government

Internal researchers (e.g., DSWD personnel researching
to pursue higher academic education) and external
researchers (e.g., students, academe, other government
agencies including members of other branches of
government, local and international organizations or
research  institutions, and other independent
researchers) who intend to conduct research studies
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_ related to or involving the Department.

If request shall
Research Protocol:
1. Request letter
If the request
Research Protocol:
1. Request letter

2.
3. Research Brief
4.

Research Request Form

Research Instruments

not undergo
Researcher
shall undergo
Researcher
PDPS
PDPS
Researcher

1. Submit | 1.
the

1.1.
request
letter
and/or
the
researc
h
request
docum

ents 1.2.

Receive request

1.3.

Receive the request None
letter addressed to the
Regional Director
and/or the research
request documents
and encode the
details in the office’s
tracking system for
incoming documents
Furnish researcher
with a receiving copy
of the request letter. If
the request is
received through
email, reply and
acknowledge receipt.
Endorse to the PPD or
PDPS Head for
assignment and
further instructions (if
any) to the concerned
technical staff

Administrative/
Records
Management
Section/ Technical
staff

Office of the
Regional Director/
PPD/PDPS

4 hours

1.4.

1.5.

Review the request None
and assign to
available technical
staff

Review the request as
to area/region of
coverage (refer to MC
10, s. 2019 Section
VII. Item No. 4) to
ensure that it is sent
to the correct office.

Otherwise, endorse to

None
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the correct office.

1.6. Assess the research None | 4 hours | Technical Staff
request if the request PDPS/PDPS Head
shall undergo
research protocol (i.e.,
approval of the
Regional Director)
using the Checklist for
Reviewing Research
and SWD Data

Requests
1.6.1. Forrequests None 2-4 Technical Staff
that need not go days | PDPS/PDPS Head

through the
protocol, endorse
researcher to the
concerned DSWD
Field Office -
Offices/ Divisions/
Sections/Units
(ODSUSs) using
the Endorsement
of Research and
SWD Data
Request Form
(either hard copy
or soft copy via
email) then
request the
researcher to fill
up the Client
Satisfaction
Measurement
Survey (either
online (insert the
Google Form
Link)or paper-
based) and
proceed to step 3.

1.6.2. For requests None 2 days | Technical Staff
that need to go PDPS/PDPS Head
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through the
protocol, review
submitted
documents as to
completeness
1.6.3. If documents
are complete,
proceed to step 2.
Otherwise, assist
the researcher in
the completion of
documentary
requirements and
provide orientation
on the research

protocol.
2. Submit | 2. Review of research None 7 days | Technical Staff
complet request with concerned PDPS
e ODSUs
docum 2.1. Communicate the Concerned DSWD
en-tary research request to FO-ODSUs
require- the concerned
ments ODSUs. Review and
(Reque assess the submitted
st letter, documents in
Accomp consultation with the
-lished concerned ODSUs
Resear
ch
Reques
t Form,
Resear
ch Brief,
and
researc
h instru-
ments)
2.2.Receive the None 2 days | Technical Staff
comments/inputs and PDPS
recommendations

from other offices.
These shall be the
basis for decision to
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approve/ disapprove
the request.

2.3.To recommend None 1day | Technical Staff
Approval? and Division Chief

2.3.1. Yes - Prepare a PDPS/PPD

recommendation
for approval using
the Outline
Memorandum of
Recommendation
on the Research
Request for
review and initial
of the Division
Chief. This shall
include the
consolidated
recommendations
from the
concerned
ODSUs.

2.3.2. No -
Communicate
decision to the
researcher and
inform them of
relevant revisions
that are needed to
be made. Two (2)
days will be given
to the researcher
to officially
respond, through
a letter, if they will
continue or
terminate their
request. If
pursuing request,
ask the
researcher to re-
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submit the revised
request based on
DSWD’s
comments, then
go back to step 2.
Otherwise,
request the
researcher to fill
up the Client
Satisfaction
Measurement
Survey (either
online or paper-

based) and
proceed to step 3.
1.1.Regional Director to None 1 day | Regional Director

approve/disapprove Field Office
request based on
recommendations
To approve? Technical Staff
1.1.1. Yes - Inform PDPS

researcher and
endorse to the
concerned
ODSUs.
Coordinate with
the concerned
office where the
research request
was endorsed and
assist the
researcher in
matters in matters
related to the
conduct of data-
gathering
activities, then
request the
researcher to fill
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up the Client
Satisfaction
Measurement
Survey (either
online of paper-

based) and
proceed to step 3.

3. Accom | 2. Receive the accomplished | None 15 Technical/
p-lish Client Satisfaction minutes | Administrative
the Measurement Survey Staff
Client (either online of paper- PDPS
Satisfa based)
c-tion
Measur
e-ment
Survey

Total None 6 days
and 15
minute
sor 15

days

and 15

minute
Sl

1 The former, if the request would undergo the research protocol, or the latter, if the request would not undergo
the research protocol
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How to send | Researchers/Data users are requested to accomplish the
feedback Client Satisfaction Measurement Survey to be provided by
PDPS to monitor the implementation of the research protocol.
The feedback form shall be accomplished after the processing
of the request.

How feedbacks are | Feedbacks are monitored and consolidated by the assigned
processed PDPS Technical Staff. Responses are analyzed and will form
part of the Client Satisfaction Measurement Report. The
recommendations from the data users are considered to
improve service delivery.

How to file a | Feedback/remarks, including complaints, may be indicated in
complaint the Client Satisfaction Measurement Survey and will be
coursed through the assigned technical staff's email for
appropriate response/action.

In case of an appeal, the researcher may file a written appeal
within 10 working days from receipt of the notice of

disapproval.
How complaints | PDPS Technical Staff to receive the appeal and endorse
are processed recommendation with the PPD/PDPS Head’s initials to the

Regional Director. An official response letter will be
communicated to the researcher/data user informing of the
decision.

Contact Information | Regional Director

DSWD Field Office VIII

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.gov.ph

2.2. Obtaining Social Welfare and Development (SWD) Data
and Information

The SWD data and information is provided to internal and external researchers
who are requesting current and secondary SWD data and statistics from the
Department. Requests for SWD data and information need not go through the
protocol and may be approved and provided by submitting a letter of request
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addressed to the head of the concerned office, bureau, service, or unit.
Secondary SWD data refers to data that has already been consolidated and/or
published by DSWD and readily available as a public document.

Policy and Plans Division (PPD) / Policy Development
and Planning Section (PDPS)

Simple

G2C - Government to Citizen

G2G - Government to Government

DSWD personnel conducting research for the purpose
of pursuing higher academic education and external
researchers such as students, academe, other
government agencies including members of other
branches of government, local and international
organizations or research institutions and other
independent researchers who are requesting current
and secondary SWD data and statistics from the
Department.

WHERE TO SECURE

Researcher

Request letter

1. Submit . Receive and 15 Administrative

the acknowledge request minutes | Staff
required for SWD data Office of the
document 1.1.Receive the request Regional
(request letter then request Director/PPD/
letter) the researcher to PDPS

login into the

Researcher’s

Logbook and

provide the

researcher with
receiving copy of
request, if walk-in
client or print out
the request letter
and acknowledge
receipt, if request is
received via email

1.2.Check the
completeness of
information in the
request (i.e.,
specific data,
scope, coverage,
and year)
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Endorse the
request to the
concerned
ODSU using
the
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1.3.Encode the details None | 5 minutes | Administra-tive
in the office’s Staff
tracking system for Office of the
incoming Regional
documents Director/PPD/
PDPS
1.4.Endorse to the PPD | None | 5 minutes | Administra-tive
or PDPS Head for Staff
assignment and Office of the
further instructions Regional
(if any) to the Director/PPD/
concerned technical PDPS
staff
1.5. Assign data request | None | 5 minutes | Division/ Section
to concerned Head
technical staff PDPS/PPD
1.6. Assess the data None 10 Technical Staff
request if the minutes | PDPS
data/information are
available within the
office
Data available
within DSWD?
1.6.1. Yes, within None Single Technical Staff
PDPS - data: 1-3 | PDPS
Prepare the hours
requested data/
information Multiple
then proceed to data: 1
step 1.7 day
1.6.2. Yes, within None 30 Technical Staff
other ODSUs - minutes | PDPS
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Endorsement of
Research and

SWD Data
Request Form
then request
the researcher
to fill up the
Client
Satisfaction
Measurement
Survey (either
online or paper-
based) and
proceed to step
2.

1.6.3. No -
Inform the
researcher  of
other sources
of data then
request the
researcher to fill
up the Client
Satisfaction
Measurement
Survey (either
online or paper-

based) and
proceed to step
2.
1.7.Prepare response None 30 Technical Staff
letter with the minutes | PDPS

requested data for
submission to the
Division/Section
Chief for review,
approval, and initial

1.8.Review, approve, None 20 Division/ Section
and endorse minutes | Chief
response letter with PPD/PDPS

the requested data
to the Regional
Director for
approval and
signature
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1.9. Approve and sign None | 4 hours | Regional
the response letter Director
with the requested Field Office
data

1.10. Send the None 30 Administra-tive/
signed/approved minutes | Technical Staff
response letter with PPD/PDPS

the requested data
to the researcher
then request the
data user to fill up
the Client
Satisfaction
Measurement
Survey (either
online or paper-
based) and proceed

to step 2.

2. Accomplis | 2. Receive the None 10 Administra-tive/
h the accomplished Client minutes | Technical Staff
Client Satisfaction PDPS
Satisfactio Measurement Survey
n (either online or paper-

Measure- based)

ment

Survey

Total None 1day, 1
hour, 10
minutes
or 1 day,
6 hours,
40

minutes?

2 The former, if the request is for single data, or the latter, if request is for multiple data
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How to send | Researchers/Data users are requested to accomplish the
feedback Client Satisfaction Measurement Survey to be provided by
PDPS to monitor the implementation of the research protocol.
The feedback form shall be accomplished after the processing
of the request.

How feedbacks are | Feedbacks are monitored and consolidated by the assigned
processed PDPS Technical Staff. Responses are analyzed and will form
part of the Client Satisfaction Measurement Report. The
recommendations from the data users are considered to
improve service delivery.

How to file a | Feedback/remarks, including complaints, may be indicated in
complaint the Client Satisfaction Measurement Survey and will be
coursed through the assigned technical staff's email for
appropriate response/action.

In case of an appeal, the researcher may file a written appeal
within 10 working days from receipt of the notice of

disapproval.
How complaints | PDPS Technical Staff to receive the appeal and endorse
are processed recommendation with the PPD/PDPS Head’s initials to the

Regional Director. An official response letter will be
communicated to the researcher/data user informing of the
decision.

Contact Information | Regional Director

DSWD Field Office VIII

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.qgov.ph
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3. Standards Section

3.1. Issuance of National Solicitation Permit/Certificate
Authority to Conduct Fund Raising Campaign to Person,
Corporation, Organization or Association in Normal
Situation

The process of assessing the applicant person/individual, corporation,
organization or association eligibility to conduct fund raising campaign.

Standards Section — DSWD Field Office
Standards Compliance and Monitoring Division (SCMD)

Highly Technical

e Government to Client (G2C)
e Government to Government (G2G)

All eligible person/individual, groups whether organized or
unorganized, Corporations whether profit or non-profit,
Organizations or Agencies, Associations including Civil
Society Organizations (CSOs), Registered, Licensed and/or
Accredited SWDAs including Social Welfare Arms of religious
Organizations desiring to solicit funds for charitable and public
welfare purposes in more than one (1) region.

A. For Individuals, Corporation, Organization or Association desiring to solicit
funds for charitable and public welfare purposes

1. Duly Accomplished Application Form e DSWD Central Office - Standards
Bureau (SB)

IBP Road, Constitution Hills, Batasan
Pambansa Complex, Quezon City

e Any DSWD Field Office - Standards
Section (Regions I, 11, I, IV-A, V, VI,
VII, VIII, 1X, X, XI, XIl, CAR, Caraga,
MIMAROPA & NCR)

e https://www.dswd.gov.ph/issuances/
M Cs/MC 2021-005.pdf
Annex 2. DSWD-SB- PSF-
001:
Application Form
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2. Certified True Copy (CTC) of Certificate
of Registration which has jurisdiction to
regulate the endorsing SWDA, and Articles
of Incorporation and By-Laws, if new
application

*Not applicable to Government Agencies
and SWDAs with Valid RLA

Securities Exchange Commission
(SEC) - Company Registration and
Monitoring Department Secretariat
Building, PICC Complex, Roxas
Boulevard, Pasay City, 1307

Any SEC Extension Office (Baguio
City, Tarlac City, Legazpi City, Cebu
City, lloilo City, Cagayan De Oro City,
Davao City, Zamboanga City)

3. Updated Certificate of Good Standing, or
Updated Certificate of Corporate
Filing/Accomplished General Information
Sheet (GIS) from SEC or any government
regulatory agencies that has jurisdiction to
regulate the applicant organization or
agency.

*Not applicable to Government Agencies
and SWDAs with Valid RLA.

e Securities Exchange Commission

e Any SEC Extension Office (Baguio

(SEC) Company Registration and
Monitoring Department Secretariat
Building, PICC Complex, Roxas
Boulevard, Pasay City, 1307

City, Tarlac City, Legazpi City, Cebu
City, lloilo City, Cagayan De Oro City,
Davao City, Zamboanga City)

4. Project Proposal on the intended public
solicitation approved by the Head of
Agency including the work and financial
plan (WFP) of the intended activity
indicating details of

the methodology to be used.

o https://www.dswd.gov.ph/issuances/
M Cs/MC 2021-005.pdf

Annex 5 - DSWD-SB-PSF-003: Project
Proposal

Page 43 of 553


https://www.dswd.gov.ph/issuances/MCs/MC_2021-005.pdf
https://www.dswd.gov.ph/issuances/MCs/MC_2021-005.pdf
https://www.dswd.gov.ph/issuances/MCs/MC_2021-005.pdf

% DSWD

Department of Social Welfare and Development

5. Updated Profile of the Governing Board
or its equivalent in the corporation, certified
by the Corporate Secretary or any
equivalent officer.

*Not applicable to Government Agencies
and SWDAs with Valid RLA.

e https://www.dswd.gov.ph/issuances/
M Cs/MC 2021-005.pdf

Annex 6: DSWD-SB-PSF-004: Profile of
Governing  Board

6. Notarized Written Agreement or any
similar document signifying the intended
beneficiary/ ies concurrence as recipient of
the fundraising activities.

For children beneficiaries, only the parent/s
of the child/children or maternal/paternal
relative/s may sign the document in behalf
of

the child.

e From the applicant signed by the
intended beneficiary/recipients or its
head/authorized representative

7. Endorsement or Certification from
Licensed and Accredited SWDA allowing
an individual to solicit funds under their
name or responsibility.

e From the Licensed and Accredited
SWDA that allowed the applicant to
solicit funds under their name or
responsibility
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8. Endorsement or Certification from any
but not limited to the following
agencies that allow/s applicant to
undertake solicitation activities in their
agency’s jurisdiction, as applicable:

8.1. Director of Private Schools

8.2. Schools Superintendent of
Public School

8.3. Head or authorized
representative of National
Government Agencies (NGAS)

8.4. Head or authorized
representative of Local
Government Unit (LGU)

8.5. Bishop/Parish Priest/Minister or
Head of Sect or Denomination

8.6 Others

from the agency that allows applicant
to undertake solicitation activities in
their jurisdiction

9. Medical Certificate/Abstract
and/or

Treatment Protocol certified by the

attending physician or by an Hospital

Records Section

From the attending physician
or Hospital Records Section

10. Duly signed Social Case Study Report
and endorsement from the Local Social
Welfare and Development Office (LSWDO)

From the Local Social Welfare and
Development Officer who has
jurisdiction on the area of the
applicant
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11. Signed Memorandum of Agreement e From the concerned DSWD Office
(MOA) between the DSWD and the and/or the C/MSWDO of the
C/MSWDO of the concerned LGU stating concerned LGU

therein their commitment to monitor the
applicant’s solicitation activities and to
submit post- reportorial requirements to the

issuing DSWD

Office.

12. Approved and notarized board e https://www.dswd.gov.ph/issuances/

resolution or other written authorization for M Cs/MC 2021-005.pdf

the solicitation activity which shall ensure

strict compliance to the standard ratio of Annex 10 - DSWD-SB-PSF-008: Board

funds utilization (Annex 20) or Pledge of Resolution

Commitment for Individuals (Annex 11) Annex 11 ) DSWD-SB-PSE-
009:

Pledge of Commitment

13. Fund Utilization Report (Annex e https://www.dswd.gov.ph/issuances/
12)  of proceeds and expenditures M Cs/MC_2021-005.pdf

Annex 12 - DSWD-SB-PSF-010: Fund
Utilization Report
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14. Official Receipt as proof of payment of
processing fee issued by the concerned
DSWD CO-FO Finance Management
Service./Unit (FMS/U)

From the Applicant as issued by the
concerned Field Office

15. Certification from the Barangay, City or
Municipality from where the applicant
Person, Corporation, Organization or
Association is based, is not in any way
connected, engaged or involved in any
activity/action against the government per
Anti-Terrorism Act of 2020.

Concerned LGU where the applicant
is based.
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How  to  send| . concermed citizen/concerned agencies send letter/email to the
feedback concerned Field Office (FO)

DSWD - Field Officesend memo/email to Standards Bureau

How feedbacks are

processed o FO send reply to the concerned citizen/ agencies within three

(3) days upon receipt of the feedback

Standards Bureau shall send reply letter/memo to the
concerned Field Office/concerned citizen within three (3) days
upon receipt of the feedback

How to file a|Complaints can be filed thru sending a letter or email to
complaint concerned DSWD FO or SB. The name of person being
complained and the circumstances of the complaint should
be included in the information.

How complaints

e The concerned Office will conduct a case
are processed

conference/meeting to discuss the issue/concern. If
necessary, to set a meeting with the complainant and discuss
the concern.

e Internal investigation shall be conducted, then provide
recommendation and officially send reply
letter/memo to the concerned citizen/agencies/FO.

The timelines on the processing of complaints/grievances shall
be according to the DSWD Grievance Mechanism Guidelines.
Contact Information | Regional Director

DSWD Field Office VIII

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.gov.ph
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3.2. lIssuance of Regional Temporary Solicitation
Permit/Certificate Authority to Conduct Fund Raising
Campaign to Person, Corporation, Organization or
Association During State of Emergency/Calamity

The process of assessing the applicant person, groups, corporation,
organization or association’s eligibility for Solicitation Permit to conduct
Regional Fund Raising Campaign during State of Emergency/Calamity

Standards Section — DSWD Field Office

Complex Transaction

Government to Client (G2C)

Person/s, group/s, corporations whether profit or
non-profit, organizations or associations desiring to
solicit or receive contributions for charitable, social
and public welfare purposes

A. For Person/s desiring to solicit or receive contributions for response to
victims of state of emergency/calamity

1. One (1) Duly Accomplished e Standards Section (SS) of the

Application Form signed by the concerned DSWD Field Office
Agency Head or his/her authorized
representative e  https://www.dswd.gov.ph/dow

nloads-forms- downloads-
public solicitation forms/ or;

https://www.dswd.gov.ph/issuances/M
Cs/MC 2021- 005.pdf

Annex 1 - DSWD-SB-PSF-001:
Application Form

2. Project Proposal including the Work e https://www.dswd.gov.ph/dow
and Financial Plan (WFP) for the nloads-forms- downloads-
intended public solicitation, approved public solicitation forms/ or:

by the Head of Agency
https://www.dswd.gov.ph/issuances/M
Cs/MC 2021- 005.pdf

Annex 5 - DSWD-SB-PSF-003: Project
Proposal
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3. Undertaking to comply with the
remaining requirements during the
validity of the issued solicitation
permit

https://www.dswd.gov.ph/dow
nloads-forms- downloads-
public solicitation forms/ or;

https://www.dswd.gov.ph/issuances/M
Cs/MC 2021- 005.pdf

Annex 7 - DSWD-SB-PSF-006:
Undertaking

4. Fund Utilization Report for those
applying for renewal of their
solicitation permit (Annex 12).

https://www.dswd.gov.ph/dow
nloads-forms- downloads-
public solicitation forms/ or;

https://www.dswd.gov.ph/issuances/M
Cs/MC 2021- 005.pdf

Annex 12 - DSWD-SB-PSF-011:
Fund Utilization Report

5. Additional
Persons

Requirements  for

a. Two valid government issued
Identification Cards

b. Barangay Certification attesting
to the applicants integrity and
capability to launch a fund
raising activity

Applicant

6. Official Receipt as proof of payment
of processing fee issued by the
concerned DSWD CO-FO Finance
Management Unit (FMU) Applicant

Applicant

7. Certification from the Barangay, City
or Municipality from where the
applicant Person, Corporation,
Organization or Assaociation is
based, is not in any way connected,
engaged or involved in any
activity/action against the
government per Anti-Terrorism Act
of 2020.

Concerned LGU where the applicant is
based.

B. For Person/s representing an unorganized/unregistered group
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1. One (1) Duly Accomplished
Application Form signed by the
applicant person or head of agency
or his/her authorized representative

e Standards Section (SS) of the

concerned DSWD Field Office

e  https://www.dswd.gov.ph/dow

nloads-forms- downloads-
public solicitation forms/ or;

https://www.dswd.gov.ph/issuances/M
Cs/MC 2021- 005.pdf

Annex 2 - DSWD-SB-PSF-001:
Application Form

2. Project Proposal including the Work
and Financial Plan (WFP) for the
intended public solicitation, approved
by the Head of Agency

e https://www.dswd.gov.ph/dow

nloads-forms- downloads-
public solicitation forms/ or;

https://www.dswd.gov.ph/issuances/M
Cs/MC 2021- 005.pdf

Annex 5 - DSWD-SB-PSF-003: Project
Proposal

3. Undertaking to comply with the
remaining requirements during the
validity of the issued solicitation

e https://www.dswd.gov.ph/dow
nloads-forms- downloads-
public solicitation forms/ or;

permit
https://www.dswd.gov.ph/issuances/M
Cs/MC _2021- 005.pdf
Annex 7 - DSWD-SB-PSF-006:
Undertaking
4. Additional Requirements for e Applicant
Persons representing an
informal/unorganized group
a. Two valid government issued
Identification Cards
b. Barangay Certification attesting
to the applicant’s integrity and
capability to launch a fund
raising activity
c. Endorsement Letter from the
group the person is representing
with
5. Official Receipt as proof of payment ¢ Applicant

of processing fee issued by the
concerned DSWD CO-FO Finance
Management Unit (FMU)
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6. Fund Utilization Report for those * https://www.dswd.gov.ph/dow
applying for renewal of their nloads-forms- downloads-
solicitation permit (Annex 12). public solicitation forms/ or;

https://www.dswd.gov.ph/issuanc
es/MCs/MC 2021- 005.pdf

Annex 12 - DSWD-SB-PSF-010:
Fund Utilization Report

7. Certification from the Barangay, City e Concerned LGU where the applicant is
or Municipality from where the based.
applicant  Person, Corporation,
Organization or Association is
based, is not in any way connected,
engaged or involved in any

activity/action against the
government per Anti-Terrorism Act
of 2020.

C. For Corporations, Organizations or Associations including SWDAs and
Religious Organizations

1. One (1) Duly Accomplished Application e Standards Section (SS) of the

Form signed by the Agency Head or concerned DSWD Field Office
his/her authorized representative

e  https://www.dswd.gov.ph/dow
nloads-forms- downloads-
public solicitation forms/ or;

https://www.dswd.gov.ph/issuances/M
Cs/MC 2021- 005.pdf

2. Project Proposal including the Work e https://www.dswd.gov.ph/dow
and Financial Plan (WFP) for the nloads-forms- downloads-
intended public solicitation, approved public solicitation forms/ or:
by the Head of Agency https://www.dswd.gov.ph/issuances/M

Cs/MC _2021- 005.pdf
Annex 5 - DSWD-SB-PSF-003: Project

Proposal
3. Undertaking to comply with the e https://www.dswd.gov.ph/dow
remaining requirements during the nloads-forms- downloads-
validity of the issued solicitation public solicitation forms/ or;
permit https://www.dswd.gov.ph/issuances/M

Cs/MC_2021- 005.pdf
Annex 7 - DSWD-SB-PSF-006:
Undertaking
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4. Fund Utilization Report of proceeds e https://www.dswd.gov.ph/dow
and expenditures. nloads-forms- downloads-
public solicitation forms/ or;

https://www.dswd.gov.ph/issuances/M
Cs/MC 2021- 005.pdf

Annex 12 - DSWD-SB-PSF-010: Fund
Utilization Report

5. Official Receipt as proof of payment of e Applicant
processing fee issued by the
concerned DSWD CO-FO Finance
Management Service/Unit (FMS/U)

6. Sample of additional specific e Applicant
requirements for each methodology
to be used, such as;:

a. Ticket, Ballots, Cards and similar
forms

b. Donation Boxes, Coin Banks and
other similar forms

c. Benefits show such as fashion
show, concert and similar activities
d. Photo or Painting Exhibits and
similar activities

e. Written request such as envelops,
letters of appeal, greeting cards and
similar forms

f. Text message, e-mail, online post
and other types of solicitation using
electronic devices

g. Mass media campaign through
radio, television, cinema,
magazines, newspapers, billboards
and other similar forms

h. Sport activities for a cause such
as fun run, marathon, cycling and
similar activities

i. Rummage sale, garage sale, sale
of goods and other similar forms

7. Certification from the Barangay, City or e Concerned LGU where the applicant is
Municipality  from  where the based.
applicant  Person,  Corporation,
Organization or Association is
based, is not in any way connected,
engaged or involved in any

activity/action against the
government per Anti-Terrorism Act
of 2020.

D. For Regional Offices of Government Agencies (GAs), government owned
and controlled corporations (GOCCs), and Local Government Units (LGUSs)
desiring to solicit funds
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1. One (1) Duly Accomplished Application
Form signed by the Agency Head or
his/her authorized representative

e Standards Section (SS) of the
concerned DSWD Field Office

e  https://www.dswd.gov.ph/dow
nloads-forms- downloads-
public solicitation forms/ or;

https://www.dswd.gov.ph/issuances/M
Cs/MC 2021- 005.pdf

Annex 2 - DSWD-SB-PSF-001:
Application Form

2. Project Proposal including the Work
and Financial Plan (WFP) for the
intended public solicitation, approved
by the Head of Agency

e https://www.dswd.gov.ph/dow
nloads-forms- downloads-
public solicitation forms/ or;
https://www.dswd.gov.ph/issuances/M
Cs/MC 2021- 005.pdf
Annex 5 - DSWD-SB-PSF-003: Project
Proposal

3. Undertaking to comply with the
remaining requirements during the
validity of the issued solicitation
permit

e https://www.dswd.gov.ph/dow
nloads-forms- downloads-
public solicitation forms/ or;
https://www.dswd.gov.ph/issuances/M
Cs/MC 2021- 005.pdf
Annex 7 - DSWD-SB-PSF-006:
Undertaking

4. Official Receipt as proof of payment of
processing fee issued by the
concerned DSWD CO-FO Finance
Management Unit (FMU)

e Applicant

5. Fund Utilization Report for those
applying for renewal of their
solicitation permit (Annex 12).

* https://www.dswd.gov.ph/dow
nloads-forms- downloads-
public solicitation forms/ or;
https://www.dswd.gov.ph/issuances/M
Cs/MC 2021- 005.pdf
Annex 12 - DSWD-SB-PSF-011: Fund
Utilization Report

6. Sample of additional specific
requirements for each methodology
to be used, such as:

a. Ticket, Ballots, Cards and similar
forms

b. Donation Boxes, Coin Banks and
other similar forms

c. Benefits show such as fashion
show, concert and similar activities
d. Photo or Painting Exhibits and
similar activities

e. Written request such as envelops,
letters of appeal, greeting cards and

e Applicant
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similar forms

f. Text message, e-mail, online post

and other types of solicitation using

electronic devices

g. Mass media campaign through

radio, television, cinema,

magazines, newspapers, billboards

and other similar forms

h. Sport activities for a cause such

as fun run, marathon, cycling and

similar activities

i. Rummage sale, garage sale, sale

of goods and other similar forms
Note to Applicant: The acceptance of application documents does not imply that
the application is already approved. The applicant must satisfy the assessment
indicators based on DSWD Memorandum Circular No. 05 Series of 2021.

A. Facilitation Procedures for the Issuance of Temporary Regional Public
Solicitation Permit at the Standards Section of the concerned DSWD Field Office

(Walk-in)
Step 1: 1. Determine whether  |PhP500.00| 30 minutes Standards
Submission  of the submitted Section Support
Application documents are Staff

complete.

If complete, receive
the documentary
Requirements and
provide the
organization an
acknowledgement
receipt and log the
receipt of application
documents into the
Document Tracking
System.

1.1. Prepares billing
statement  for
the payment of
the processing
fee to Cash
Section
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1.2. Instruct the
applicant to
settle the

processing fee
at the DSWD
Field Office -
Cash Unit.

If incomplete, return

all documents

submitted

accompanied by a
checklist of

requirements for
applicant Organization’s
compliance.

Note: Application documents received after 3:00 PM shall be considered as a next
working day transaction.

Step 2: Awaits | Review and conduct None 4 hours NFRC Focal
the result of | assessment of the Person —
Assessment submitted application

Standards

documents for eligibility

and compliance to g‘;(\:,t\',%n Fielc;
documentary Office

requirements;

May conduct validation

activities, collateral
interview and/or
agency visit, if
necessary.

Step 2a - If found

compliant to
eligibility and
documentary

reguirements

1. Prepare Solicitation
Permit/Certificate
and confirmation
letter of Authority
to Conduct
National Fund
Raising Campaign
for endorsement to
the Office of the
Secretary
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2. Signand
endorse the
assessment
report, complete
application
documents and
Solicitation
Permit/
Certificate of
Authority to
Conduct Fund
Raising Activity
to the Division
Chief for
endorsement to
the Office of the
Bureau Director

Step 2: Awaits the Step 2b — If found 2 hours NFRC Focal

result of . Person —

Assessment non- _compllant to Standards
eligibility and Section —
documentary DSWD Field
requirements Office

1. Return
application
documents to the
applicant with a
letter citing
reasons for
disapproval with
technical
assistance on
how to rectify
non- compliance
and/or submit
lacking
requirements.

2. Review an_d_ Sign 3 hours gteacr:%arl]r?_lsead/
the letter citing Division
reasons for Chief/Regional
disapproval with Director

technical
assistance on
how to rectify
non-compliance
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and/or submit
lacking
requirements.

Step 3: Awaits the
result of application

4.1 Review and Sign
assessment report
with complete
application
documents

4.2 Prepared
Certificate of
Authority to
Conduct Regional
Fund Raising
Campaign

4.3 Endorse to the
Office of the
Division Chief
Supervising the
Standards Section

None

3 hours

Standards
Section Head

Step 4: Awaits the
result of application

5.1 Review and Sign
assessment report with
complete application
documents and
Certificate of Authority
to Conduct Regional
Fund Raising
Campaign

5.2 Endorse the same
to the Office of the
Regional Director with
recommendation for
approval and signing of
Permit/Certificate of
IAuthority to Conduct
Regional Fund Raising
Campaign

None

3 hours

Division Chief

Step 5: Awaits
the result of
application

Approve and sign
Solicitation Permit/
Certificate of Authority
to Conduct Regional
Fund Raising
Campaign

None

5 hours

DSWD Regional
Director or
Authorized
Representative
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requirements;

Step 6: Receive Release/transmits the None 30 minutes | Standards
the Certificate approved/signed permit Section
to the applicant with a DSWD
letter of instruction to Office
provide orientation
conforming to the
standard operating
procedures (SOP) in
the inventory,
monitoring and
utilization of
solicited funds
TOTAL
Complete and £500.00 Two (2)
Compliant: working days
Complete but
Non- Compliant £500.00 6 hours
Incomplete None 30 minutes
Submission:
B. Processing Procedures of Applications submitted at Field Office through
Mail/Courier
STEP 1: Send the | Log receipt into the | None *10 minutes | Standards
Application Document  Tracking Section Support
prescribed System. This shall Staff in-charge
documentary be of incoming
requirements route to the Assigned documents
through Mail or | Technical Staff.
Courier to the
concerned DSWD
Field Office who
has jurisdiction on
the area for
Solicitation.
Note: Application documents received after 3:00 PM shall be considered as a next
working day transaction.
Step 2: Awaits | Review and conduct None 4 hours NFRC Focal
the result of assessment of the Person —
Assessment submitted application Standards
documents for Section —
eligibility and DSWD Field
compliance to Office
documentary
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May conduct
validation activities,
collateral interview
and/or agencyuvisit, if
necessary.

Step 2a - If found
compliant to

eligibility and
documentary
requirements

1. Prepare
Solicitation
Permit/
Certificate and
confirmation letter
of Authorityto
Conduct National
Fund Raising
Campaign for
endorsement to
the Office of the
Secretary

2. Sign and endorse
the assessment
report, complete
application
documents and
Solicitation
Permit/Certificate

of

Authority to

Conduct Fund

Raising Activity to

the Division Chief

for endorsement to
the Office of the

Bureau Director

Step 2: Awaits | Step 2b - If found None 2 hours NFRC Focal

the result of non-compliant to Person —

Assessment Eligibility and Standards

documentary Section —

requirements DSWD Field

Office

3. Return application
documents to the
applicant with a
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letter citing reasons
for disapproval with
technical
assistance on how
to rectify non-
compliance and/or
submit lacking
requirements.

4. Review and Sign None 3 hours Standards
the letter citing Section Head/
reasons for (D:lr\ll_lsfl/cg ol
disapproval with nier/Regiona
. Director
technical

assistance on how
to rectify non-
compliance and/or
submit lacking
requirements.

Step 3: Awaits 4.1 Review and Sign None 3 hours Standards
the result of assessment report Section Head
application with complete

application

documents

4.2 Prepared
Certificate of
Authority to Conduct
Regional Fund
Raising Campaign

4.3 Endorse to the
Office of the Division
Chief Supervising the
Standards Section

Step 4: Awaits 5.1 Review and Sign None 3 hours Division Chief
the result of assessment report
application with complete

application

documents and
Certificate of
Authority to Conduct
Regional Fund
Raising Campaign

5.2 Endorse the
same to the Office of
the

Regional Director
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with

recommendation for
approval and signing
of Permit/Certificate
of Authority to
Conduct Regional
Fund Raising
Campaign

Step 5: Awaits the
result of application

Approve and sign
Solicitation Permit/
Certificate of
Authority to Conduct
Regional Fund
Raising Campaign

None

DSWD
Regional
Director or
Authorized
Representative

5 hours

Step 6. Receive
the Certificate

Release/ transmits
the approved/signed
permit to the
applicant with a letter
of instruction to
provide orientation
conforming tothe
standard operating
procedures (SOP) in
the inventory,
monitoring and
utilization of solicited
funds

None

Standards
Section —
DSWD Field
Office

30 minutes

TOTAL

Complete and
Compliant:

#500.00

Two (2) working days

Complete but
Non- Compliant

#500.00

6 hours

Incomplete
Submission:

None

30 minutes

Note 1: If the concerned FO is affected by the Emergency situation, the application
can be filed directly at the DSWD Standards Bureau — DSWD Central Office

Note 2: Applications for Regional Temporary Solicitation Permit is waived during
Disasters/ Calamities amidst State of National Emergency shall follow the
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same facilitation procedures. However, during these instances, the payment
of the processing fee is waived in favor of the Applicant

F'O\glb kto send | Concerned citizen/concerned agencies send letter/email to the
eedbac concerned Field Office (FO)

DSWD - Field Officesend memo/email to Standards Bureau

How feedbacks are

processed o FO send reply to the concerned citizen/ agencies within three

(3) days upon receipt of the feedback

Standards Bureau shall send reply letter/memo to the
concerned Field Office/concerned citizen within three (3) days
upon receipt of the feedback

How to file a|Complaints can be filed thru sending a letter or email to
complaint concerned DSWD FO or SB. The name of person being
complained and the circumstances of the complaint should
be included in the information.

How complaints

e The concerned Office will conduct a case
are processed

conference/meeting to discuss the issue/concern. If
necessary, to set a meeting with the complainant and discuss
the concern.

e Internal investigation shall be conducted, then provide
recommendation and officially send reply
letter/memo to the concerned citizen/agencies/FO.

The timelines on the processing of complaints/grievances shall
be according to the DSWD Grievance Mechanism Guidelines.
Contact Information | Regional Director

DSWD Field Office VIII

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.gov.ph
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3.3. Issuance of Regional Solicitation Permit/Certificate
Authority to Conduct Fund Raising Campaign to Person,
Corporation, Organization or Association in Normal
Situation

The process of assessing the applicant person, corporation, organization or
association’s eligibility for Solicitation Permit to conduct Regional Fund
Raising Campaign in Normal Situation

Standards Section — DSWD Field Office

Complex Transaction

Government to Client (G2C)

Person/s whose child, relative or friend ailing of
chronic ailments as endorsed by the LSWDO or a
SWDA; non-stock, non-profit organizations; regional
offices of government agencies (GAs), GOCCs and
LGUs; and, SWDAs with updated/valid Certificate of
Registration, License to Operate and/or Accreditation

A. For Person/s whose child, relative or friend ailing of a chronic ailment as
endorsed by the Local Social Welfare and Development Office (LSWDO)

1. One (1) Duly Accomplished e Standards Section (SS) of the
Application Form signed by the concerned DSWD Field Office
Agency Head or his/her authorized
representative e  https://www.dswd.gov.ph/down

loads-forms- downloads-public
solicitation forms/ or;

https://www.dswd.gov.ph/issuances/MC
s/MC 2021- 005.pdf

Annex 2 - DSWD-SB-PSF-001:
Application Form
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2. Project Proposal including the Work e https://www.dswd.gov.ph/down
and Financial Plan (WFP) for the loads-forms- downloads-public
intended public solicitation, approved solicitation forms/ or;

by the Head of Agency
https://www.dswd.gov.ph/issuances/MC
s/MC 2021- 005.pdf

Annex 5 - DSWD-SB-PSF-003: Project
Proposal

3. Notarized Written Agreement or any e Applicant
similar document signifying the
intended beneficiary’s concurrence as
recipient of the fundraising activity.

For children beneficiaries, only the
parent/s of the child/children or
maternal/paternal relative/s may sign
the document in behalf of the child.

4. Duly signed Social Case Study
Report
and endorsement from the Local
Social Welfare and Development
Office (LSWDO)

Applicant

5. Medical Certificate/Abstract and/or
Treatment Protocol signed by the
attending physician or the hospital’s
records section

Applicant

6. Sighed Memorandum of Agreement
(MOA) between the DSWD and the
LSWDO of the concerned LGU

stating
therein their commitment to monitor
the applicant’s solicitation activities
and to submit post- reportorial
requirements to the issuing DSWD
Office.

Applicant

7. Pledge of Commitment (Annex 11)

https://www.dswd.gov.ph/down
loads-forms- downloads-public
solicitation forms/ or;
https://www.dswd.gov.ph/issuance

s/IMCs/MC 2021- 005.pdf
Annex 11 - DSWD-
SB-PSF-010: Pledge of
Commitment

8. Official Receipt as proof of payment of e Applicant
processing fee issued by the
concerned DSWD CO-FO Finance
Management Unit (FMU)
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9. Fund Utilization Report for those
applying for renewal of their solicitation
permit (Annex 12).

e https://www.dswd.gov.ph/down
loads-forms- downloads-public
solicitation forms/ or;

https://www.dswd.gov.ph/issuance
s/IMCs/MC 2021- 005.pdf

Annex 12 - DSWD-SB-PSF-010:
Fund Utilization Report

10. Certification from the Barangay, City
or Municipality from where the
applicant Person, Corporation,
Organization or Association is based,
IS not in any way connected, engaged
or involved in any activity/action
against the government per Anti-
Terrorism Act of 2020.

e Concerned LGU where the applicant is
based.

B. For Person/s whose child, relative or friend ailing of a chronic ailment as
endorsed by a registered, licensed and/or accredited Social Welfare and

Development Agency (SWDA)

1. One (1) Duly Accomplished
Application Form signed by the
Agency Head or his/her authorized
representative

e Standards Section (SS) of the
concerned DSWD Field Office

e  https://www.dswd.gov.ph/down
loads-forms- downloads-public
solicitation forms/ or;

https://www.dswd.gov.ph/issuances/MC
s/MC 2021- 005.pdf

Annex 2 - DSWD-SB-PSF-001:
Application Form

2. Project Proposal including the Work
and Financial Plan (WFP) for the
intended public solicitation, approved
by the Head of Agency

e  https://www.dswd.gov.ph/down
loads-forms- downloads-public
solicitation forms/ or;

https://www.dswd.gov.ph/issuances/MC
s/MC 2021- 005.pdf

Annex 5 - DSWD-SB-PSF-003: Project
Proposal

3. Notarized Written Agreement or any
similar document signifying the
intended beneficiary’s concurrence

as
recipient of the fundraising activity.

For children beneficiaries, only the
parent/s of the child/children or
maternal/paternal relative/s may sign
the document in behalf of the

child.

e Applicant
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. Endorsement or Certification from
Licensed and Accredited SWDA
allowing an individual to solicit funds
under their name or responsibility

e Applicant

. Board Resolution or any document
authorizing the conduct of public
solicitation

e https://www.dswd.gov.ph/down
loads-forms- downloads-public
solicitation forms/ or;

https://www.dswd.gov.ph/issuance
s/IMCs/MC 2021- 005.pdf

Annex 10 - DSWD-SB-PSF-008:
Board Resolution

. Official Receipt as proof of payment
of

processing fee issued by the

concerned DSWD CO-FO Finance

Management Unit (FMU)

e Applicant

. Fund Utilization Report for those
applying for renewal of their
solicitation permit (Annex 12).

e https://www.dswd.gov.ph/down
loads-forms- downloads-public
solicitation forms/ or;

https://www.dswd.gov.ph/issuance
s/IMCs/MC 2021- 005.pdf

Annex 12 - DSWD-SB-PSF-010:
Fund Utilization Report

. Certification from the Barangay, City
or Municipality from where the
applicant Person, Corporation,
Organization or Association is based,
is not in any way connected,
engaged
or involved in any activity/action
against the government per Anti-
Terrorism Act of 2020.

e Concerned LGU where the applicant is
based.

. For Non- Stock, Non-Profit Corporat

ions, Organizations or Associations

1. One (1) Duly Accomplished

Application Form signed by the
Agency Head or his/her authorized
representative

e Standards Section (SS) of the
concerned DSWD Field Office

e  https://www.dswd.gov.ph/down
loads-forms- downloads-public
solicitation forms/ or;

https://www.dswd.gov.ph/issuances/MC
s/MC 2021- 005.pdf

Annex 2 - DSWD-SB-PSF-001:
Application Form
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2. Project Proposal including the Work e https://www.dswd.gov.ph/down
and Financial Plan (WFP) for the loads-forms- downloads-public
intended public solicitation, approved solicitation forms/ or;

by the Head of Agency
https://www.dswd.gov.ph/issuances/MC
s/MC 2021- 005.pdf

Annex 5 - DSWD-SB-PSF-003: Project
Proposal

3. Certified True Copy (CTC) of e Applicant
Certificate of Registration with SEC
which has jurisdiction to regulate the
endorsing SWDA, and Articles of
Incorporation and By-Laws, if new
applicant

4. Updated Certificate of Good e Applicant
Standing,

or Updated Certificate of Corporate
Filing/ Accomplished SEC General
Information Sheet (GIS) from any of
the above- mentioned regulatory
government agency that has
jurisdiction to regulate the applying
organization or agency.

5. Updated Profile of Governing Board e https://www.dswd.gov.ph/down
or loads-forms- downloads-public
its Equivalent in Government solicitation forms/ or;
Organizations
https://www.dswd.gov.ph/issuances/MC
s/MC 2021- 005.pdf

Annex 6 - DSWD-SB-PSF-
004: Profile of Governing

Board
6. Board Resolution or any document e https://www.dswd.gov.ph/down
authorizing the conduct of public loads-forms- downloads-public
solicitation solicitation forms/ or;

https://www.dswd.gov.ph/issuances/MC
s/MC_2021- 005.pdf

Annex 10 - DSWD-SB-PSF-008:
Board Resolution

7. Notarized Written Agreement or any e Applicant
similar document signifying the
intended beneficiary/ies
concurrence as recipient of the
fundraising activities. For children
beneficiaries, only the parent/s or
maternal/paternal relative/s may
sign the document in behalf of the
child.
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8. Pledge of Commitment

e https://www.dswd.gov.ph/down
loads-forms- downloads-public
solicitation forms/ or;

https://www.dswd.gov.ph/issuance
s/IMCs/MC 2021- 005.pdf

Annex 11 - DSWD-SB-PSF-009:
Pledge of Commitment

9. Endorsement or Certification from
any but not limited to the following
agencies that allow/s applicant to
undertake solicitation activities in
their agency’s jurisdiction, as
applicable:

a. Director of Private Schools

b. Schools  Superintendent  of
Public School

c. Head or authorized
representative of National

Government Agencies (NGAS)

d. Head or authorized
representative of Local
Government Unit (LGU)

e. Bishop/Parish Priest/Minister or
Head of Sect or Denomination

f. Others

e Applicant

10. Fund Utilization Report of proceeds
and expenditures.

e https://www.dswd.gov.ph/down
loads-forms- downloads-public
solicitation forms/ or;

https://www.dswd.gov.ph/issuance
s/IMCs/MC 2021- 005.pdf

Annex 12 - DSWD-SB-PSF-010:
Fund Utilization Report

11. Official Receipt as proof of payment e Applicant
of processing fee issued by the
concerned DSWD CO-FO Finance
Management Service/Unit (FMS/U

12. Sample of additional specific e Applicant

requirements for each methodology
to be used, such as:

a. Ticket, Ballots, Cards and
similar forms

b. Donation Boxes, Coin Banks and
other similar forms

c. Benefits show such as fashion
show, concert and similar activities
d. Photo or Painting Exhibits and
similar activities

e. Written request such as
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envelops, letters of appeal, greeting
cards and similar forms

f. Text message, e-mail, online post
and other types of solicitation using
electronic devices

g. Mass media campaign through
radio, television, cinema,
magazines, newspapers, billboards
and other similar forms

h. Sport activities for a cause such
as fun run, marathon, cycling and
similar activities

i. Rummage sale, garage sale, sale
of goods and other similar forms

13. Certification from the Barangay, City e Concerned LGU where the applicant is
or Municipality from where the based.

applicant Person, Corporation,
Organization or Association is
based, is not in any way connected,
engaged or involved in any

activity/action against the
government per Anti-Terrorism Act
of 2020.

D. For Regional Offices of Government Agencies (GAs), government owned
and controlled corporations (GOCCs), and Local Government Units (LGUS)
desiring to solicit funds

1. One (1) Duly Accomplished e Standards Section (SS) of the

Application Form signed by the concerned DSWD Field Office
Agency Head or his/her authorized
representative e  https://www.dswd.gov.ph/down

loads-forms- downloads-public
solicitation forms/ or;
https://www.dswd.gov.ph/issuances/MC
s/IMC _2021- 005.pdf
Annex 2 - DSWD-SB-PSF-001:
Application Form

2. Project Proposal including the Work e https://www.dswd.gov.ph/down
and Financial Plan (WFP) for the loads-forms- downloads-public
intended public solicitation, approved solicitation forms/ or:
by the Head of Agency https://www.dswd.gov.ph/issuances/MC

s/IMC 2021- 005.pdf
Annex 5 - DSWD-SB-PSF-003: Project
Proposal

3. Written authorization from Head of e Applicant
Government Agency for the intended
solicitation activity that also ensure
strict compliance to the standard ratio
of funds utilization
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4. Official Receipt as proof of payment
of
processing fee issued by the
concerned DSWD CO-FO Finance
Management Unit (FMU)

e Applicant

5. Fund Utilization Report for those
applying for renewal of their
solicitation permit (Annex 12).

* https://www.dswd.gov.ph/down
loads-forms- downloads-public
solicitation forms/ or;

https://www.dswd.gov.ph/issuances/MC
s/IMC_2021- 005.pdf

Annex 12 - DSWD-SB-PSF-011: Fund
Utilization Report

6. Sample of additional specific
requirements for each methodology
to be used, such as:

a. Ticket, Ballots, Cards and

similar forms

b. Donation Boxes, Coin Banks and
other similar forms

c. Benefits show such as fashion
show, concert and similar activities
d. Photo or Painting Exhibits and
similar activities

e. Written request such as
envelops, letters of appeal, greeting
cards and similar forms

f. Text message, e-mail, online post
and other types of solicitation using
electronic devices

g. Mass media campaign through
radio, television, cinema,
magazines, newspapers, billboards
and other similar forms

h. Sport activities for a cause such
as fun run, marathon, cycling and
similar activities

i. Rummage sale, garage sale, sale
of goods and other similar forms

e Applicant

E. For Social Welfare and Development Agency (SWDA) with updated/valid
registration, licensing and/or accreditation

1. One (1) Duly Accomplished
Application Form signed by the
Agency Head or his/her authorized
representative

e Standards Section (SS) of the
concerned DSWD Field Office

e https://www.dswd.gov.ph/down
loads-forms- downloads-public
solicitation forms/

Annex 2 - DSWD-SB-PSF-002:
Application Form
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2. Project Proposal including the Work e https://www.dswd.gov.ph/down
and Financial Plan (WFP) for the loads-forms- downloads-public
intended public solicitation, approved solicitation forms/ or:

by the Head of Agency
https://www.dswd.gov.ph/issuances/MC

s/MC_2021- 005.pdf

Annex 5 - DSWD-SB-PSF-003: Project
Proposal

3. Notarized Written Agreement or any e Applicant
similar document signifying the
intended beneficiary’s concurrence as
recipient of the fundraising activity.

For children beneficiaries, only the
parent/s of the child/children or
maternal/paternal relative/s may sign
the document in behalf of the child.

4. Endorsement or Certification from e Applicant
Licensed and Accredited SWDA
allowing an individual to solicit funds
under their name or responsibility

5. Board Resolution or any document e https://www.dswd.gov.ph/down
authorizing the conduct of public loads-forms- downloads-public
solicitation solicitation forms/ or;

https://www.dswd.gov.ph/issuance
s/MCs/MC 2021- 005.pdf

Annex 10 - DSWD-
SB-PSF-008: Board Resolution
6. Official Receipt as proof of payment e Applicant
of

processing fee issued by the
concerned DSWD CO-FO Finance
Management Unit (FMU)

7. Fund Utilization Report for those e https://www.dswd.gov.ph/down
applying for renewal of their loads-forms- downloads-public
solicitation permit (Annex 12). solicitation forms/ or;

https://www.dswd.gov.ph/issuance
s/IMCs/MC 2021- 005.pdf
Annex 12 - DSWD-SB-PSF-011:
Fund Utilization Report
8. Sample of additional specific e Applicant
requirements for each methodology
to be used, such as:

a. Ticket, Ballots, Cards and
similar forms

b. Donation Boxes, Coin Banks and
other similar forms
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c. Benefits show such as fashion
show, concert and similar activities
d. Photo or Painting Exhibits and
similar activities

e. Written request such as
envelops, letters of appeal, greeting
cards and similar forms

f. Text message, e-mail, online post
and other types of solicitation using
electronic devices

g. Mass media campaign through
radio, television, cinema,
magazines, newspapers, billboards
and other similar forms

h. Sport activities for a cause such
as fun run, marathon, cycling and
similar activities

i. Rummage sale, garage sale, sale
of goods and other similar forms

Certification from the Barangay,
City or Municipality from where
the applicant Person, Corporation,
Organization or Association is
based, is not in any way connected,
engaged or involved in any
activity/action against the
government per Anti-Terrorism Act
of 2020.

Concerned LGU where the applicant is
based.

Note to Applicant: The acceptance of application documents does not imply
that the application is already approved. The applicant must satisfy the
assessment indicators based on DSWD Memorandum Circular No. 05 Series of
2021.

A.

Facilitation Procedures after receipt of complete application documents
from the applicant of Regional Public Solicitation Permit at the concerned DSWD
Field Office
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Step 1: Submit | Applicant submits None 2 Hours Applicant
Application application documents to
the Standards Section of
the concerned DSWD
Regional Office.
Applications could be
submitted personally or
sent thru e-mail or
courier. And wait for the
response of the of the
concerned DSWD
Regional Office

a. Standards Section

concerned
Technical Staff
reviews the

completeness
and correctness
of the submitted
application
documents based
on the checklist
received either
personally, thru
courier or e-mail

If complete, forward
application documents to
the Standards Section
Support Staff, for

tracking

If incomplete, the

Technical Staff of Standards
Standard Section of the Section
concerned DSWD-FO Technical Staff

shall then provide the
applicant with the
necessary technical
assistance to rectify the
gap and/or submit
lacking requirements.
Provides applicant with
checklist of requirements
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Step 2: a. Receives None 1 Hour Standards
Receives application Section Support
reference documents and logs Staff
number for its receipt into the
tracking document tracking

system

b. Provides the applicant
with document

reference number for
easy tracking either in
person, courier or e-
mail.

c. Prepares billing
statement for the
payment of the
processing fee to
Cash Section

d. Provide instruction to
the applicant to pay
the processing fee at
the Cash Section of
the DSWD Field
Office

If the application
documents are received
via courier or e-mail,
inform the Standards
Section Technical staff to
inform applicant for the

payment of the

processing fee
Step 3: a. Applicant proceeds to PhP500.00 1 Hour Applicant
Payment of the Cash Section or
processing fee to the nearest LBP

Branch or via online
and pay the
processing fee of

PhP500.00 Cash Seci
b. Cash Section accepts ash section
Cashier/ Support
payment for Staff

processing fee and
issue official receipt
and provide
instruction to return a
photocopy of the
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receipt to the Standards
Section Applicant

c. Applicant photocopies
receipt and submit the
same to the
Standards Section of
the concerned DSWD
Field Office

d. Waits for the release
of Solicitation
Permit/ Certificate of
Authority to Conduct
Fund Raising
Campaign to be
released within two
(2) days after receipt
of complete
application
documents

Step 4: a. Receives photocopy [None 1 Hour Standards

Submission of of the official receipt Section Support

the OR for for the processing Staff

attachment to fee and attached the

the application same to the
application
documents

b. Routes the complete
application
documents including
photocopy of official
receipt to the Head of
the Standards Section

Note: Application documents received after 3:00 PM shall be considered as a next
working day transaction.
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Step 5: a. Provides written None 4 Hours Section Head
Waiting for the notes/ instructions for
result of the appropriate action of
application the concerned
Standards

Section Technical
Staff

b. Endorse
application
documents to the
concerned Standards
Section Technical
Staff, for appropriate
action

c. Standards Section
concerned technical
staff receives
application
documents and
conducts assessment
of the application for
theissuance of
solicitation permit

d. Acknowledges
receipt
of application
documents and
transmit it thru e-mail
or courier

If found eligible and
compliant, facilitates the
preparation of
Solicitation Permit/

Certificate of Authority to None 1 and 1/2 Days | Technical Staff
Conduct Fund Raising
Campaign and Conforme Standards
Letter and endorse the Section
same to the Section
Head for review.
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e. Takes proper action
relative to the inputs/
comments/ correction
provided by either the
Section Head, Division
Chief or the Regional
Director for application
documents and
Solicitation
Permit/Certificate of
Authority to Conduct
Fund Raising
Campaign not found in
order and return the
same to the Section
Head for onward
endorsement to the
concerned Division
Chief

f. Section Head
receives and reviews
the application
documents including
the prepared
Solicitation Permit/
Certificate of Authority
to Conduct Fund
Raising Campaign
endorsed by the
technical staff.
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If found in-order, affix

her initial and endorse 1 Day Section Head
the same to the Standgrds
concerned Division Section

Chief for further review
and/or onward
endorsement to the
Office of the Regional
Director,

for approval and
signature

If found not in-order,
provide comments/
inputs/corrections and

return the same to the 1 Hour Concerned
technical staff Division Chief
g. Logs its receipt to Support Staff
the

Document Tracking

System

h. Route application
documents including

prepared

Solicitation
Permit/Certificate of
Authority to

Conduct
Fund Raising
Campaign to the
Division Chief

Concerned Division 1 Day Division Chief
Chief receives and Concerned
reviews application for Division
solicitation permit and
the prepared
Solicitation
Permit/Certificate of
Authority to Conduct
Fund Campaign.

If found in-order,
endorsed the same to
the Office of the
Regional Director for
approval and signature

Page 79 of 553



% DSWD

Department of Social Welfare and Development

If found not in-order,
return the same to the
Standards Section for
proper action

i. Logs its receipt to 30 Minutes _
the Document Og'ggig:]gl'e
Tracking System Director Support
: N Staff
j. Route application
documents
including
Prepared Solicitation
Permit/ Certificate of
Authority to Conduct
Fund Raising
Campaign to the
Regional Director
k. The Regional 1 and 1/2 Days Regional
Director Director
reviews DSWD Field
application Office
documents
including

the prepared

Solicitation Permit/

Certificate of

Authority to
Conduct

Fund Raising

Campaign

If found in order, the
Regional Director
approves application
for solicitation permit
and signs the prepared
Solicitation
Permit/Certificate of
Authority to Conduct
Fund Raising
Campaign and transmit
the
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same to the Standards
Section for issuance

If found not in order,
return the same to the
Standards Section
through the concerned
Division Chief for
appropriate action

I. Logs the receipt of

the approved 20 Minutes Concerned
Solicitation Permit Division Chief
ICertificate of Authority Support Staff

to Conduct Fund
Raising Campaign to
the Document Tracking
System

m. Endorse the same to
the Standards Section
Head, for further
instructions

n. Receives approves 1 Hour Section Head
Solicitation Permit/ Standards
Certificate of Section

Authority

to Conduct Fund
Raising Campaign
and endorse the
same to the
concerned
Standards
Section Technical
Staff and provide
instructions to the
Standards Section
Technical Staff for
its
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release to
applicant

0. Receives approved

application for 4 Hours Standards
solicitation permit and Se_ction
the signed Solicitation Technical Staff

Permit/ Certificate of
Authority to Conduct
Fund Campaign and
issue the same to the
eligible and compliant
applicant

p. Issue and e-mail the
approved Solicitation
Permit/Certificate of
Authority to Conduct
Fund Raising

Campaign
including the

Conforme Letter to
the

Applicant

g. Facilitates the
accomplishment of the
Customer Satisfaction
Survey to the applicant
for the services
rendered and ensures
its return to the
Standards Section for
consolidation

r. Provides a copy of
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a. Issuance of the
Solicitation Permit to
the successful
applicant
b. Acknowledge/

receives signed
and

approved
Solicitation

Permit and sign

Conforme Letter
c. Transmit sighed
Conforme Letter to the
Standards Section,
DSWD Regional Office

None

10 minutes

Standards
Section
Technical/
Support Staff

Applicant

Total No. of Days

500.00

Seven (7)
Working Days

Complete but Non-Compliant
and/or Incomplete Submission:

#500.00

Three (3)
Working Days

Incomplete Submission:

None

30 minutes
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*The number of minutes shall be included on the total 7 working days.
** This does not include the travel time of documents from the
DSWD Field Office to the Applicant, and vice versa.

How to send | Concerned citizen/concerned agencies send letter/email to the
feedback concerned Field Office (FO)

DSWD - Field Officesend memo/email to Standards Bureau

How feedbacks are

processed e FO send reply to the concerned citizen/ agencies within three

(3) days upon receipt of the feedback

Standards Bureau shall send reply letter/memo to the
concerned Field Office/concerned citizen within three (3) days
upon receipt of the feedback

How to file a|Complaints can be filed thru sending a letter or email to
complaint concerned DSWD FO or SB. The name of person being
complained and the circumstances of the complaint should
be included in the information.

How complaints

e The concerned Office will conduct a case
are processed

conference/meeting to discuss the issue/concern. If
necessary, to set a meeting with the complainant and discuss
the concern.

e Internal investigation shall be conducted, then provide
recommendation and officially send reply
letter/memo to the concerned citizen/agencies/FO.

The timelines on the processing of complaints/grievances shall
be according to the DSWD Grievance Mechanism Guidelines.
Contact Information | Regional Director

DSWD Field Office VI

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.qgov.ph

Page 84 of 553


mailto:complaints@arta.gov.ph
mailto:pcc@malacanang.gov.ph
mailto:email@contactcenterngbayan.gov.ph

% DSWD

Department of Social Welfare and Development

3.4. Registration of Social Welfare and Development Agencies
(SWDAs) Operating in One Region

The process of assessing the applicant person/individual, corporation,
organization or association operating only in one region whether its intended
purpose is within the purview of social welfare and development.

DSWD Field Office — Standards Section

Simple

e Government to Client (G2C)
e Government to Government (G2G)

All eligible person/individual, corporation,
organization or association intending/ already
engaging in SWD activities in One (1) region

A. For applicant person/individual, corporation, organization or association
intending/already engaging in SWD activities

1. One (1) Duly Accomplished and Notarized | ¢ Any DSWD Field Office - Standards

Application Form Section (Regions |, II, 1ll, IV-A, V, VI,
(Note: Per Secretary’s advisory, during VII, VIII, IX, X, XI, XIl, CAR, Caraga,
state of public health emergency, MIMAROPA & NCR)

Application need not be notarized)

e  https://www.dswd.gov.ph/downloads-
2/publications1 Annex 1. DSWD-
RLA-FO001 Application Form for
Registration

2. Updated Copy of Certificate of Registration | ¢ Securities Exchange Commission

and latest Articles of Incorporation and (SEC) - Company Registration and
By- Laws, indicating that the Monitoring Department ~Secretariat
organization’s primary purpose is within Building, PICC Complex, Roxas

the purview of social welfare and
development issued by SEC that gives a
juridical personality to a non-stock non-
profit organization to operate in the

Boulevard, Pasay City, 1307

e Any SEC Extension Office (Baguio

Philippines. City, Tarlac City, Legazpi City, Cebu
*Not  applicable to  Government  City, lloilo City, Cagayan De Oro City,
Agencies. Davao City, Zamboanga City)

3. Copy of any of the following:

3.1 Handbook or Manual of Operations of | e  https://www.dswd.gov.ph/downloads-
its programs, policies and procedures to 2/publications1 Annex 4. DSWD-RLA-
attain its purposes. F004 Manual of Operation
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3.2 Brochure

https://www.dswd.gov.ph/downloads-

2/publications1l Annex 5. DSWD-RLA-

FOO05 Brochure

of Agency

3.3 Duly signed Work and Financial Plan | e
(for two succeeding years) by the Head

https://www.dswd.gov.ph/downloads-

2/publicationsl Annex 9. DSWD-RLA-

FO09 Work and Financial Plan

4. Copy of Official Receipt (OR) of processing
fee on registration amounting to P 1,000.00

e Applicant

Note to Applicant: The acceptance of application documents does not imply that
the application is already approved. The applicant must satisfy the assessment
indicators for Registration based on DSWD Memorandum Circular No. 17 Series

of 2018.

A. Pre-Registration Procedures for Walk-in Applicants

organization
with complete
requirements,
receive the
acknowledge-
ment receipt of
the submitted
requirements

the documentary
requirements and
provide the
organization an
acknowledgement
receipt and log
the receipt of
application
documents into
the Document
Tracking System.

STEP 1. Provided the client| None
SeCL_Jre _ with applicatic_)n form - Support Staff
application form | and  checklist  of (Standards
thru the DSWD | requirements Section- Field
\Website or from Office)
the DSWD
Field Office
STEP 2:
1.1 Submitffile | 1 petermine whether None 30 minutes | Support Staff in
application and the submitted charge of all
zupportlng documents are incoming
ocuments documents
complete.
P (Standards
1.2 For 1.1. If Section-Field
applicant complete, receive Office)

Officer of the day
(Standards
Section-Field
Office)

1.3 For
incomplete

1.2 Logs its
receipt in the document
racking system (DTMS).
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requirements,
the applicant
organization
shall sign
the

acknowledge-
ment of the
returned
documents
and the
checklist of

the
lacking

reguirements.

1.3 Provides the
walk-in applicant
with document

reference number
for easy tracking.

1.4. If

incomplete, return all
documents submitted
accompanied by a
checklist of
requirements  for
applicant

Organization’s compliance.

Measurement
Form is duly
accomplished
and
emailed/via

courier by the

g-(ln-lrznl?)%tg Prepares billing statement [None 10 minutes Support Staff in
Settle the charge '?hne
required . .
processing fee issuance of Billing
and make Statement
payments to (Star_ldards
Cash Section Section-
or thru online. Field
Office)
Pr(()jc_ess pa;(/)r?:._n'g | P1,000.00 20 minutes Cashier (Cashier
and issues Officia Section-FO)
Receipt.
STEP 4: /Attach the photocopy of  |None 5 minutes :
Provide the the official receipt of the Support Staff in
; charge on
DSWD processing fee. th
Standards ' e
Section the issuance of Billing
photocopy of Statement
the Official (Stapdards
Receipt (OR). Section-
Field
Office)
STEP 5: Prgwdes the appllcant the |None 5 minutes Standards
Ensure that  [Client Satisfaction Section
the Client Measurement Form Suppor
Satisfaction _
t Staff/Technical
Staff
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applicant to
the Standards
Bureau

Note: Application documents received after 3:00 PM shall be considered as a next working
day transaction.

STEP 6: Wait| 1.1 Routes | None 25 minutes Support Staff
for the result of (Standards
the Section- Field
assessment. Office)
1.2 Receives None 30 minutes Standards
incoming applications Section Head/

and assigns to
concerned technical

staff.
1.3 Conducts desk None 3 hours Assigned
review of the Technical Staff

received application
as to completeness
and compliance. The
submitted documents
must satisfy the
criteria that the
applicants must be
engaged mainly or
generally in Social
Welfare and
Development
Activities. Other
supporting documents
may be requested to
the applicant SWDA to
support the said
criteria. If complete
and compliant, notify
the applicant SWDA
on the payment for
processing fee.

1.1 If incomplete,
prepares an
acknowledge-ment
letter with checklist

of documents
indicating the
lacking

requirement.
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Preparation of the | None 5 hours and 25 Assigned
Confirmation Report minutes Technical Staff/
with attached draft
Certificate of
Registration and
printing of Security
Paper( SECPA).
Review and approval | None 7 hours Standards Section
of the Confirmation Support
Report; Staff/Standards
Endorsement for Section
Approval  of the Head/ PPD
Registration Chief/ ORD
Certificate Support
Staff/
Regional Director

Releasing of the | None 30 minutes ORD / ARDA/
Certificate of Standards Section
Registration to the
SWDA

TOTAL

For Complete and Compliant; | £1,000.00 | 3 working days
For Incomplete Submission
Walk-in: | None 30 Minutes
Courier: 2 days

B. Processing Procedures of Applications submitted at Standards Bureau through

Mail/Courier:
STEP 1: Send| 1.1 “Received’ None 30 minutes Support Staff
the Application stamp the (Standards

Standards
Bureau DSWD
Central Office,
IBP Road,
Pambansa
Complex,
Constitution

document and
logs its receipt
into the
document
tracking
system.

Endorse the
document

1.2

Section- Field
Office)
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Hills, Quezon ‘ ‘

City.

Note: Application documents received after 3:00 PM shall be considered as a next working
day transaction.

STEP 2: Wait | Receives incoming None 30 minutes Standards
for the result of | applications Section Head
documents
review. and assigns to

concerned technical

staff.

Provides

not

es/ instructions for

action to concerned

technical staff.

1.1 Review the None 3 hours Technical Staff
submitted
documents as to
completeness
and compliance,
both in form and
substance. The
submitted
documents must
satisfy the
criteria that the

applicants must be (Standards
engaged mainly or Section-Field
generally in Social Office)
Welfare and

Development
Activities. Other
supporting
documents may be
requested to
the applicant SWDA
to support the

said criteria.
1.2 If complete and
compliant, notify the
SWDA on the
payment for
processing fee.
1.3 If incomplete, an
acknowledge-ment
letter with checklist of
requirements shall be
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returned to the
applicant.

STEP 4: Wait for
the result of the
assessment.

1.1 Prepares the
Confirmation Report
with attached
Certificate of
Registration in
Security Paper
(SECPA) and
duplicate copy.

None

5 hours and
25 minutes

2 hours and
25 minutes

Support Staff in
charge of
incoming
documents
(Standards
Section- Field
Office)

1.2 Reviews and
provides inputs and
endorses the

Confirmation Report
with attached
Certificate of
Registration in
Security Paper
(SECPA) and
duplicate copy to the
PPD Chief for initial.

1.3 Review and

Standards Section
Head/
Standards

approval of the 4 hours and| Standards Section
Confirmation Report; 10 minutes Support
Endorsement for Staff/ PPD
Approval of the Chief/ORD
Registration Support Staff/
Certificate Regional Director/
Step 5: Receive the| Send the None 30 minutes | Support Staff

Certificate and
confirmation letter.

Confirmation Report
and notify the
availability of the
Certificate of
Registration for
release through
various means per
preference

(Standards
Section- Field
Office)
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indicated in the
application form.
(direct pick-up or
courier

TOTAL

For Complete and | 1,000.00 | 3 working days
Compliant:

For Incomplete Submission
Walk-in: | None 30 Minutes
2 days

Courier:

*The number of minutes shall be included on the total 3 working days.
** This does not include the travel time of documents from the
DSWD Field Office to the Central Office, and vice versa.
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How  to  send| . concermed citizen/concerned agencies send letter/email to the
feedback concerned Field Office (FO)

DSWD - Field Officesend memo/email to Standards Bureau

How feedbacks are

processed o FO send reply to the concerned citizen/ agencies within three

(3) days upon receipt of the feedback

Standards Bureau shall send reply letter/memo to the
concerned Field Office/concerned citizen within three (3) days
upon receipt of the feedback

How to file a|Complaints can be filed thru sending a letter or email to
complaint concerned DSWD FO or SB. The name of person being
complained and the circumstances of the complaint should
be included in the information.

How complaints

e The concerned Office will conduct a case
are processed

conference/meeting to discuss the issue/concern. If
necessary, to set a meeting with the complainant and discuss
the concern.

e Internal investigation shall be conducted, then provide
recommendation and officially send reply
letter/memo to the concerned citizen/agencies/FO.

The timelines on the processing of complaints/grievances shall
be according to the DSWD Grievance Mechanism Guidelines.
Contact Information | Regional Director

DSWD Field Office VIII

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.gov.ph
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3.5. Licensing of Private Social Welfare and Development
Agencies (SWDAs) — Operating in One Region

The process of assessing the qualifications and authorizing a registered
SWDA to operate as a Social Work Agency or as an Auxiliary SWDA
operating in one region.

DSWD Field Office — Standards Section

Highly Technical

Government to Client (G2C)

ALL Private SWDAs Intending to Operate in
One Region

1. One (1) Duly Accomplished and Any DSWD Field Office - Standards

Notarized Section
Application Form (Regions I, 11, 1, IV-A, V, VI, VII, VIII,
IX, X,
XI, XIl, CAR, Caraga, MIMAROPA &
NCR)

e https://www.dswd.qgov.ph/downloads-2/
Annex 2. DSWD-RLA-F002 Application
Form for Licensing

2. One (1) set of the following Basic

Documents:

a. A certification of plan to hire the
required Registered Social Worker
(RSW) or staff complement; or (b)
Profile of Employees and
volunteers whichever is applicable

b. Manual of Operation containing the
SWDAs program and
administrative policies, procedures
and strategies to attain its
purpose/s among others

e https://www.dswd.qgov.ph/downloads-2/
Annex 22. DSWD-RLA-F022
Profile of Employees

e https://www.dswd.gov.ph/downloads-2/
Annex 4. DSWD-RLA-F004
Manual of Operation

c. Profile of Board of Trustees e https://www.dswd.gov.ph/downloads-2/
Annex 21. DSWD-RLA-F021
Profile of Governing Board
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d. Certified True Copy of
General Information Sheet issued
by SEC (One (1) copy)

e. Notarized certification from the
Board of Trustees and/or the
funding agency to financially
support the organizations to
operate for at least two (2) years

f. Work and Financial Plan for the
two (2) succeeding years

Securities Exchange Commission
(SEC) - Company Registration and
Monitoring Department Secretariat
Building, PICC Complex, Roxas
Boulevard, Pasay City, 1307

Any SEC Extension Office
(Baguio City, Tarlac City, Legazpi
City, Cebu City, lloilo City,
Cagayan De Oro City, Davao City,
Zamboanga City)

Board resolution by the Organization

https://www.dswd.gov.ph/downloa
ds-2/ Annex 9. DSWD-RLA-F009
Work and Financial Plan

3. ADDITIONAL REQUIREMENTS

a. Certified True Copy of the notarized
written agreement of partnership or
cooperation between the agency
and its partner agency e.g. MOA,
Contract of Partnership, among
others

b. For Applicant SWA’s
implementing Child Placement
Services Certification from DSWD
or photocopy of the certificate of
training attended by the hired

RSW related to child
placement service.

c. Documents Establishing
Corporate Existence and
Regulatory Compliance

Photocopy of the Memorandum of
Agreement/Contract of Partnership and
Certified by the Head of Applicant
Organization

https://www.dswd.gov.ph/downloads-2/
Annex 22. DSWD-RLA-F022
Profile of Employees

1. For Center Based (Residential
and Non-Residential Based)
Copy of the valid safety
certificates namely:

a. Occupancy permit (only for
new buildings) or Annual
Building
Inspection/Structural Safety

City/Municipal Engineering Office of
Local Government Unit covering the
SWDAs area of operation or Private
Engineer
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Certificate (for old

buildings)

e Office of the Bureau of Fire Protection
in the City/Municipal Local Government
Unit covering the SWDAs area of
operation

b. Fire Safety Inspection
Certificate

e City/Municipal Health Office of Local
Government Unit covering the SWDAs
area of operation or Private Service
Provider

c. Water Potability Certificate
or Sanitary Permit

2. For applicant serving within
the Ancestral Domains of e National Commission of Indigenous
Indigenous People (IP) — People (NCIP) Regional Office where

Photocopy of NGO the NGO operates.
Accreditation from NCIP.

3. For applicant with past and

current partnership withthe | ¢ DSWD Field Office — Financial
DSWD that involved
transfer of funds

a. Certification from DSWD

Office and/or other e Government Agency where the
concerned government Organization implemented or
agencies that the applicant implements projects and programs.

is free from any financial
liability/obligation

Note to Applicant: The acceptance of application documents does not imply that
the application is already approved. The applicant must satisfy the assessment
indicators for Licensing based on DSWD Memorandum Circular No. 17 Series of
2018.

A. Assessment Procedures for Walk-in Applicants

STEP 1. Provides client None *10 minutes | Support Staff
Secure Application form, and (Standards
application form | checklist of Section- Field
thru the DSWD | requirements Office)
Website/

Standards

Section —

Field Office

STEP 2:
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1.1 Receive the

None *20 minutes .
documentary Support Staff in

1.1 Submit/file

application requirements 4 _charg(_a of all
incoming
1.2 Forl_ 1.2 Determine documents
g submitted Section-  Field
documents are Office)

complete.

Officer of the
day (Standards

Section- Field
Office)
1.3 For 1.3 If complete,
incomplete provide the
_ organization an
requirements, acknowledge-

the applicant
organization
shall sign the
acknowledge-
ment of the
returned
documents
and
the checklist of
the lacking
requirements.

ment receipt and
log the receipt of
application
documents il

1.4 If incomplete,
return all
documents
submitted
accompanied by
a checklist of

Requirements for
applicant
Organization’s
compliance.
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Official Receipt
(OR).

Organization.

STEP 3: If - :
Complete Prepare Billing None *20 minutes Support Staff in
Settle the’ Statement and
. instruct applicant charge on the
required to
processing fee. issuance of
proceed to the N

Cash Section of Billing

DSWD Field Office Statement

(Standards

Section- Field

Office)

Process payment £1,000.0f *15 minutes | cashier
. . 0
And issues Official (Cashier
Receipt.

Section-FO)
tSh'IéEgsé\l/:vgrowde Acknowledge the None *15 Minutes Support Staff
Standards photocopy of the (Standards
Section the Official Receipt Section- Field

hotocopy of the from the Office)
b Py applicant
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Step 5: . .
Ach())mpIish Prowde_the None *5 minutes Support Staff
applicant
and drop the D (Standards
Customer’s Organization the
Feedback Customer’s Section-Field
Form on the
dropbox. Feedback Office)
Form

Note: Applications received after 3:00pm shall be considered as a next working day
transaction.

STEP 6: Wait for | 1.1 Review the None 2 working days | Technical Staff
the result of the submitted
documents documents as to (Standards
review and notice | completeness and Set_:tlon- Field
of validation compliance, both in Office)
assessment. form and substance.

The submitted

complete documents

must satisfy the

following Criteria:

Page 99 of 553



In case a new
applicant SWDA
applying to
operate a
residential care
facility, the
applicant must
establish the
need for a
residential
facility serving a
particular sector
and the absence
of related facility
to cater them.
e.g. Situationer.

ii. Applicant has

employed a
sufficient
number of duly
qualified staff
and/or
registered social
workers to
supervise and
take charge of its
social welfare
and development
activities and/or
social work
interventions in
accordance with

the set standards.
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iii. Applicant
submit a duly
certified financial
statement that at
least seventy
percent (70%) of
its funds are
disbursed for
direct social work
services while
thirty percent
(30%) of the
funds are
disbursed for
administrative
services.

iv. The SWDA must
have a financial
capacity to
operate for at

least two (2)
years.

v. Applicant keeps
record of all

social
development
and/or welfare
activities it
implements.

Note: Criteria iv and
vi are only applicable
for those SWDAs that
are already in
operation prior to
application for
License to Operate.
1.2.1 If complete

and

compliant, an
Acknowledg-ment
Letter and Notification
on the proposed
schedule on the

conduct
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1.3 Review and None 2 working days  [Section
approval of the Head/Division
IAcknowledgement Chief/Regional
Letter including its Director
attachments. (Standards Section-
Field
Office)
STEP 7: Confirm the [For those with None *30 minutes Technical Staff

Availability on the
proposed Validation
Visit

STEP 8: Assist the
/Assessor during the
conduct of Validation
visit.

requirements that are
complete and
compliant,
Confirmation of

Validation Visit.

Conduct of Validation
Visit

None 1 working day per

agreed schedule

(Standards Section-
Field
Office)

Technical Staff
(Standards Section-
Field
Office)

result of the licensing
assessment

Confirmation Report

1.2.1 If favorable,
the Technical Staff
shall draft
Confirmation Report
and Draft Certificate

of License to
Operate.

1.2.2 If not
favorable, the

Technical Staff shall
detail the Assessors
Findings and the
agreed compliance
date of the Action
Plan.

Step 9: Accomplish  |Provide the applicant |None *5 minutes Technical Staff
and place the Organization (Standards Section-
Customer’s Feedback Field

Form on a sealed Office)

envelope.

STEP 10: Awaits the (1.1 Prepare None 3 working days  [Technical Staff

(Standards Section-
Field
Office)

Page 102 of 553




% DSWD

Department of Social Welfare and Development

1.3.1 If favorable, [None Favorable; Section

review and approval 8 working days  [Head/Division

of the Confirmation Chief _
Report and the Draft (Standards Section-
Certificate of Unfavorable; Field

License to Operate. 7 working days  [Office)

132 If

unfavorable, review
and approval of the
Confirmation Report.

1.4.1 If favorable, for Favorable; Regional Director
approval and 3 working days  |(Standards Section-
signature  of the Field Office)
Certificate of
License to Operate. Support Staff
(Standards Section-
Unfavorable; Field

1.4.2 If unfavorable, 2 working days  Office)

the Support Staff
shall send the
Confirmation Report
to the SWDA
through email and

via courier.
STEP 11: Send the None 1 working day Support Staff
Acknowledge Confirmation Report (depending on the ((Standards Section-
the and notify  the choice of the Field
receipt of the availability of the applicant) Office)
Certificate of License Certificate of

fo Operate. License to Operate

for release through
various means per
preference indicated
in the application
form. (direct pick-up

or courier)
TOTAL
For Complete and | £1,000. 20 working
Compliant: 00 days
For Incomplete None 17 working
Submission: days

B. Processing Procedures of Applications submitted at Standards Bureau through
Mail/Courier:
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STEP 1: Send
the Application
Form together
with the
prescribed
documentary
requirements for
Licensing through
Mail or Courier to:

Standards
Section of

Log receipt into the
Document Tracking
System (DTS) for
Standards Section —
Field Office. This
shall be route to the
Assigned Technical
Staff.

None

*15 minutes

Support Staff in
charge of
incoming
documents

(Standards
Section-
Field Office)

concerned DSWD
Field Office

STEP 2: Wait for
the result of
documents
review.

1.1 Review the
submitted
documents as to
completeness and
compliance, both in
form and substance.

The submitted
complete documents
must  satisfy  the

following Criteria:

i. In
new
applicant
SWDA
applying to
operate a
residential
care facility,
the
applicant
must
establish the
need for a
residential
facility
serving a
particular
sector and
the absence
of related

case a

facility to
cater them.
(e.0.

None

2 working day

Technical Staff

(Standards
Section-
Field Office)
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Situationer)
ii. Applicant has
employed a
sufficient
number  of
duly qualified
staff and/or
registered
social
workers to
supervise

charge of its social

welfare and
development
activities and/or
social work
interventions in
accordance
with the set
standards.

ii.  Applicant

must submit a duly
certified financial
statement that at
least seventy
percent (70%) of its
funds are disbursed
for direct social work
services while thirty
percent (30%) of the
funds are disbursed
for administrative
services.

iv. ~The SWDA
must have a
financial
capacity

v.  Applicant
keeps record
of all social
development
and/or
welfare
activities
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Note: Criteria iv and
Vi are only
applicable for those
SWDAs that are
already in operation
prior to application
for License to
Operate.

1.2 If complete
and compliant, an
Acknowledgment
Letter and
Notification on the
proposed schedule
on the conduct of
Validation Visit shall
be prepared.

13 |If found
incomplete or non-
compliant, the
Acknowledgement

Letter prepared shall
contain the checklist
of requirements to
be secured and
complied. This will
be sent to the
applicant SWDA
together with all the

application

documents

submitted
STEP 3: Settle | If found both | £1,000.00( *15 minutes | Technical Staff
the required complete

processing fee. | and compliant, notify
the Applicant

Organization that
they have to settle
their processing fee.

and Support

Staff (Standards

Section-Field
Office)

e Inform the
applicant
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organization

that the
processing  of
the application
shall start once
they have paid
the required

fees and

provided
Field Office: The
Support Staff shall
prepare Billing
Statement and
instructs applicant to
proceed to Field
Office Cashier
Section.

Note: The processes
shall only take place
once the applicant
organization settle
its payment.

STEP 4. Provide | 1.1 Acknowledge the | None *15 Minutes | Support Staff in
the DSWD copy of Official charge of
Standards Receipt from the incoming
Section the copy SWDA. documents
of the Official (Standards
Receipt  (OR) | 1.2 For the Copy of g?}%'g)n' Field
through the OR sent through
following: email: the

Support Staff
2. Scanned copy managing the
of the Official Official email of
Receipt to the the  Standards
concerned Section shall
DSWD Field acknowledged

its receipt.
CLIENT STEPS | AGENCY ACTIONS | FEES TO | PROCESSING | PERSON

BE PAID TIME RESPONSIBLE

Offices’

official email
address  with
the
subject:
of

the
Organization_
Copy of OR for
Licensing.

Name

1.3. For the Copy of

OR sent through
mail/courier: the
assigned
technical
shall

Staff

acknowledged its

receipt.
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3. Hand-carry
the
Photocopy of
Official
Receipt

4. Courier the

Photocopy
of
Official
Receipt
Step 5: Provide the | None *5 minutes Support Staff
Accomplish applicant
and drop  the | Organization the
Customer’s Customer’s
Feedback Feedback
Form on the| Form
dropbox.
(Standards
Section- Field
Office)

Note: Applications received after 3:00pm shall be considered as a next working day

transaction.
STEP 6: Wait | Review and approval | None 3 working Section
for the notice of | of the days Head/Division
validation Acknowledgement Chief
assessment. Letter including its

attachments. (Standards _

Section-  Field
Office)

For those with

requirements that are

complete and

compliant,

Confirmation of

Validation Visit.
STEP 7: For those with | None 1 working day | Technical Staff
Confirm the requirements that are
Availability on complete and (Standards _
the proposed compliant, 599“0”' Field
Validation Confirmation of Office)
Visit Validation Visit.

Page 108 of 553




% DSWD

Department of Social Welfare and Development

Report and the Draft
Certificate of License
to Operate.

132 |If

unfavorable, review
and approval of the
Confirmation Report.

Unfavorable;

7 working
days

STEP 8: Conduct of Validation | None 1 working day | Technical Staff
Assist the visit per agreed
Assessor schedule (Star_1dard§
during the Set_:tlon- Field
conduct of Office)
Validation
visit.
Step 9: Provide the applicant | None *5 minutes Technical Staff
Accomplish Organization the
and place the Customer’s Feedback (Star.‘dard?
Customer’s Form Section- Field
Feedback Office)
Form on a
sealed
envelope.
STEP 10: Wait | 1.Prepare None 3 working days | Technical Staff
for the result of | Confirmation Report (Standards
the Validation | 1.2.1 If favorable, the Section-  Field
visit. Technical Staff shall Office)

draft Confirmation

Report and  Draft

Certificate of License

to Operate.

1.2.2 If not favorable,

the Technical Staff

shall detail the

Assessors Findings

and the agreed

compliance date of the

Action Plan.

1.3.11If favorable, | None Favorable; Section

review and approval of . Head/Division

the Confirmation 8 working days Chief

(Standards
Section-
Office)

Field
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1.4.1 If favorable, for Favorable; Regional

approval and . Director

signature of  the 3 working days (Standards

Certificate of License Section- Field

to Operate. Office)

Unfavorable;

1.4.2 If unfavorable, 1 Working

the Support Staff shall days Support Staff

send the Confirmation

Report to the SWDA (Star_1dards _

through email and via Section- - Field

courier. Office)
STEP 11: Wait | Send the None 1 working day | Support  Staff
on the release of| Confirmation Report (depending on | (Standards
the Certificate of | and notify the the choice of | Section-Field
License to availability of the the applicant) | Office)
Operate. Certificate of License to

Operate for release

through various means

per preference

indicated in the

application form. (direct

pick-up or courier)

TOTAL
For Complete and |#1,000.00 | 20 working
Compliant: days
For Incomplete None 17 working
Submission: days

*The number of minutes shall be included on the total working days
** This does not include the travel time of documents from the DSWD
*** Field Office to the Central Office, and vice versa.
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How to send

feedback

e Concerned citizen/concerned agencies send letter/email to the
concerned Field Office (FO)

DSWD - Field Officesend memo/email to Standards Bureau

How feedbacks are
processed

e FO send reply to the concerned citizen/ agencies within three
(3) days upon receipt of the feedback

Standards Bureau shall send reply letter/memo to the
concerned Field Office/concerned citizen within three (3) days
upon receipt of the feedback

How to file a
complaint

Complaints can be filed thru sending a letter or email to
concerned DSWD FO or SB. The name of person being
complained and the circumstances of the complaint should
be included in the information.

How complaints
are processed

e The concerned Office will conduct a case
conference/meeting to discuss the issue/concern. If
necessary, to set a meeting with the complainant and discuss
the concern.

e Internal investigation shall be conducted,
recommendation and officially
letter/memo to the concerned citizen/agencies/FO.

then provide
send reply

The timelines on the processing of complaints/grievances shall
be according to the DSWD Grievance Mechanism Guidelines.

Contact Information

Regional Director
DSWD Field Office VIII
(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.gov.ph

3.6. Pre-Accreditation of the Social Welfare and Development Programs
and Services of Licensed Private SWA and Public SWDA Operating
Within the Region
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Refers to the process conducted by the Standards Section of the concerned
DSWD Field Office to determine the readiness of the SWDA to meet the set
standards on SWD programs and services being delivered to its client prior to
SBs accreditation.

DSWD Field Office - Standards Section

(Regions I, II, I, IV-A, V, VI, VII, VIII, IX, X, XI,
Xll, CAR, Caraga, MIMAROPA & NCR)

Highly Technical

e Government to Client (G2C)
e Government to Government (G2G)

New applicant Registered and licensed SWDA
operating within the region.

1. One (1) original copy of the Duly e Any DSWD Field Office -
Accomplished Application Form Standards Section (Regions |,
i, 1, 1IV-A, V, VI VI VL X, X,
XlI, Xll, CAR, Caraga,
MIMAROPA & NCR)

e https://www.dswd.gov.ph/down

loads-2/ Annex 3. DSWD-RLA-
FO03 Application Form for
Accreditation

2. Pre-accreditation assessment e https://www.dswd.gov.ph/issua
nces/#M Cs
. . e For Residential
e For N?"‘.’ Applicant, submit one Amended Administrative Order
(1) original copy of the pre- No. 11, 5.2007 _ Entitled
assessment  conducted by Re;/ised’ S-tandards on

concerned Field Office covering
the Area of Operation
e For Renewal, submit one (1)

Residential Care Service

original copy of the assessment e For Community Based Please
tool signed by the SWAs Head of email sb@dswd.gov.ph
Agency

3. One (1) Original Copy of each of
the following Documents
Establishing Corporate Existence
and Regulatory Compliance
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e Securities Exchange
Commission (SEC) - Company
Registration and Monitoring

a. Certification of no derogatory
information issued by SEC (for
those operating more than six

. Department Secretariat
applcation. (ot applicable for|  Bulding, PICC  Complex
Public SWDA) Tg())(?s Boulevard, Pasay City,

b. ABSNET Membership e https://www.dswd.gov.ph/dow

Certification from the Regional nloads-2/ Annex 23. DSWD-
ABSNET (RAB) President or RLA-F023 ABSNET Active
Chairperson of the Cluster Membership

ABSNET (CAB) or the
authorized ABSNET  Officer
attesting the active ABSNET
membership of the applicant
SWDA.

For RAB President, the
Standards Section shall be the
one to issue the required
certification.

4. One (1) Original Copy of each of the
following Documents Establishing
Track Record and Good Standing

1. Duly signed Work and Financial

Plan for the two (2) succeeding e https://www.dswd.gov.ph/dow

nloads-2/ Annex 9. DSWD-

Years RLA-F009 Work and Financial
2. Notarized Updated Certification Plan

from the Board of Trustees e Board Resolution by the

and/or funding agency to Organization

financially support the
organization’s to operate for at
least two (2) years. (not
applicable for Public SWDA)
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3. Annual Accomplishment
Report previous year

4. Audited Financial Report of the
previous year

5. Profile of Clients served for the
preceding and current year

https://www.dswd.gov.ph/dow
nloads-2/ Annex 6. DSWD-
RLA-F006 Accomplishment
Report

https://www.dswd.gov.ph/dow
nloads-2/ Annex 8. DSWD-
RLA-F008 Audited Financial
Statement

https://www.dswd.gov.ph/dow
nloads-2/ Annex 20. DSWD-
RLA-F020 Profile of
Clients/Beneficiaries Served

5. One (1) Original Copy of each of the
following Documents Establishing
Corporate Existence and Regulatory
Compliance

d Declaration of Commitment
from the applicant of no
support to  tobacco in
compliance to the provisions of
EO 26 series of 2017(Providing
for the establishment of smoke-
free Environments in Public
and Enclosed Places) and RA
9211 (Tobacco Regulation Act
of 2003)

https://www.dswd.gov.ph/dow
nloads-2/ AO 11 s2019 Annex
A Declaration of Commitment

One (1) Original Copy of each of the
following Basic Documents

1. Manual of  Operation
containing the SWDAs
program and administrative
policies, procedures and
strategies to attain its
purpose/s among others

2. Profile of Board Trustees (Not
applicable to Public SWDAS)

3. Profile of Employees and
Volunteers: At least one (1) full
time staff who will manage its
operations

https://www.dswd.gov.ph/dow
nloads-2/ Annex 4. DSWD-
RLA-FO004 Manual of
Operation

https://www.dswd.gov.ph/dow
nloads-2/ Annex 21. DSWD-
RLA-F021 Profile of Governing
Board

https://www.dswd.gov.ph/dow
nloads-2/ Annex 22. DSWD-
RLA-F022 Profile of
Employees
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4. Certified True Copy of
General Information Sheet
issued by SEC (not
applicable for Public SWDA)

Note: The first 4 Basic Documents are
needed if only there is an update or
amendment on documents recently
submitted to DSWD Standards Bureau.

For Applicant SWA’s implementing Child
Placement Services:

4. One (1) Original Copy of the
Certification from DSWD or
one (1) photocopy of the
certificate of training attended
by the hired RSW related to
child placement service.

e Securities Exchange
Commission (SEC) -
Company Registration and
Monitoring Department
Secretariat Building, PICC
Complex, Roxas Boulevard,
Pasay City, 1307

e https://www.dswd.gov.ph/dow
nloads-2/ Annex 22. DSWD-
RLA-F022 Profile of
Employees

5 Certified True Copy of
General Information Sheet
issued by SEC (not applicable
for Public SWDA)

6. For Center Based (Residential
and Non-Residential Based)
AND Community Based, Copy
of the valid safety certificates
namely:

a. Occupancy permit
(only for new buildings)
or Annual Building
Inspection/Structural
Safety Certificate (for
old buildings)

b. Fire Safety Inspection
Certificate Water

c. Potability Certificate or

e City/Municipal Engineering

e Office of the Bureau of Fire

e City/Municipal Health Office of

e Securities Exchange
Commission (SEC) - Company
Registration and Monitoring
Department Secretariat
Building, PICC  Complex,
Roxas Boulevard, Pasay City,
1307

Office of Local Government
Unit covering the SWDAs
area of operation or Private
Engineer

Protection in the City/Municipal
Local Government Unit
covering the SWDAs area of
operation
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Sanitary Permit Local Government Unit
covering the SWDAs area of
operation or Private Service
Provider

h. For applicant serving within

the Ancestral Domains of e National Commission of
Indigenous People (IP) — Indigenous  People (NCIP)
Photocopy of NGO Regional Office where the

Accreditation from NCIP NGO operates

. For applicants with past and

current partnership with the e Field Office- Financial and
DSWD that involved transfer Management Service Unit or
of funds. concerned Government

Agency where the

Organization implemented or
implements projects  and
programs.

} Signed Data Privacy Consent

Form e Applicant

Note to Applicant: The acceptance of application documents does not imply
that the application is already approved. The applicant must satisfy the
assessment indicators for Accreditation based on DSWD Memorandum
Circular No. 17 Series of 2018.

A. Request received through courier/email (7 days)

STEP 1 Upload and make None None SWDA/
Secures available of the DSWD Field
application necessary Office

form thru the documents in the

DSWD DSWD website

Website/ Field

Office

Page 116 of 553



% DSWD

Department of Social Welfare and Development

STEP 2:
Submits the
application
documents, get
a

stamped
receiving copy
of the
documents
submitted and
reference
number for
follow up of the
request.

Receives the
documentary
requirements,
stamped the
receiving

copy and provide
the

applicant SWDA with
an application
reference number for
easy tracking.

None

30 minutes

Support Staff

in charge of

all  incoming
documents

Note: Application documents received after 3:00 PM shall be considered as a next

working day transaction.

STEP 3: Awaits
the result of the
documents
review

and notice of
pre-
accreditation

assessment.

1. Conducts desk
review of the
documentary
requirements:

1.110f
complete,
prepares
acknowledgem
ent letter
indicating the
schedule of the

1.2 If Incomplete,
prepares an
acknowledge-
ment letter
indicating the
checklist of
documents to
be submitted

None
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Step 4: Receive None Depends on the| Technical Staff
the SWDA
acknowledge-
ment letter from
the DSWD

Field
Office:

If the
acknowledge-
ment letter
indicates that
the submitted
documents

are complete
and compliant,
confirm the
schedule of the
pre-accreditation
assessment to
the DSWD Field
Office.

If the
acknowledge-
ment letter
indicates that
the submitted
documents
submitted are
incomplete and
non-compliant,
comply and
submit the
lacking
requirements.
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STEP 5: For Conducts the None Minimum of 2 | Technical Staff/
the SWDA pre- accreditation working days | SWDA
with complete assessment depending on
and compliant (virtual or actual the Programs
documents, visit) through the and Services
participate in following activities: for
the conduct of Focus Group Accreditation
pre-— Discussion with
accreditation )
Clients

assessment

. Interview with the staff

. Review of documents

. Ocular Inspection

. Action Planning/ Exit

Conference

Step 6: Provide the SWDA None After the pre- | Technical Staff/
Answer the with a Client accreditation SWDA
Client Satisfaction assessment
Satisfaction Measurement
Measurement

Form (CSMF)
and submit to
DSWD Field
Office.

Form for them to
answer and submit
to the DSWD Field
Office.

Note: Application documents received after 3:00 PM shall be considered as a next
working day transaction.

STEP 7: Wait
for the result of
assessment.

If the result of the
pre- accreditation
assessment is

favorable, the
technical staff to
prepare the
following:

e Confirmation
Report to the
SWDA

e Transmittal
memo to
Standards
Bureau attached
the confirmation

report, complete
documentary

None

11 working
days

Technical Staff
(Standards
Bureau - SB)

Section
Head/Division
Chief/Bureau
Director
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requirements
including the
accomplished
pre-
accreditation
assessment
tool.

If the result of the
pre- accreditation
is not favorable,
prepares a
confirmation report
to the SWDA and
Standards

Bureau highlighting
the indicators/
Requirements for

compliance of
SWDA.
TOTAL None 20 working
days
Social Work Agency: 4

Senior Citizen Center:;; None 19 working

days
*The number of minutes shall be included on the total number of working

days.
** This does not include the travel time of documents from the
DSWD Field Office to the Central Office, and vice versa.
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How  to  send| . concermed citizen/concerned agencies send letter/email to the
feedback concerned Field Office (FO)

DSWD - Field Officesend memo/email to Standards Bureau

How feedbacks are

processed o FO send reply to the concerned citizen/ agencies within three

(3) days upon receipt of the feedback

Standards Bureau shall send reply letter/memo to the
concerned Field Office/concerned citizen within three (3) days
upon receipt of the feedback

How to file a|Complaints can be filed thru sending a letter or email to
complaint concerned DSWD FO or SB. The name of person being
complained and the circumstances of the complaint should
be included in the information.

How complaints

e The concerned Office will conduct a case
are processed

conference/meeting to discuss the issue/concern. If
necessary, to set a meeting with the complainant and discuss
the concern.

e Internal investigation shall be conducted, then provide
recommendation and officially send reply
letter/memo to the concerned citizen/agencies/FO.

The timelines on the processing of complaints/grievances shall
be according to the DSWD Grievance Mechanism Guidelines.
Contact Information | Regional Director

DSWD Field Office VIII

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.gov.ph

3.7. Issuance of Certificate of Accreditation to Civil Society Organization
(CSO) Organized by the Sustainable Livelihood Program (SLP)
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The process of issuing Certificate of Accreditation to Civil Society
Organizations (CSOs) Beneficiaries of DSWD Projects and/or Program
Organized by the Sustainable Livelihood Program (SLP).

DSWD Field Office - Standards Section (Regions
L1, L V- A, VL VL VI VI IX, X, X, X, CAR,
Caraga, MIMAROPA & NCR)

Complex

e Government to Client (G2C)
e Government to Government (G2G)

All eligible beneficiary CSOs organized by the
Department through SLP.

1. Certified true copy of the Certificate of e DSWD  Sustainable Livelihood
Eligibility (CoE) Program- Regional Program
*The issuance of COE is subject Management Office (DSWD SLP-
to compliance on SLP existing guidelines. RPMO)

2. Endorsement of SLPAs with CoE signed by | ¢« DSWD  Sustainable  Livelihood
the Regional Program Coordinator (to Program- Regional Program
include the project/s approved, address of Management Office (DSWD SLP-
the SLPA, and the budget approved for RPMO)
the project)

Note to Applicant: The acceptance of application documents does not imply that
the application is already approved. The applicant must satisfy the assessment
indicators based on DSWD Memorandum Circular No.26 Series of 2020.

STEP 1: Logs receipt into| None *1 day Focal Person -
Submit/file the document
application tracking system
documents (DTS)/ Logbook

Refer to the

concerned unit.
Note: Application documents received after 3:00 PM shall be considered as a next working
day transaction.

STEP 2: Wait for | If Complete and None *4 days Focal Person -
the result of the | Compliant: DSWD
assessment .
1.1 Receive the Fiel
documentary d Office
requirements
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If found
incomplete or
non-compliant,
1.1 If found to be
incomplete,
prepares memo to
the SLP-RPMO

returning the
application
documents for
compliance.
STEP 3:Issuance | 11 Forwards the None 2 days Focal Person-

of Permit Standards Section

signed memo to
SLP-RMPO  with
the signed
certificates and
secures receiving

copy.

DSWD Field Office

1.2. Forwards
signed memo to
ICTMS for posting
to FO website.

1.3. Post of list of
accredited
Beneficiary CSOs
to FO-assigned
bulletin board

TOTAL
For Complete and Compliant; None 7 working days
For Incomplete Submission:| None 30 minutes

*The number of minutes shall be included on the total 7 working days.
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How  to  send| . concermed citizen/concerned agencies send letter/email to the
feedback concerned Field Office (FO)

DSWD - Field Officesend memo/email to Standards Bureau

How feedbacks are

processed o FO send reply to the concerned citizen/ agencies within three

(3) days upon receipt of the feedback

Standards Bureau shall send reply letter/memo to the
concerned Field Office/concerned citizen within three (3) days
upon receipt of the feedback

How to file a|Complaints can be filed thru sending a letter or email to
complaint concerned DSWD FO or SB. The name of person being
complained and the circumstances of the complaint should
be included in the information.

How complaints

e The concerned Office will conduct a case
are processed

conference/meeting to discuss the issue/concern. If
necessary, to set a meeting with the complainant and discuss
the concern.

e Internal investigation shall be conducted, then provide
recommendation and officially send reply
letter/memo to the concerned citizen/agencies/FO.

The timelines on the processing of complaints/grievances shall
be according to the DSWD Grievance Mechanism Guidelines.
Contact Information | Regional Director

DSWD Field Office VIII

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.gov.ph
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3.8. Issuance of Certificate of Accreditation to Civil Society Organization
(CSOs) Non-SLP Organized

The process of issuing Certificate of Accreditation to Civil Society Organizations
(CSOs) Beneficiaries of DSWD Projects and/or Program.

DSWD Field Office - Standards Section

(Regions I, II, I, IV-A, V, VI, VII, VIII, IX, X, XI,
Xll, CAR, CARAGA, MIMAROPA & NCR)
Highly Technical

e Government to Client (G2C)

e Government to Government (G2G)

All eligible beneficiary CSOs organized by the
Department through DSWD project/s and/or
program/s.

1. Duly accomplished and duly sworn e DSWD FO- Standards Section
Beneficiary CSO Accreditation Application
Form

2. Proof of existence or presence of the | ¢« CSO Beneficiary Applicant
CSO in its stated address and area of
operation or organization, namely:

a. Pictures of office and direction sketch;
and
b. At least one of the following
documents:
i. Barangay certification
ii. Certification or endorsement from
at least two (2) publicly known
individuals in the community
ii. Other documents showing proof
of existence
3. Proof of organization, namely: e CSO Beneficiary Applicant
a. Organizational chart or governance
structure; and

b. Date of organization, list of officers
and members with their complete
names, dates of birth (if known and
or registered, complete address, and
contact numbers, if available;

4. Certificate of Good Standing — if the CSO | e Government agency or agencies from
applicant has received public funds prior which it has received public funds
to its application; Specifically staying that
the CSO has liquated, in accordance
with COA regulations, all fund transfers
due for liguidation

5. Proof of having undergone Social | ¢ Designated DSWD Regional
Preparation Program/Project Officer of the DSWD

Program or project
where the CSO applicant is seeking funds
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Note to Applicant: The acceptance of application documents does not imply that
the application is already approved. The applicant must satisfy the assessment
indicators based on DSWD Memorandum Circular No. 17 Series of 2017.

STEP 1 Logs receipt into the
g document

Submit/file t None *2 hours Focal Person -

application . fac dard

documents king system (DTS)/ Stan_ ards
Logbook Section - .

DSWD Field

Refer to the Office
concerned unit.

Note: Application documents received after 3:00 PM shall be considered as a next working
day transaction.

STEP 2:
Wait for the It Complete None *18 days and 6 | Focal Person -
result of the "’?”d . hours Standards
assessment Compliant: Section -
1.1 Receive and DSWD Field
review the Office
documentary

requirements

1.2 Posting of
applicant to
DSWD website

1.3 Preparatory
activities for the
conduct of
validation

1.4 Conducts
validation as to
the existence of
the
applicant
beneficiary CSO
including its on-
going projects
and/or
programs as

applicable.

To include activities
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photo
documentation
of the validation
site, interviewed
persons and
other related
documents

1.5 Prepares and
signs Validation
Report and
Abstract
with supporting
documents.

1.6 Evaluation
and deliberation
by the Field
Office-
Accreditation
Committee.

1.7 Prepares

the
Certificate  of
Accreditation

1.8 Facilitates

Certificate  of
Accreditation

1.9 Post of list

If found incomplete
or non-compliant
(in any part of
the process)

1.1 If found to

1.2 Ifan
irregularity,
falsehood,
fabrication or
forgery is noted
or found in the

documents the
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applicant shall
be required to
explain not later
than 3 days from
receipt of notice
issued by the
Regional
Director.

STEP 3: Release of the

signed
Certificate/s of
Accreditation
through:

None *1 day Focal Person -
Standards Section -
DSWD Field Office

Receives the
Certificate of
Accreditation

1) Befitting
ceremony (e.g.
during
the flag- raising
ceremony)

2) Pick-up by the

CsoO
applicant,

3) Courier, and
4) Hand-carrying
of the
Certificate/s of,
Accreditation

whichever is

practicable.

TOTAL 20 working
N/A days

For Complete and Compliant:

For Incomplete Submission: None 130 minutes
*The number of minutes shall be included on the total 20 working days.
** This does not include the travel time of documents from the
DSWD Field Office to the Central Office, and vice versa.
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How  to  send| . concermed citizen/concerned agencies send letter/email to the
feedback concerned Field Office (FO)

DSWD - Field Officesend memo/email to Standards Bureau

How feedbacks are

processed o FO send reply to the concerned citizen/ agencies within three

(3) days upon receipt of the feedback

Standards Bureau shall send reply letter/memo to the
concerned Field Office/concerned citizen within three (3) days
upon receipt of the feedback

How to file a|Complaints can be filed thru sending a letter or email to
complaint concerned DSWD FO or SB. The name of person being
complained and the circumstances of the complaint should
be included in the information.

How complaints

e The concerned Office will conduct a case
are processed

conference/meeting to discuss the issue/concern. If
necessary, to set a meeting with the complainant and discuss
the concern.

e Internal investigation shall be conducted, then provide
recommendation and officially send reply
letter/memo to the concerned citizen/agencies/FO.

The timelines on the processing of complaints/grievances shall
be according to the DSWD Grievance Mechanism Guidelines.
Contact Information | Regional Director

DSWD Field Office VIII

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.gov.ph
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3.9. Accreditation of Pre-Marriage Counselors

The process of assessing the applicant eligible to conduct pre-marriage
counseling pursuant to Article 16 of the Family Code of the Philippines.

DSWD Field Office - Standards Section
(Regions I, II, IlI, IV-A, V, VI, VII, VIII, IX, X, XI,
Xll, CAR, Caraga, MIMAROPA & NCR)

Highly Technical

e Government to Client (G2C)

All qualified applicants per item VIl of MC 1 s.
2019 and as amended in MC 10 s. 2021

1. One (1) Duly Accomplished e Any DSWD Field Office - Standards

Application Form. Section (Regions I, Il, 1, IV-A, V, VI,
VII, VI, IX, X, XI, Xll, CAR, Caraga,
MIMAROPA & NCR)

e https://www.dswd.gov.ph/issuances/
MCs/MC 2019- 001.pdf
Annex A. PMC Form_App

One (1) photocopy of the following documents (griginal copies must be presented):

1. Any of the following as proof that the
applicant is a graduate of four (4) year
course:

a. Photocopy of Certificate of
graduation/college diploma or transcript
of records; or

b. Certified photocopy of valid PRC ID. e Any PRC Office nationwide

2. Photocopy of Training Certificates/
Certificates from seminars, conferences,
training, and other related activities on
basic counseling service for at

least
twenty-four (24) four hours. If original
copy is unavailable, a certified true e Training Provider

copy of the certificate of participation/
attendance from the training provider will
be accepted.

3. Any of the following as proof that
applicant is tasked to assist/conduct e Local Government Office
PMC sessions and/or part of the local
PMC Team, if applicable:

a. Certification from immediate Supervisor;
or
b. An approved resolution
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4. Documentation of at least six (6) PMC
sessions, which captures the role
performed by the applicant as proof that
he/she has assisted in the PM
Counseling session.

Annex C. Documentation Report
Template

https://www.dswd.gov.ph/issua
nces/MCs/MC 2019- 001.pdf

Other documents to be made available du

ring the assessment visit:

Accomplished Marriage Expectation
Inventory Form of would-be-married
couple/s present during the

validation visit.

1. Certificates of training, seminars,
orientation and other related or similar
activities on marriage counseling or
topics related to pre- marriage
counseling such as but not limited to
Gender and Development, Human
Maturity, Value Clarification and
Responsible Parenting for at least
twenty-four (24) hours within the
validity period of the preceding
certificate.

Training Provider

2. Accomplishment Report for the past
year with at least a minimum of ten
(10) PMC  sessions conducted
preceding the application using the
template provided by DSWD (Annex

Any DSWD Field Office - Standards
Section (Regions I, II, 1, IV-A, V, VI,
VII, VI, IX, X, X, Xll, CAR, Caraga,
MIMAROPA & NCR)
https://www.dswd.gov.ph/issuances/

D); MCs/MC 2019- 001.pdf Annex D.
PMC Form

3. Summary documentation of PMC e Any DSWD Field Office - Standards

session/s conducted for the past year Section (Regions I, Il, 1, IV-A, V, VI,

using the template provided by DSWD
(Annex C);

VI, VI, IX, X, XI, Xll, CAR, Caraga,
MIMAROPA & NCR)
https://www.dswd.gov.ph/issuances/
MCs/MC 2019- 00l1l.pdf Annex C.
PMC Form

Other documents to be made available du

ring the validation visit.

a. Accomplished Marriage
Expectation Inventory Form of
would-be-married couple/s present
during the validation
visit.

b. Accomplished and
consolidated result of client
feedback/satisfaction survey (See
Annex F) for the template) of
about fifty (50) percent of the total
number of counselled couple for

the past year; and

Any DSWD Field Office - Standards
Section (Regions I, II, 1, IV-A, V, VI,
VII, VI, IX, X, XI, Xll, CAR, Caraga,
MIMAROPA & NCR)
https://www.dswd.gov.ph/issuances/
MCs/MC 2019- 001.pdf Annex F.
PMC Form
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c. A summary/record on the number of o
Certificate of Marriage Counseling
issued.

Note to Applicant: The acceptance of application documents does not imply that
the application is already approved. The applicant must satisfy the assessment
indicators based on DSWD Memorandum Circular No. 01 Series of 2019.

A. Assessment Procedures for Walk-in Applicants

STEP 1: | Provides client None *5 minutes Support Staff in
Secures application form, and charge of all
application form | checklist of incoming

thru the DSWD | requirements documents (Field
Website/Field Office-Standards
Office Section)

STEP 2: Records receipt of None *15 minutes | Support Staff in
Submit/ file application and charge of all
application and | forward the same to incoming
supporting assigned staff. documents (Field
documents at Office-Standards
Field Office — Section)
Standards

Section

Note: Application documents received after 3:00 PM shall be considered as a next working
day transaction.

STEP 3: Awaits | 1.  Reviews and None 5 working days | Technical Staff or
for Assess the and 2 hours Officer of the day
acknowledgem | completeness of /| Support Staff in
ent' S or requirements/ phargg of al
notification documents submitted incoming ‘
relative to the documents (Field
application. and prepare

Acknowledgement Office -
letter, to wit: Standards
Section)

1.11f found

complete/

sufficient,

acknowledge

receipt of

application and

notifies applicant

and coordinate

Page 132 of 553



% DSWD

Department of Social Welfare and Development

for the schedule
assessment visit.
1.2 If found
insufficient/have
not
met required
gualification and
requirements,
acknowledge
receipt and notify
the applicant on
the
lacking
requirements and
provide
necessary
technical
assistance.

2. Review and
approval of
Supervisor/

Section Head

3. Review and
approval of the
Regional Director.

Supervisor/
Section Head

Regional Director

Step 4:
Accomplish
and drop the
Customer’s
Feedback
Form on the
dropbox.

STEP5: Actual
Accreditation
Assessment

Provide the
applicant
Organization the
Customer’s Form
Feedback

Conducts validation
assessment with the
applicable mode:

e Under Normal
circumstances
actual
accreditation
visit;

e During the

None

None

*5 minutes

1 working day

Support
Staff (Field
Office -
Standards
Section)

Technical Staff or
Officer of the day
(Field Office -
Standards
Section)
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state of
calamity/
emergency virtual

assessment.

Activities to take

place:
1. Brief overview
on the
assessment
process;
2. Observation
on the
couseling
session; and
3. Exit
Conference
STEP 6: | 1.1 Final Assessment None 7 working days | Technical Staff/
Awaits the | of the application Section Head/
approval of | documents and result Division Chief/
the . . of the actual
confirmation o
report/issuanc accreditation
e of the assessment.

Certificate

1.2 Prepares the
confirmation  report,
with the following
possible content:

a. If favorable, inform
applicant on the
approval of his/her
accreditation.

b. If unfavorable,
recommend for re-
assessment.

1.3 Forwards to the Support Staff
office of the RD for
approval/signature.
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1.4 Approval and Regional Director
Signature of the
documents
STEP 7: | Prepares None 5 working days | Support Staff
Awaits for the certificate
approval and | for  jssuance, if _ _
issuance of favourable. Regional Director
certificate, if
favorable.
Approval and
signature  of the
Certificate
STEP 8: Release of Certificate None 1 working day | Support
Receives the Staff (Field
Accreditation Office -
Certificate Standards
Section)
TOTAL
For Complete and Compliant;] None 18 working
days and 2.25
hours
For Complete Requirements with Areas | None 25 minutes
For Compliance:

*The number of minutes shall be included on the total number of working
days.

** This does not include the travel time of documents from the

DSWD Field Office to the Central Office, and vice versa.
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How  to  send| . concermed citizen/concerned agencies send letter/email to the
feedback concerned Field Office (FO)

DSWD - Field Officesend memo/email to Standards Bureau

How feedbacks are

processed o FO send reply to the concerned citizen/ agencies within three

(3) days upon receipt of the feedback

Standards Bureau shall send reply letter/memo to the
concerned Field Office/concerned citizen within three (3) days
upon receipt of the feedback

How to file a|Complaints can be filed thru sending a letter or email to
complaint concerned DSWD FO or SB. The name of person being
complained and the circumstances of the complaint should
be included in the information.

How complaints

e The concerned Office will conduct a case
are processed

conference/meeting to discuss the issue/concern. If
necessary, to set a meeting with the complainant and discuss
the concern.

e Internal investigation shall be conducted, then provide
recommendation and officially send reply
letter/memo to the concerned citizen/agencies/FO.

The timelines on the processing of complaints/grievances shall
be according to the DSWD Grievance Mechanism Guidelines.
Contact Information | Regional Director

DSWD Field Office VIII

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.gov.ph
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3.10. Endorsement of Duty-Exempt Importation of Donations to Social
Welfare and Development Agencies

The process of assessing the applicant SWDA to determine whether its
submitted requirements suffice their exemption from paying customs dues
for the release of foreign donations consigned to them.

Standards Section — DSWD Field Office

Standards Compliance Monitoring Division (SCMD)
— Standards Bureau, DSWD Central Office

Highly Technical

Government to Client (G2C)

Licensed and/or accredited private Social Welfare
and Development Agencies (SWDASs) in accordance
to section 800(m) of the Republic Act No. 10863,
otherwise known as the Customs Modernization and
Tariff Act (CMTA) of 2016, who wish to exempt from
customs dues the foreign donations consigned to
them.

1. Application form (DSWD DFE Form e DSWD Central Office -
1) Standards Bureau (SB)

IBP Road, Constitution Hills,
Batasan Pambansa

Complex, Quezon City

e Any DSWD Field Office -
Standards Section (Regions I, I,
I, IV-A, V, VI, VII, VIII, IX, X, XI,
Xll, CAR, Caraga, MIMAROPA &
NCR)

e https://www.dswd.gov.ph/issuanc
es/MCs/ MC 2019-021.pdf -
DSWD DFE Form 1
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2. Authenticated Deed of Donation from
the Philippine Consular Office of the
country of origin

Philippine Consular Office (i.e.
embassy or consulate) of the
country of origin

3. Notarized Deed of Acceptance

Notary public

4. Copy of valid DSWD Registration,
License and/or Accreditation Certificate

Issued by the DSWD to the licensed
and/or accredited SWDA
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5. Bill of Lading or Airway Bill Carrier (or agent) to
acknowledge  receipt of cargo

for shipment, usually provided by
the donor to the donee.

6. Packing List Carrier (or agent) to
acknowledge  receipt of cargo
for shipment, usually provided by
the donor to the donee

7. Plan of Distribution https://www.dswd.gov.ph/issuances/
MCs/MC 20 19-021.pdf -
DSWD DFE Form 2

e To be certified and endorsed by
the DSWD Field Office(s) having
jurisdiction over the target area
for distribution
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OPTIONAL REQUIREMENTS

1. Certification from Food and Drug Food and Drug Administration —

Administration (FDA), in case of Civic Drive, Filinvest Corporate

medicines City, Alabang, Muntinlupa City
1781

2. Notarized distribution report on latest https://www.dswd.gov.ph/issuances/

shipment, if not the first time to import MCs/MC 20 19-021.pdf -

foreign donations. DSWD DFE Form 3

e To be certified correct by the
concerned DSWD Field Office

3. Proof of prior agreements or Appropriate government agencies
approved arrangements, in case In case
of relief items other than food and
medicines

Note to Applicant: The acceptance of application documents does not imply that the
application is already approved. The applicant must satisfy the assessment indicators
based on DSWD Memorandum Circular No. 21 Series of 2019.
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STEP 1:
The
representative
of the SWDA
files the
application
form, together
with the
supporting
documents/req
uirements at
the respective
DSWD- Field
Office
covering the
region where
the intended
distribution of
goods shall
take place.

Reviews the
completeness
and
correctness of
the submitted
application
documents
based on the
checklist.

If complete,
forward for
Tracking to
Support Staff

If incomplete,
return to
applicant,
provide TA and
checklist of
requirements.

Logs its receipt
into the
document
tracking
system

Provides

the walk-in
applicant

with document
reference
number for
easy tracking.

None

*30 minutes

Field Office:

Standards Unit
administrative
personnel and/or
Officer-
of-the-Day

Note: Application documents received after 3:00 PM shall be considered as a next
working day transaction.
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STEP 2. The | Accounting Section Php1,000.00 *10 minutes Field Office:
applicant shall | for the order of Cash  Section
pay the | payment then pay personnel
required the necessary fee to
processing fee | Cash Section;
at the Cash
Unit of the
concerned Issues an official
DSWD-Field receipt.
Office;
provides a
copy to the
Standards
Section
STEP 3: Review and conduct | None 3 working days | Field Office:
Awaits results | assessment of the
of the submitted Standards
assessment. application Sectlc_m
documents for technical staff
eligibility and
compliance to
documentary

requirements;

Step 3a - If found

compliant to
eligibility and
documentary

reguirements

Prepare for conduct
of area visit

Step 3b - If found
non-compliant to

eligibility and
documentary
reguirements
Return application
documents to the
applicant with a

letter and checklist
citing reasons for
disapproval with
technical assistance
on how to rectify
non-compliance
and/or submit
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lacking

requirements

Provides the

applicant the Client

Satisfaction

Measurement Form
Note: While face-to-face is still prohibited during this pandemic situation, technical
assistance shall be provided in written form. In the event that the return of documents
cannot be facilitated due to unavailability of the service provider, acknowledgment letter
shall indicate the checklist of documents for compliance to be secured or accomplished.
STEP 4: Conducts area None 2 working days | Field Office:
Validation Visit | visit, obtains in- (per agreed

depth information schedule) gt;;s;rds

concernin .

administraiive and Technical Staff

operational aspects

of the program.

(Optional)
STEP 5: | Endorses the draft | None 1 working day | Field Office:
Endorsement to | acknowledgment
the DSWD | letter to the Stan_d ards
Central Office. Regional Director Sectlo_n

for approval Technical Staff

Endorses the DSWD Regional

application to the Director

Standards Bureau

at the Central

Office

If deficient to return

the application to

the applicant and

provide the

necessary

technical

assistance to

comply with the

requirement/s.

Checks the None 3 working days | Standards

completeness  of Bureau:

the submitted SCMD

application Technical Staff/

documents. Division Chief/

11, Logs its Bureau Director

receipt
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into the

Document
Transaction
Management
System
(DTMS)
If incomplete, return
the documents and
inform the Field
Office  concerned
that the application
shall not be
processed unless
they have
submitted the
complete
documents.

If approved, forward
the application to the
Office of the
Undersecretary
supervising the
Standards Bureau.

Prepares the
following:

e Endorsement
letter to
the DOF,
Conforme
letter to
applicant that
it should
comply
with post-
facilitation
requirements
o [etter
to concerned
DSWD
Field Office
informing
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them of
the
endorsement

If disapproved,
return the
documents and

AGENCY ACTIONS |[FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
send a written
communication to
concerned DSWD
Field Office, copy
furnished the
applicant, indicating
reasons for
disapproving  the
application.
Endorsement to | None 1 working day | DSWD
the Secretary Undersecretary
supervising the
Standards
Bureau

Affixes initial to
the endorsement
letter to DOF
Final Approval None 3 working days | SWD Secretary
of the
Endorsement

Affixes signature
to the
endorsement
letter to DOF
STEP 6: Informs the applicant None *10 minutes Standards
Approved and Field Office of Bureau:
applicants to pick | the approval of SCMD
up the endorsement. Technical Staff
Endorsement Preparation of the
Letter endorsement letter
for pick-up of the
applicant and the
conforme letter for
their signature.
TOTAL

Complete and Compliant:] £1,000.00 | Fourteen (14)
days
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Complete but non- Compliant

Eight (8) days

Submission: | £1,000.00 | and fifty (50)
minutes
For Incomplete Submission: None 30 minutes

*The number of minutes shall be included on the total 20 working days.
** This does not include the travel time of documents from the DSWD
Field Office to the Central Office, and vice versa.
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How  to  send| . concermed citizen/concerned agencies send letter/email to the
feedback concerned Field Office (FO)

DSWD - Field Officesend memo/email to Standards Bureau

How feedbacks are

processed o FO send reply to the concerned citizen/ agencies within three

(3) days upon receipt of the feedback

Standards Bureau shall send reply letter/memo to the
concerned Field Office/concerned citizen within three (3) days
upon receipt of the feedback

How to file a|Complaints can be filed thru sending a letter or email to
complaint concerned DSWD FO or SB. The name of person being
complained and the circumstances of the complaint should
be included in the information.

How complaints

e The concerned Office will conduct a case
are processed

conference/meeting to discuss the issue/concern. If
necessary, to set a meeting with the complainant and discuss
the concern.

e Internal investigation shall be conducted, then provide
recommendation and officially send reply
letter/memo to the concerned citizen/agencies/FO.

The timelines on the processing of complaints/grievances shall
be according to the DSWD Grievance Mechanism Guidelines.
Contact Information | Regional Director

DSWD Field Office VIII

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.gov.ph

3.11. Accreditation of Social Workers Managing Court Cases (SWMCCs)

The process of assessing the Social Workers managing court-related
cases as to their compliance to delivery of quality service.

Page 147 of 553


mailto:complaints@arta.gov.ph
mailto:pcc@malacanang.gov.ph
mailto:email@contactcenterngbayan.gov.ph

1. For Social Workers

% DSWD

Department of Social Welfare and Development

Standards Section — DSWD Field Office
Standards Compliance and Monitoring Division
(SCMD) Standards Bureau — DSWD Central
Office

Highly Technical

All Social Workers who are direct practitioners
including

supervisors from the DSWD Field Offices,
residential, and center-based facilities, Local
Government Units, other National Government
Agencies, Court Social Workers, Non-
Government  Organizations, and individual
practitioners managing court cases of the
disadvantaged groups.

a. 2 copies of Application e DSWD Central Office - Standards
Form for Accreditation of Bureau (SB)
Social Workers Managing IBP Road, Constitution Hills,
Court Cases (Annex A) Batasan Pambansa Complex,
Quezon City

e Any DSWD Field Office -
Standards Section (Regions I, II, III,
IV-A, V, VI, VII, VI, IX, X, XI, XII,
CAR, Caraga, MIMAROPA & NCR)

e Refer to DSWD Website —
Administrative Order No. 1 series
of 2008 for the form

b. 2 copies and original Valid Professional Regulations Commission
Professional Regulations
Commission Registration ID Card
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c. 2 copies of Certificate of
attendance to basic course
training (at least 32 hours) on the
management of court cases from
DSWD or its recognized training
institutions;

*In case of lost certificate, a
certified true copy from the
training provider may be
presented

Training Provider

d. Summary documentation of four
(4) cases managed (Annex B)

Refer to DSWD Website — Administrative
Order No. 1 series of 2008 for the template

e. Letter of Recommendation
attesting to the competence of
the social worker

Any of the following:

e Supervisor of the applicant;

e Philippine  Association of  Social
Workers, Inc. (PASWI);
e If court social worker, from the

Philippine Association of Court Social
Workers, Inc. (PACSWI)

f.  The following documents on
cases handled must be made
available during on-site
assessment:

e Case study reports;
e Progress/running notes;
e Case summaries;
e Case
conference
proceeding
s/notes

Applicant/Client

2. For Supervisors

a. First three (3) requirements stated
under new applicants for social
worker

(Same as stated above)

b. Technical supervisory notes of two
(2) supervisees as proof of
providing technical assistance

Applicant/Client
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c. The following documents on
cases handled must be made
available during on-site
assessment:

e Case study reports;
e Progress/running notes;
e Case summaries;

e Case conference
proceedings/notes

1. For Social Workers

Applicant/Client

a. Certificate of attendance to
relevant trainings attended or
refresher course of at least 24
hours

DSWD or recognized training institutions

b. Summary documentation (Annex
B) of cases managed for the
last six months

Refer to DSWD Website — Administrative
Order No. 1 series of 2008 for the template

¢. Recommendation from the
Supervisor attesting to the
competence of social worker in
managing court cases

Applicant/Client

d. The following documents on
cases handled must be made
available during on-site
assessment:

e Case study reports;

e Progress/running notes;
and

e Other relevant
documentations
pertaining to the cases

Applicant/Client

2. For Supervisor

a. First three (3) requirements stated
under renewal for social worker

(As stated above)

b. Technical supervisory notes of two
(2) supervisees as proof of
providing technical assistance

Applicant/Client
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c. The following documents on Applicant/Client
cases handled must be made
available during on-site
assessment:

e Case study reports;

e Progress/running
notes/marginal notes;

e Case summaries;

e Case conference
proceedings/notes

Note to Applicant: The acceptance of application documents does not imply that the
application is already approved. The applicant must satisfy the assessment indicators
based on DSWD Memorandum Circular No. 17 Series of 2018.

A. Applications received through Walk-in Applicants

STEP 1: The | A. the Field Office-| None 1 hour and 30 | Standards

Applicant shall | Standards Section minutes Section

file application Support Staff shall Support Staff/
(Annex A) at the | receive  submitted Standards
concerned documents with its Section Head /
DSWD Field original copies. A .
Offices (FO) - Do?:ument P Technical Staff
Standards Reference Number

Section together | shall be provided to

will the the applicant for

requirements easy tracking.

stated above. If complete, the

Technical Staff
assigned by the
Section Head will

then proceed
with the pre-
assessment
process.

If incomplete,
documents shall
be returned
accompanied by
provision of
technical
assistance and
checklist of

requirements.

Page 151 of 553



% DSWD

Department of Social Welfare and Development

B. Applications received through Mail/Courier

1.1.B The Field| None 4 hours 20 Standards
Office- Standards minutes Section
Section shall receive Support Staff/
the submitted Standards
documents and shall Section Head /

then farms out to the
Standards Head
Section.

Technical Staff

If complete, the
Technical  Staff
assigned by the
Section Head will

then proceed
with the pre-
assessment
process.

1.1.The technical | None 6 daysand 1 | Assigned
staff shall hour Standards
conduct desk Section
review of the Technical Staff /
received Standards
application as to Section Head/
completeness PPD/ ORD
and compliance.

1.2. If requirements None

are complete and
compliant, the
Field Office-
Standards
Section shall
prepare pre-
assessment
report and/or
endorsement
report to
Standards
Bureau along
with the
acknowledgement
letter to the
applicant Social
Worker on the
status of the
application.
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If incomplete or
non-compliant, an
acknowledgement
letter shall be
prepared indicating
the checklist of
lacking documents.

1.3. One set of copy of | None 1 hour Standards
the application Section
requirements and Support Staff
the signed/
approved pre-
assessment report
and/or
endorsement
report shall be
endorsed to

DSWD- Standards
Bureau, and file
the other copy in
the Field Office.

The signed/
approved
acknowledgement

letter shall also be
sent to the
applicant  Social

Worker.

1.4. The Standards| None 2.5 hours DSWD -
Bureau-  Support Standards
Staff shall receive Bureau Support
the endorsed Staff/'SCMD
application and will Section Head
endorse to
Standards
Compliance

Monitoring Division
(SCMD) thru the
Section Head.

1.5. The Standards None 1 day Assigned
Compliance DSWD-
Monitoring
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Division  (SCMD) Standards

Technical Staff Bureau

shall review the technical staff,

application and depending on

documents the

submitted by the Field

Applicant through Office where

Field Office. the application
was from.

If complete and

compliant,

preparation of

acknowledgement

letter indicating the
schedule and mode
of accreditation
shall be made:

e Under Normal
circumstances

actual
accreditation visit
shall be
conducted;

e During the state
of calamity/
emergency,
virtual
accreditation
shall be
conducted

If incomplete or
non- compliant, the
Technical Staff to
also prepare an
acknowledgement
letter indicating the
checklist of lacking
documents.
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1.6. If the submitted| None 13 hours and | Support Staff /
documents are 30 minutes | Assigned
complete and technical  staff/
compliant, the SCMD  Section
signed and Head / Bureau
approved Director
Acknowledgement DSWD-
letter shall be Standards
endorsed to the Bureau
Applicant  through
the Field Office
on the schedule
of
the assessment

STEP 2:| The technical staff| None 1 day Assigned
The shall conduct technical  staff
Applicant assessment through (per agreed from DSWD-
shall review of  case schedule) | giandards
coordinate with | records, interview of Bureau
Standards the applicant and
Bureau client/s, and conduct
through  the | of other relevant
Field Office on| gactivities.
the schedule of |y 7 Technical Staff| None |5 days and 2 | DSWD -
the shall prepare the hours after | Standards
assessment. Confirmation conduct of | Bureau Support
Report Certificate assessment Staff / Assigned
of  Accreditation, technical staff/
Executive SCMD  Section
Summary for the Head / SCMD
Assistant Secretary Division Chief
and
Undersecretary
and the transmittal
memo for review
and approval of the
Section Head and
Division Chief.

*If the applicant/s falls

below the set

standards, the said

applicant/s shall be

given appropriate

technical assistance

on the areas needing

improving. A re-
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assessment shall be

conducted after six
months.

2. The
applicant
shall
coordinate
with
Standards
Bureau
through the
Field Office
on the
schedule of

the

assessment.

2.1. The technical staff | None 1 day Assigned
shall conduct technical staff
assessment (per agreed from DSWD-
through review of schedule) Standards
case records, Bureau
interview of the
applicant and
client/s, and
conduct of other
relevant activities.

2.2. Technical Staff| None 5daysand2 | DSWD -
shall prepare the hours after | Standards
Confirmation conduct of | Bureau Support
Report Certificate assessment | staff / Assigned
of  Accreditation, technical staff
Executive from DSWD-
Summary for the Standards

Assistant Secretary
and
Undersecretary
and the transmittal
memo for review
and approval of the
Section Head and
Division Chief.

*If the applicant/s falls
below the set
standards, the said
applicant/s shall be
given appropriate
technical assistance on
the areas needing
improving. A re-
assessment shall be
conducted after six

months.

Bureau / SCMD
Section Head /

SCMD Division

Chief

Issuance of Accreditation Certificate. This shall be issued by the Department
Secretary or his/her duly authorized representative if the applicant has qualified the
accreditation standards.
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2.3. Standards Bureau | None 1 day and 1 | Bureau Director
shall review and/or hour and
approve and 30 DSWD-
endorse the minutes Standards
Bureau

Confirmation

Report, Executive
Summary,
Certificate of
Accreditation and
transmittal memo
to the Assistant
Cluster Head.

If with inputs/
comments/
corrections, the
documents shall
be returned to the
technical staff.

inputs/comments, it
shall be returned to
the Standards

Bureau.

2.4. The Assistant| None 1 day and Assistant
Cluster Head to 1 hour Secretary/
review and/or Cluster
approve and Head
endorse the DSWD-
Executive Standard
Summary, and
Certificate of Capacity
Accreditation and Building
transmittal memo Group
to the
Undersecretary.

If there will be

Page 157 of 553




% DSWD

Department of Social Welfare and Development

2.5. The Cluster Head None 1 day and Undersecr
to review and/or 1 hour etary/
approve the Cluster
Certificate of Head
Accreditation and DSWD-
other approved Standards
attached and
documents. Capacity

Building
Group

Certificate of
Accreditation

2.6. Standards Bureau | None 2 hours Standards
to endorse the Complian
approved ce
Certificate of Monitorin
Accreditation to the g Division
qualified Social (SCMD)
Worker through the Support
Field Office. Staff

One set of copy of the

approved Confirmation

Report and Certificate

of Accreditation shall

be transmitted to

Records Section

3. Qualified 1.1 Notify the None 30 minutes | Support
applicant shall | Applicant staff from
receive/pick- up | Organization on the the

the Accreditation | availability of the DSWD
Certificate from | certificate FO-

the Field Office Standards
Whefe the Section
appllqatlon 1.2 Issues the

was filed. y

Total Processing Time: 20 working days

*The number of minutes shall be included on the total 20 working days.
** This does not include the travel time of documents from the DSWD
Field Office to the Central Office, and vice versa.
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How  to  send| . concermed citizen/concered agencies send letter/email to the
feedback concerned Field Office (FO)

DSWD - Field Officesend memo/email to Standards Bureau

How feedbacks are

processed ¢ FO send reply to the concerned citizen/ agencies within three

(3) days upon receipt of the feedback

Standards Bureau shall send reply letter/memo to the
concerned Field Office/concerned citizen within three (3) days
upon receipt of the feedback

How to file a|Complaints can be filed thru sending a letter or email to
complaint concerned DSWD FO or SB. The name of person being
complained and the circumstances of the complaint should
be included in the information.

How complaints

e The concerned Office will conduct a case
are processed

conference/meeting to discuss the issue/concern. If
necessary, to set a meeting with the complainant and discuss
the concern.

e Internal investigation shall be conducted, then provide
recommendation and officially send reply
letter/memo to the concerned citizen/agencies/FO.

The timelines on the processing of complaints/grievances shall
be according to the DSWD Grievance Mechanism Guidelines.
Contact Information | Regional Director

DSWD Field Office VIII

(053) 321-3322

ARTA
8-478-5093
complaints@arta.gov.ph

Presidential Complaint Center (PCC)
8888
pcc@malacanang.gov.ph

Contact Center ng Bayan
0908-881-6565
email@contactcenterngbayan.gov.ph
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4. Personnel Administration Section

4.1. Issuance of Service Record (SR) to Separated Officials and
Employees

The Service Record (SR) is being issued to separated Officials and employees in
the Field Office who have been cleared of money, property, and legal
accountabilities. As requested, the SR provides and certifies their detailed
government service, to include: Full Name, Date and Place of Birth, Positions,
Status of Employment and Equivalent Periods and Salaries

Personnel Administration Section (PAS)

Complex

G2C — Government to Transacting Public

Separated Field Office (FO) Officials and Employees

HRMDD-PAS Request Form or PAS Receiving Area
formal letter or e-mail request Client
FO Clearance Certificate Client or if none, FILE 201 / PER 16
Special Power of Attorney (If authorized | Client
representative)
FEE
AGENCY S TO | PROCESSI PERSON
CLIENT STEPS ACTIONS BE NG TIME RESPONSIBLE
PAID
1. Send mail/e-mail |1. Receive the
or for walk-in complete none | 10 minutes Incoming /
without any documents Outgoing Clerk
written request, submitted PAS Recelving
accomplish the Area

HRMDD-PAS
Request Form
(write contact
details as well if
preferred mode
of receipt is via
courier
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purposes, as
needed) and
submit to PAS
together with
complete
supporting
documents.
2. Wait for advice | 2.1. Review the
of the assigned Service Card none | 6 Days, 2 PAS Focal
PAS Focal data, if updated hours Person
Person review (depending | FOs Personnel
documents on the period| Transactions
submitted and of retrieving Section
check the FILE the files)
201 / PER 16 if
needed.
2.2. Encode/ch PAS Focal
eck details of none | 30 minutes Person
SR, print the FOs Personnel
issuance and Transa(_:tlons
attach the Section
necessary
documents
2.3. Review and Section Head
Sign/initial  the | none 4 hours or Personnel
SR (depending Officer
on the FOs Personnel
availability Transag:tions
of Section
signatories) OIC-Chief,
HRMDD
3. Inform PAS on | 3. Inform the
method of client that the none | 5 minutes
receiving the SR is ready
duly-signed SR. and ask if for
pick-up or for
courier service
(either through PAS Focal
chat, e-mail or Person
phone call) FOs Personnel
41. If the SR is [4.1.1. Prepare Transactions
to be sent via and print the none | 20 minutes Section
courier service, transmittal
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wait until the letter with
parcel is sent to information on
given address. how to return
customer
feedback.
Attach one
originally
signed SR and
one Customer
Feedback
Form for
accomplishme
nt
4.1.2. Review and Section Head
Sign/Initial the | none | 20 minutes or Personnel
transmittal Officer
letter FOs Personnel
Transactions
Section
OIC-Chief,
HRMDD
4.1.3. Encode Incoming /
tracking details | none | 15 minutes | Outgoing Clerk
in the e-DTMS PAS Receiving
Area
4.1.4. Forward Incoming /
the document | none | 10 minutes | Outgoing Clerk
to the AD- PAS Receiving
RAMS for Incﬁ:ﬁ; /
courier service Outgoing glerk
AD-RAMS
A.2. If the SR is | 4.2.1. Provide
for pick-up, one originally | none | 10 minutes Incoming /
proceed to PAS signed SR to Outgoing Clerk
and get the the client and PAS Receiving
requested have it Area
document. properly
received. Ask
the client to
accomplish
Customer
Feedback
Form
May be

Page 162 of 553




% DSWD

Department of Social Welfare and Development

TOTAL | none 7 Days extended

depending on
the volume of
transactions

handled
How to send feedback Kindly accomplish the Customer Feedback Form

(HRMDD-GF-07) and put them in the drop box
located at the PAS Receiving Area.

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph
How feedbacks are | Every end of the month, your feedbacks are
processed consolidated and summarized by the designated

Personnel Officer.

Feedbacks requiring answers/clarifications are
forwarded to appropriate Office for immediate
response within 3 working days

Appropriate client shall be informed of the
response.

For the status of your query/clarification, you may
contact us thru:

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph

How to file a complaint Kindly accomplish the Customer Feedback Form
(HRMDD-GF-07) and put them in the drop box
located at the PAS Receiving Area.

You may also file your complaint through
telephone with the following details:

- Your Name and contact details

Transaction with PAS

Name of Person complained of

Reason for complaint

Evidence/s, if any

For the status of your complaint/s, you may
contact us thru:

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph
How complaints are | Every end of the month, your
processed feedbacks/complaints are consolidated and

summarized by the designated Personnel Officer.
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Feedbacks requiring answers/clarifications are
forwarded to appropriate Office for immediate
response within 3 working days.

Proper investigation shall be conducted and a
report shall be filed by the assigned employee.

Appropriate client shall be informed of the
response.

For the status of your complaint, you may contact

us thru:

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph

Contact Information of CCB, | ¢ Anti-Red Tape Authority (ARTA)

PCC, ARTA complaints@arta.gov.ph, 8-478-5093

e Presidential Complaint Center (PCC)
pcc@malacanang.gov.ph, 8888

e Contact Center ng Bayan (CCB)
email@contactcenterngbayan.gov.ph, before
CSC (Civil Service Commission), 0908-881-
6565

4.2. Issuance of Completed Office Clearance for Money, Property, and
Legal Accountabilities to Separated Officials and Employees

The Office Clearance Certificate is being provided to Officials and employees
who were separated from the Department which certifies that the former
Official/lemployee no longer has money, property and legal accountabilities. The
provision of the Office Clearance Certificate may be requested by separated
Officials and employees if the Office Clearance Certificate initially-issued to them
was lost, damaged, etc., or the Official/employee was not able to secure the duly-
accomplished Office Clearance Certificate at the time of their separations.

Personnel Administration Section (PAS)

Complex

G2C — Government to Transacting Public

Separated Field Office (FO) Officials and Employees who
already has a duly-accomplished Office Clearance
Certificate on file/submitted to PAS and without any money,
property, and legal accountabilities.
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HRMDD-PAS Request Form or PAS Receiving Area
formal or e-mail request Client
Letter of Separation and its Acceptance | Client or if none, FILE 201 / PER 16
Special Power of Attorney (If authorized | Client
representative)
FEES
PERSON
AGENCY TO | PROCESS
CLIENT STEPS ACTIONS BE ING TIME RESPCI;NSIBL
PAID
1. Send mail/e-mail |1. Receive the
or for walk-in documents none | 5 minutes Incoming /
without any submitted Outgoing
written request, Clerk
accomplish the PAS Receiving
HRMDD-PAS Area
Request Form
(write contact
details as well
for courier
purpose) and
submit to PAS,
together with
complete
supporting
documents
. Wait for advice [2.1. Review the 6 days, 6 PAS Focal
of the assigned documents None | hours Person
PAS Focal | submitted and (may take
Person check the FILE longer hours
201 / PER 16 to depending
retrieve the FO on the period
Clearance of retrieving
Certificate  on the files)
file.
2.2. Ifthereis an
extra original None | 10 minutes PAS Focal
copy of the FO Person
Clearance
Certificate on
file, remove it
from the FILE
201/ PER 16.
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If there is only
one (1) original
copy of the FO

Clearance
Certificate on
file, have it
photocopied
then put a

“Certified  True
Copy” stamp on
it.

Certificate and
one Customer
Feedback Form

2.3. Sign the | none | 30 minutes | Section Head
photocopied FO
Clearance Or
Certificate as to
the “Certified OIC-Chief,
True Copy” HRMDD

. Inform  PAS of |3. Inform the client
preferred that the | none | 5 minutes PAS Focal
method of | original/CTC Person
receiving the copy of his/her
original/CTC FO Clearance
copy of the FO Certificate is
Clearance ready and ask if
Certificate for pick-up or for

courier  service
(either through
chat, e-mail, or
phone call)

Cf the |[4.1. Prepare and | none | 20 minutes PAS Focal
original/CTC print the Person
copy of the FO transmittal letter
Clearance with information
Certificate is to on how to return
be sent Vvia customer
courier service, feedback.
wait until the Attach one
parcel is sent to original/CTC
given address copy of the FO

Clearance
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for
accomplishment
Section Head
4.2. Review and | none | 30 minutes | or Personnel
Sign/initial  the Officer
transmittal letter
OIC-Chief,
HRMDD
Incoming /
4.3. Encode none | 10 minutes Outgoing
tracking details Clerk
in the e-DTMS PAS Receiving
Area
Incoming /
4.4. Forward the | none | 10 minutes Outgoing
document to the Clerk
AD-RAMS  for PAS Receiving
courier service Are_a
Incoming /
Outgoing
Clerk
AD-RAMS
May be
TOTAL | none 7 days extended

depending on

the volume of

transactions
handled

How to send feedback Kindly accomplish the Customer Feedback Form
(HRMDD-GF-07) and put them in the drop box
located at the PAS Receiving Area.

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph
How feedbacks are | Every end of the month, your feedbacks are
processed consolidated and summarized by the designated

Personnel Officer.

Feedbacks requiring answers/clarifications are
forwarded to appropriate Office for immediate
response within 3 working days

Appropriate client shall be informed of the
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response.

For the status of your query/clarification, you may
contact us thru:

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph

How to file a complaint Kindly accomplish the Customer Feedback Form
(HRMDD-GF-07) and put them in the drop box
located at the PAS Receiving Area.

You may also file your complaint through
telephone with the following details:

- Your Name and contact details

Transaction with PAS

Name of Person complained of

Reason for complaint

Evidence/s, if any

For the status of your complaint/s, you may
contact us thru:

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph
How complaints are | Every end of the month, your
processed feedbacks/complaints are consolidated and

summarized by the designated Personnel Officer.

Feedbacks requiring answers/clarifications are
forwarded to appropriate Office for immediate
response within 3 working days.

Proper investigation shall be conducted and a
report shall be filed by the assigned employee.

Appropriate client shall be informed of the
response.

For the status of your complaint, you may contact
us thru:

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph

Contact Information of CCB, | @ Anti-Red Tape Authority (ARTA)

PCC, ARTA complaints@arta.gov.ph, 8-478-5093

e Presidential Complaint Center (PCC)
pcc@malacanang.gov.ph, 8888

e Contact Center ng Bayan (CCB)
email@contactcenterngbayan.gov.ph, before
CSC (Civil Service Commission), 0908-881-
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6565

4.3. Issuance of Certificate of Employment to Separated Officials and
Employees, and Contract of Service Workers

The COE is issued to separated Officials and employees in the Field Office who
have been cleared of money, property, and legal accountabilities, which certifies
their services rendered in the Department

Personnel Administration Section (PAS)

Complex

G2C - Government to Transacting Public

Separated Field Office (FO) Officials and Employees

HRMDD-PAS Request Form or PAS Receiving Area
formal letter or e-mail request Client
FO Clearance Certificate Client or if none, FILE 201 / PER 16
Special Power of Attorney (If authorized | Client
representative)
FEES | PROCE
AGENCY PERSON
CLIENT STEPS TO BE | SSING
ACTIONS PAID TIME RESPONSIBLE
1. Send mail/e-mail |1. Receive the
or for walk-in complete none 10 Incoming /
without any | documents minutes | Outgoing Clerk
written request, |  submitted PAS Receiving
accomplish the Area
HRMDD-PAS

Request Form
(write contact
details as well
for courier
purposes, if
needed) and
submit to PAS,
together  with
complete

supporting
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documents.

2. Wait for advice |2.1. Review the | none 2 days, PAS Focal
of the assigned documents 4 Person
PAS Focal | submitted and hours | FOs Personnel
Person check the FILE (may take| ~ Transactions

201 / PER 16 if longer Section
needed. hours
dependin
g on the
period of
retrieving
files, if
needed)
2.2.  Encode/
check details to | none
COE, print the
. 30
issuance and minutes
attach the
necessary
documents
2.3. Review and Section Head or
Sign/initial the | none | 2 hours Personnel
COE Officer
FOs Personnel
Transactions
Section
OIC-Chief,
HRMDD

3. Inform PAS of |3. Inform the
preferred client that the | none 5
method of COE is ready minutes
receiving the and ask if for
duly signed COE pick up or for

courier service

(either through

chat, e-mail, or

phone call) PAS Focal

l.1.If COE is to be |[l.1.1. Prepare Person

sent via courier and print the
service, wait | transmittal FOs Personnel
until the parcel is | letter with Transactions
sent to given| information on Section
address. how to return

customer
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feedback.
At_ta_ch one none 20
originally :
signed COE minutes
and one
Customer
Feedback Form
for
accomplishmen
t.
[.1.2. Review and Section Head or
Sign/Initial the | none 20 Personnel
transmittal minutes Officer
letter FOs Personnel
Transactions
Section
OIC-Chief,
HRMDD
1.1.3. Encode Incoming /
tracking details | none 15 Outgoing Clerk
in the e-DTMS minutes | PAS Receiving
Area
1.1.4. Forward Incoming /
the document| none 10 Outgoing Clerk
to the AD- minutes | PAS Receiving
RAMS for Incﬁrrr?ia:] /
courier service Outgoing glerk
AD-RAMS
[.2. If COE is for |l.2.1. Provide
pick-up, one originally | none 10 Incoming /
proceed to PAS |  signed COE to minutes | Outgoing Clerk
and get the| the client and PAS Receiving
requested have it properly Area
document. received by
him/her. Ask
the client to
accomplish
Customer
Feedback Form
May be extended
TOTAL None 3 dayS depending on the
volume of
transactions
handled

Page 171 of 553




% DSWD

Department of Social Welfare and Development

How to send feedback Kindly accomplish the Customer Feedback Form
(HRMDD-GF-07) and put them in the drop box
located at the PAS Receiving Area.

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph
How feedbacks are | Every end of the month, your feedbacks are
processed consolidated and summarized by the designated

Personnel Officer.

Feedbacks requiring answers/clarifications are
forwarded to appropriate Office for immediate
response within 3 working days

Appropriate client shall be informed of the
response.

For the status of your query/clarification, you may
contact us thru:

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph

How to file a complaint Kindly accomplish the Customer Feedback Form
(HRMDD-GF-07) and put them in the drop box
located at the PAS Receiving Area.

You may also file your complaint through
telephone with the following details:

- Your Name and contact details

Transaction with PAS

Name of Person complained of

Reason for complaint

Evidence/s, if any

For the status of your complaint/s, you may
contact us thru:

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph
How complaints are | Every end of the month, your
processed feedbacks/complaints are consolidated and

summarized by the designated Personnel Officer.

Feedbacks requiring answers/clarifications are
forwarded to appropriate Office for immediate
response within 3 working days.

Proper investigation shall be conducted and a
report shall be filed by the assigned employee.
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Appropriate client shall be informed of the
response.

For the status of your complaint, you may contact

us thru:

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph

Contact Information of CCB, | @ Anti-Red Tape Authority (ARTA)

PCC, ARTA complaints@arta.gov.ph, 8-478-5093

e Presidential Complaint Center (PCC)
pcc@malacanang.gov.ph, 8888

e Contact Center ng Bayan (CCB)
email@contactcenterngbayan.gov.ph, before
CSC (Civil Service Commission), 0908-881-
6565

4.4. Issuance of Certificate of Leave Without Pay (LWOP)/ No LWOP to
Separated Officials and Employees

The Certificate of Leave Without Pay (LWOP)/No LWORP is issued to separated
Officials and employees in the Field Office who have been cleared of money,
property, and legal accountabilities, which certifies that they have/do not have
Leave Without Pay (LWOP) for a certain period.

Personnel Administration Section (PAS)

Complex

G2C - Government to Transacting Public

Separated Field Office (FO) Officials and Employees

HRMDD-PAS Request Form or PAS Receiving Area
formal letter or e-mail request Client
FO Clearance Certificate Client or if none, FILE 201 / PER 16

Special Power of Attorney (If | Client
authorized representative)

FEES PERSON
CLIENT STEPS AGENCY TO BE PROCESSING RESPONSIBL
ACTIONS TIME
PAID E
1. Send mail/le- |1. Receive the
mail or for complete Incoming /
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walk-in without documents none 5 minutes Outgoing
any written submitted Clerk
request, PAS Receiving
accomplish Area

the HRMDD-
PAS Request
Form (Write
contact details
as well for
courier
purposes, if
needed) and
submit to PAS
together with

complete
supporting
documents.

. Wait for [2.1. Review 3 days
advice of the the none | (may take longer| PAS Focal
assigned PAS documents hours depending Person
Focal Person submitted on the period of

and encode retrieving files, if
the details of needed, and on
the Leave the length of
Ledger in the service of the
ELARS. separated
Official/employee)
2.2. Review 1 day and 4
the ELARS none hours
vis-a-vis the (may take
Leave Ledger longer hours
depending on
the volume of
transactions
being reviewed
and on the

length of service
of the separated

Official/
— employee) PAS Focal
2.3.  Reprintin P
erson

g of the none | 2 hours and 30
corrected minutes
ELARS, if
errors are
found.
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Encode
details to the
Certificate,
print the
issuance and
attach the
necessary
documents

2.4. Review
and
Sign/initial
the ELARS
and the
Certificate

none

2 days

Section Head
or Personnel
Officer

OIC-Chief,
HRMDD

Inform PAS
of preferred
method of
receiving the
duly-signed
Certificate.

3. Inform the
client that
the
Certificate is
ready and
ask if for
pick-up or for
courier
service
(either
through chat,
e-mail or
phone call)

none

10 minutes

PAS Focal
Person

4.1.

If the
Certificate is
to be sent via
courier

service, wait
until the parcel
is sent to
given address.

4.1.1. Prepare
and print the
transmittal
letter with
information
on how to
return
customer
feedback.
Attach one
originally
signed
Certificate
and one
Customer
Feedback
Form for

none

20 minutes

PAS Focal
Person
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accomplishm
ent.

4.1.2. Review Section Head
and none 20 minutes or Personnel
Sign/Initial Officer
the OIC-Chief
transmittal HRMDD '
letter
4.1.3. Encode Incoming /
tracking none 15 minutes Outgoing
details in the Clerk
e-DTMS PAS Receiving
Area
4.1.4. Forward Incoming /
the document | none 10 minutes Outgoing
to the AD- Clerk
RAMS for PAS Receiving
cour_ier Inc'co)\rr:ﬁg /
service Outgoing
Clerk
AD-RAMS
4.2. If the | 4.2.1. Provide Incoming /
Certificate is one originally | none 10 minutes Outgoing
for  pick-up, | signed Clerk
proceed to Certificate to PAS Receiving
PAS and get| the clientand Area
the requested have it
document. properly
received. Ask
the client to
accomplish
Customer
Feedback
Form
May be
TOTAL | none 7 days extended

depending on
the volume of
transactions
handled and
the length of
service of the
separated
Official/lemploye
e as recorded
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in the Leave
Ledger

How to send feedback Kindly accomplish the Customer Feedback Form
(HRMDD-GF-07) and put them in the drop box
located at the PAS Receiving Area.

VOIP: 18019
E-mail: personnel.fo8@dswd.gov.ph

How feedbacks are | Every end of the month, your feedbacks are
processed consolidated and summarized by the designated
Personnel Officer.

Feedbacks requiring answers/clarifications are
forwarded to appropriate Office for immediate
response within 3 working days

Appropriate client shall be informed of the
response.

For the status of your query/clarification, you may
contact us thru:

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph

How to file a complaint Kindly accomplish the Customer Feedback Form
(HRMDD-GF-07) and put them in the drop box
located at the PAS Receiving Area.

You may also file your complaint through
telephone with the following details:
- Your Name and contact details
Transaction with PAS
Name of Person complained of
Reason for complaint
Evidence/s, if any

For the status of your complaint/s, you may
contact us thru:

VOIP: 18019

E-mail: personnel.fo8 @dswd.gov.ph
How complaints are | Every end of the month, your
processed feedbacks/complaints are consolidated and

summarized by the designated Personnel Officer.

Feedbacks requiring answers/clarifications are
forwarded to appropriate Office for immediate
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response within 3 working days.

Proper investigation shall be conducted and a
report shall be filed by the assigned employee.

Appropriate client shall be informed of the
response.

For the status of your complaint, you may contact
us thru:

VOIP: 18019

E-mail: personnel.fo8@dswd.gov.ph

Contact Information of CCB, | Anti-Red Tape Authority (ARTA)

PCC, ARTA complaints@arta.gov.ph, 8-478-5093

Presidential Complaint Center (PCC)
pcc@malacanang.gov.ph, 8888

Contact Center ng Bayan (CCB)
email@contactcenterngbayan.qov.ph, before CSC
(Civil Service Commission), 0908-881-6565

5. Social Technology Unit

5.1. Technical Assistance on Social Marketing for the Institutionalization
of Completed Social Technologies (STs) (Tulong Teknikal Para sa
Pagpapalaganap ng Institusyonalisasyon ng mga Teknolohiyang
Panlipunan)

Refers to request for technical assistance to institutionalize (i.e., adopt or
replicate) completed Social Technologies (ST). Technical assistance may include
orientation on completed STs as part of social marketing activities, capability
building activities, advocacy and lobbying with policy making bodies.

Ito ay tumutukoy sa tulong teknikal upang ipatupad ang mga nabuong
Teknolohiyang Panlipunan.Ang tulong teknikal ay maaaring oryentasyon ng mga
nabuong Teknolohiyang Panlipunan, pagsasanay, adbokasiya, at lobbying sa
mga lokal na mambabatas.

Social Technology Bureau (STB) and Social
Technology Unit (STU)

Complex

Kumplikado
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G2G - Government to Government
G2C - Government to Citizens

G2G — Gobyerno sa Gobyerno
G2C- Gobyerno sa Publiko

National Government Agencies (NGAs), Local
Government Units (LGUs), Non-Government
Organizations (NGOs), Civil Society Organizations
(CSOs), and academe

Mga tanggapan at sangay ng Kagawaran, mga
Ahensya ng Pambansang Pamahalaan, Lokal na
Pamahalan, hindi ahensya ng gobyerno at
Akademya.

1. Written and signed request letter Requesting Office
with complete contact details (hame
and contact information) of the Opisinang nanghihingi ng serbisyo

requesting party,

2. Details of the technical assistance
needed.

1. Nakasulat at pirmadong liham ng
kahilingan na may kumpletong
detalye (pangalan, impormasyon sa
pakikipag-ugnay) ng partidong
humiling, at

2. Detalye ng kinakailangang tulong na
panteknikal.

1) The Local | 1) Receive the None 30 minutes | Administrati
Government Signed Document ve Staff
Units, NGOs, on the Request for | Wala 30 minuto
Academe, and TA; Review Administrati
other National attachments and bong
Government signatures; Tag as Kawani

Agencies write priority ISO/EODB
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an official
request
through email
or other
electronic
platforms to
DSWD-Social
Technology
Bureaus/Units
(STUs)
requesting for
technical
assistance and
provide the
details of the
TA being
requested from
the bureau.

Ang Lokal na
Pamahalaan,
Di Ahensya ng
Gobyerno  at
Ahensya  ng
Pambansang
Pamahalaan
ay opisyal na
magpapabatid
ng kanilang
hiling sa
pamamagitan
ng emalil 0
ibang
plataporma/
pamamaraan
sa STB para
sa hiling na
tulong teknikal.
Kalakip nito

ang
detalyadong
hiling sa
tanggapan.

For Field
Offices where
STUs are

under the ARD
for Operations,
the ARDOs will

2)

document; Affix
routing slip; and
Record the
document in the
Tracking System.

Forward the
document to the
Head of Office via
email or printed

copy

Tatanggapin ang
pirmadong  hiling
na tulong teknikal.
Suriin ang mga
kalakip na
dokumento at tag
na I1SO/ EODB
prayoridad.

Ikabit ang slip ng
pagruruta at itala
sa sistema ng
pagsusubaybay ng

dokumento.

Magbigay ng
kopya ng
dokumento sa
Opisina ng Taga
Pangulo sa

pamamagitan ng
email o printed na
kopya
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be copy
furnished with
the request.

Para sa mga

sangay ng
kagawaran
kung saan ang
STU ay nasa
pamamahala
ng ARD para
sa operasyon,
sila ay
bibigyan ng
sipi ng hiling
tulong teknikal.
None 3) Assess the None 4 hours Head of
requested Office
Wala assistance and Wala 4 oras
identify the Opisina ng
concerned Tagapangul
division/ staff who 0

will take action on
the request.

For Field Offices
where STUs are
under the ARD for
Operations, the
ARDOs will be
copy-furnished

with the request.

Suriin ang
kahilingang tulong
kung ito ay sakop
ng tanggapan o
mayroon nang
mga naunang
kahilingang tulong
teknikal. Tukuyin
ang nararapat na
Sangay o kawani
na magbibigay
tugon sa
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kahilingan.
None 4) Review the None 4 hours Division
document, provide Chief /
Wala instructions and Wala 4 oras Section  /
assign to Unit Head
Technical Staff
who will act on the Pinuno ng
request, and Sangay/
forward the seksyon/
document to the yunit

Administrative
Staff to record the
instruction through
hard or electronic
copy in the
Tracking System

If the office has a
separate
Document
Tracker, copy
furnish him/her for
updating and
tracking.

None 5) Review the None 1 hour Technical
request and its Staff
Wala attachment. Wala 1 oras
Teknikal na
Suriin ang mga Kawani
hiing at mga
kalakip na
dokumento.

None 6) Coordinate with None 3 hours Technical
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the requesting or Staff

Wala the needed Wala 3 oras
technical Teknikal na
assistance Kawani
Makipag ugnayan
sa mga
kinauukulang
tanggapan para sa
kinakailangang
tulong teknikal.

None 7) Prepare response | None 2 hours Technical
to the request to Staff

Wala include result of Wala 2 oras
coordination with Teknikal na
respective offices; Kawani

Mag handa ng
tugon para sa
kahilingan na
maisama ang
naging resulta ng
ughayan ng mga
tanggapan.

7.1. Insert the
Client

Satisfaction
Survey Form /
Link in the
response if the
requested
service  was
already
provided
through the
response.
llakip at
pasasagutan
ang

ebalwasyon at
pormularyo sa
fidbak.

7.2. Insert
schedule of
follow-through
activities and
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actual conduct
of  meetings,
orientation or

capability
building
activities, if the
requested
service
requires.

llakip ang
iskedyul ng
susunod na
pagpupulong

at iba pang
aktibidad tulad

ng mga
pagsasanayat
oryentasyon.
None 8. Review the | None 4 hours Division
response to the Chief /
Wala requesting office: Wala 4 oras Section  /
Unit Head
8.1. If approved,
submit to the Pinuno ng
Bureau/Region Sangay/
al Director, seksyon/
copy furnished yunit
the Document
Tracker for
recording.
If not
approved, go
back to
number 7.
None 9) Forward  the | None 30 minutes | Administrati
document to the ve Staff
Wala Head of Office, | Wala 30 minuto o _
review Sdmlnlstratl
completeness  of ong.
Kawani

attachments  and
affix e-
signatures/initials,
proper use  of
templates
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None 10.) Review the | None 4 hours Head of
response Office
Wala Wala 4 oras
10.1. If approved, Opisina ng
sign the Tagapangul
document o
and forward
to outgoing
staff, copy
furnished the
Document
Tracker  for
recording in
the Tracking
System
If not approved, go
back to number 8.
None 11) Forward the | None 30 minutes | Administrati
signed document ve Staff
Wala response to the | Wwala 30 minuto
requesting Office, Administrati
thr(_)ugh emz_;ul or bong
mail, record in the Kawani
monitoring/trackin
g tool
None 12.) Keep a copy of | None 30 minutes | Administrati
the file in the ve Staff
Wala Records / Filing | Wala 30 minuto S
System Administrati
bong
Kawani
2) Answer the|13) As may be |None 2 days Technical
Client Satisfaction needed and Staff
Survey (CSS) agreed with the | Wala 2 araw
Sagutin ang Client requesting  part Teknikal na
Satisfaction Y Kawani
Survey condu_ct actual
technical
assistance activity
(meeting,
orientation and
capability building
activity), either via
face-to-face or
online means.
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After the activity,
Administer the
Client Satisfaction
Survey.
None 14.) Keep a copy of | None 1 hour Administrati
the CSS and ve Staff
Wala include in the | Wala 1 oras
periodic Administrati
preparation of bong .
CSMR (refer to Kawani
the DSWD Client
Satisfaction
Measurement
Survey and
Continual
Improvement
System
Procedure
Manual)
TOTAL 5 days,
2 hours
KABUUAN
5 araw,
2 oras

5.2. Technical Assistance Along Social Technology Development or
Sectoral Concerns (Tulong Teknikal sa Pagbuo ng Teknolohiyang
Panlipunan o Sektoral na Alalahanin)

Refers to requests for technical assistance on social technology development
processes, ongoing projects that the bureau is pilot testing, and/or on specific
issues/sectors which the bureau is responding to.

Patungkol sa mga kahilingang tulong teknikal sa mga proseso o pamamaraan ng
pagbuo ng teknolohiyang panlipunan, mga kasalukuyang proyektong
isinasakatuparan o mga tukoy na isyu o sektor na tinutugunan.

Social Technology Bureau (STB)

Complex

Komplikado
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G2C - Government to Citizen
G2G - Government to Government

G2C - Gobyerno sa Publiko
G2G — Gobyerno sa Gobyerno

DSWD-Offices, Bureaus,  Services, Units
(OBSUs), DSWD-Field Offices, National
Government Agencies (NGAS), Local Government
Units (LGUs), Non-Government Organizations
(NGOs), and academe

Mga tanggapan at sangay ng Kagawaran, mga
Ahensya ng Pambansang Pamahalaan, Lokal na
Pamahalan, hindi ahensya ng gobyerno at
Akademya.

Request Letter From the requesting LGU, NGO, or
NGA

Liham ng Kahilingan

Mula sa kahilingan ng Lokal na
Pamahalaan, Hindi Ahensya ng
Gobyerno Ahensya ng Pambansang
Pamahalaan.

1. The 1.1. None 30 minutes Administrative
Local Receive the Staff
Govern | Signed Wala 30 minuto
ment Document on the Administratibong
Units, Request for Kawani

NGOs, |TAReview
Academ | attachments and
e, and signatures; Tag

other as priority
National | ISO/EODB
Govern document;  Affix

routing slip; and
Record the
document in the

ment
Agencie
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S write
an
official
request
through
email or
other
electron
ic
platform
S to
STU
requesti
ng for
technica
|
assistan
ce and
provide
the
details
of the
TA
being
request
ed from
the
bureau.

Ang
Lokal
na
Pamaha
laan,
Ahensy
a ng
Gobyer
no at
Ahensy
a ng
Pamban
sang
Pamaha
laan ay
opisyal
na
magpap
abatid

ng

Tracking System

Tatanggapin ang
pirmadong hiling

na tulong
teknikal.

Suriin ang mga
kalakip na

dokumento at tag
na 1SO/ EODB
prayoridad.

Ikabit ang slip ng
pagruruta at itala
sa systema ng
pagsusubaybay
ng dokumento.

Forward the
document/email
to the Head of
Office via emall
or printed copy.

Isumite ang
dokumento sa
Opisina ng

tagapangulo sa
pamamagitan ng
emalil or
nakalimbag na
kopya.

1.2. Assess the
requested
assistance if
it is within
the scope of
the Bureau,
or if there
are existing
ST projects
for TA being
requested.
Identify  the
concerned
division/ staff
who will take
action on the
request.

None

Wala

4 hours

4 oras

Office Director

Direktor
Opisina

ng
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kanilang
hiling sa
pamam
agitan
ng
email o
ibang
platapor
ma/
pamam
araan
sa STU
para sa
hiling na
tulong
teknikal.
Kalakip
nito ang
detalya
dong
hiling sa
tanggap
an.]

For
Field
Offices
where
STUs
are
under
the
ARD for
Operati
ons, the
ARDOs
will  be
copy
furnishe
d with
the
request.

Para sa
mga
sangay
ng
kagawa
ran

Suriin - ang
kahilingang
tulong kung
ito ay sakop
ng
tanggapan o
mayroon
nang  mga
naunang
kahilingang
tulong
teknikal.
Tukuyin ang
nararapat na
Sangay o]
kawani  na
magbibigay
tugon sa
kahilingan.

1.3.

Record the
note of the
Bureau
Director and
forward the
document/e
mail to the
concerned
division.

Itala ang
note ng
Direktor  at
ibigay sa
naaayong
Sangay.

None

Wala

1 hour

1 oras

Administrative
Staff

Administratibong
Kawani

1.4

Review the
document,
assign  staff
who will act
on the
request and
provide
instruction/s.
Forward the
document/e
mail to the

None

Wala

4 hours

4 oras

Division/Section/
Unit Head

Pinuno ng
Sangay/Seksyon
/Yunit

Page 189 of 553



% DSWD

Department of Social Welfare and Development

kung staff
saan assigned.
ang
STU ay
nasa
pamam
ahala

ng ARD

Suriin ang
dokumento,
ibigay sa
tamang
kawani  na

para sa magbibigay

operasy ng tugon
on, sila gyon . sa
ay isinumiteng

bibigyan hiling . ’
ng  sipi magb!gay ng
ng hiling tagubilin  sa
tulong responsable

teknikal. ng kawani. | |
1.5. Review the | None 2 working Technical Staff
request for days
technical Wala Teknikal na

assistance 2 araw Kawani
and prepare
a reply
relative to
the TA being
requested on
available
data.
Coordinate
with the
requesting
office as
necessary. If
the TA being
requested
only needs
written
technical
assistance,
actual TA
must be
provided by
officially
communicati
ng it to the
requesting
office.
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Suriin - ang
hiling na
tulong
teknikal  at
gumawa ng
tugon na
naaayon sa
hinihiling na
tulong
teknikal base
sa
nakahandan
g datos.

Makipag
ugnayan sa
humihiling na

tanggapan
Kung ang
hinihiling na
tulong
teknikal  ay
nangangaila-
ngan ng

nasusulat na
tugon, agad
itong isumite
sa humihiling
na
tanggapan.

Ensure
inclusion of
the Client
Satisfaction
Survey link
in the
memorandu
m/ letter.

llakip at
pasasagutan
ang
ebalwasyon
at
pormularyo
sa fidbak.
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1.6. Review and
approve the
official reply
and its
attachments.

Suriin at
aprubahan

ang opisyal
na tugon at
ang mga
dokumenton
g nakalakip.

If with
comments
for revision,
return to step
1.4.

Kung may
komento at
nangangaila
ngang
baguhin,
bumalik sa
hakbang 1.5.

If approved,
proceed to
step 1.7

Kung
aprubado,
magpatuloy
sa hakbang
1.7.

None

Wala

2 hours

2 oras

Division/Section/
Unit Head

Pinuno ng
Sangay/
Seksiyon/Yunit

1.7. Forward the
document to
the Head of
Office,
review
completenes
S of
attachments
and affixed
e_
signatures/ini
tials, proper

None

Wala

30 minutes

30 minutes

Administrative
Staff

Administratibong
Kawani
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use of
templates.

Isumite ang
dokumento
sa Opisina
ng
Tagapangulo
, suriin kung
kumpleto
ang mga
nakalakip na
dokumento
at ang mga
pirma.

. Review and | None 2 hours Office Director
sign the
document or | Wala 2 oras Direktor ng
affix e- Opisina
signature on
a PDF copy
of the
document
prepared by
the technical
staff.

Suriin at
lagdaan ang
dokumento o
ilagay ang
lagdang
dihital sa sipi
ng
dokumenton
g inihanda
ng kawaning
teknikal.

If with
comments
for revision,
return to step
1.6.

Kung may
komento
para sa
rebisyon,
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magbalik sa
hakbang 1.5.

If approved,
proceed to
step 1.8.

Kung
aprubado,
magpatuloy
sa hakbang
1.8.

1.10. Record | None 15 minutes Administrative
the signed Staff
document in | Wala 15 minuto
the  Tracking Administratibong
System. Send Kawani

the reply to the
requesting
office, either
via email or
courier.

Itala ang
pinirmahang
dokumento sa
Tracking
System.
Ipadala  ang
kasagutan sa
opisinang may
kahilingan sa
pamamagitan
ng email at

tagapagdala.]
2) Answer the | 1.11. As may be | None 2 days Technical Staff
Client needed and
Satisfaction agreed with the | Wala 2 araw Teknikal na
Survey (CSS) |requesting party, Kawani

conduct  actual
Sagutin  ang | technical

Client assistance
Satisfaction activity either via
Survey (CSS) | face-to-face  or
online means.
Administer the
Client
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Satisfaction
Survey.

Kung
kinakailangan at
pinagsang-
ayunan sa
opisinang  may
kahilingan,
magbigay ng
tulong  teknikal
harap-harapan o
sa pamamagitan
ng online na

plataporma.
Pasagutin  ang
Client
Satisfaction
Survey.
Total None 3 days,
6 hours & 15
Kabuuan Wala minutes
3 araw,
6 oras at 15
minuto

5.3. Sharing of Data, Information, and Knowledge Products on Social
Technologies (Pagbabahagi ng Datos, Impormasyon, at Produktong
Pangka Alaman Para sa Teknolohiyang Panlipunan)

Refers to request to share data, information, and knowledge products regarding
completed Social Technologies. The data or information may include reports on
completed Social Technology, disaggregated data, and other knowledge
products such as manual, training modules on Social Technologies.

The service aims to provide accurate and relevant data, and knowledge
products on social technologies that respond to the emerging needs of the poor,
vulnerable, and disadvantaged sectors that the DSWD and other intermediaries
ought to serve. The requested data may be used for policy, program formulation,
and implementation.

Patungkol sa mga kahilingan ukol sa pagbahagi ng mga datos, mga
impormasyon at mga produktong kaalaman patungkol sa mga nakumpletong
teknolohiyang panlipunan. Ang mga datos at impormasyon ay maaaring kasama
ang mga ulat tungkol sa mga nakumpetong social technologies,
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pinaghiwahiwalay na mga datos at iba pang mga produktong kaalaman katulad
ng mga manwal, mga modyul para sa mga training or pagsasanay.

Ang serbisyong ito ay naglalayon na makapagbigay ng tumpak at may
kaugnayang mga datos at produktong kaalaman ukol sa mga social
technologies na tumutugon sa mga pangagailangan ng mga mahihirap,
bulnerable at mga disadvantaged na sektor na pinaglilingkuran ng DSWD at ng
iba pang tagapamagitan. Ang mga hiniling na datos ay maaring gamitin para sa
mga polisiya o patakaran, pagbuo o pagpapatupad ng mga programa.

Social Technology Unit

COMPLEX

Komplikado

G2G - Government to Government
G2C - Government to Citizens

G2G — Gobyerno sa Publiko

G2C — Gobyerno sa Gobyerno

DSWD-Offices, Bureaus, Services, Units (OBSUS),
DSWD-Field Offices, National Government Agencies
(NGAs), Local Government Units (LGUs), Non-
Government Organizations (NGOs), Civil Society
Organizations (CSOs), and academe

Mga tanggapan at sangay ng Kagawaran, mga
Ahensya ng Pambansang Pamahalaan, Lokal na
Pamahalan, hindi ahensya ng gobyerno at Akademya.

1) Letter of Request From the requesting NGAs, LGUs or
CSOs

Liham ng Kahilingan
Mula sa mga humihiling na mga
2) Template of data requirement (if | ahensya ng Pambansang

applicable) Pamahalaan, Lokal na Pamahalan,

L' . .I
Mga template ng kinakailangang 0 mga Lipunang Sibi

datos (kung naaangkop)
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The Local Government
Units, NGOs, Academe,
and other National
Government Agencies
write an official request
through email or other
electronic platforms  to
STB requesting for data,

information, and
knowledge products
regarding completed

Social Technologies.

Ang Lokal na
Pamahalaan, Di Ahensya
ng Gobyerno at Ahensya
ng Pambansang
Pamahalaan ay opisyal
na magpapabatid ng
kanilang hiling sa
pamamagitan ng email o
ibang plataporma/
pamamaraan sa STB
para sa hiling na
impormasyon tungkol sa
Social Technologies.

For Field Offices where
STUs are under the ARD
for Operations, the
ARDOs will be copy
furnished with the
request.

Para sa mga sangay ng

kagawaran kung saan
ang STU ay nasa
pamamahala ng ARD

para sa operasyon, sila
ay bibigyan ng sipi ng
hiling tulong teknikal.

Lahat ng mga sulat para
sa mga kahilingan ay
mangyaring ipadala via
emalil sa:
soctech@dswd.gov.ph.

1) Receive the

Signed
Document
or
accomplish
ed Request
Form
(request for
data,
information,
and other
knowledge
products) ;
Review
attachments
and
signatures;
Tag as
priority
ISO/EODB
document;
Affix routing
slip; and
Record the
document in
the
Tracking
System

Tanggapin
ang
pirmadong
sulat o ang
accomplish
ed Request
Form (para
sa mga
kahilingan
ng datos,
impormasyo
n at
produktong
kaalaman);

Suriin  ang
mga kalakip
na

dokumento
at tag na
ISO/ EODB

None

Wala

45
minutes

45
minuto

Administrativ
e Staff

Administratib
ong Kawani
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2)

prayoridad.

Ikabit ang
slip ng
pagruruta at
itala sa
systema ng
pagsusubay
bay ng
dokumento.

Forward the
document/e
mail to the
Head of
Office via
email or
printed

copy.

[Isumite
ang
dokume
nto sa
pinuno
ng
tanggap
an  sa
pamama
gitan ng
email or
nakalim
bag na
kopya.]
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None 3) Assess | None 4 hours | Head of
the Office
Wala request | Wala 4 oras
and Opisina ng
provide Tagapangulo
instructi
on and
forward
the
docume
nt to the
Division
Chief
concern
ed, copy
furnishe
d the
Docume
nt
Tracker
for
recordin
g/trackin

g

Suriin
ang
hinihingi
at
magbigay
ng
tagubilin
at ipasa
ang
dokumen
to sa
Hepe ng
Sangay,
at
magbigay
ng kopya
sa
Documen
t Tracker
para sa
pagrekor
d at
pagsubay
bay
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2.1) For
Field
Offices
where
STUs are
under the
ARD for
Operation
S, the
ARDOs
will be

copy-
furnished

with the
request.

Para sa
mga

Field

Offices
kung

saan ang
STU ay
sumasail
alim sa
ARD

para sa
Operatio
ns, ang
mga

ARDO ay
bibigyan
din ng
kopya ng
dokumen
to.

None

Wala

4) Review
the
docume
nt,
provide
instructi
ons and
assign
to
Technic

None

Wala

4 hours

4 oras

Division
Chief
Section
Unit Head

Pinuno
Sangay/
seksyon/
yunit

/

ng
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al Staff
who will
act on
the
request,
and
forward
the
docume
nt to the
Administ
rative
Staff to
record
the
instructi
on
through
hard or
electroni
C copy

Suriin
ang
dokume
nto,
magbiga
y ng
tagubilin
at
magtala
ga ng
Technic
al Staff
na
kikilos
para
mabigay
ang
hinihingi
ng datos
0
imporma
syon, at
ipasa sa
Administ
rative
Staff
para
itala ang
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mga
tagubilin
sa
nakalim
bag o
electroni
C na
kopya

If the
office
has a
separate
Docume
nt
Tracker,

copy
furnish

him/her
for
updating
and
tracking.

Kung
ang
opisina
ay may
hiwalay
na
Docume
nt
Tracker,
bigyan
ito ng
kopya
para sa
updating
at
pagsuba
ybay.
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None 5) Review | None 8 hours | Technical
the Staff
Wala request | Wala 8 hours
and Teknikal na
determin Kawani

e source
and
method
of
sharing
data

Suriin
ang
hinihingi
at
tukuyin
kung
saan
mangga
galing
ang
datos o
imporma
syon at
paano
ito
ipapadal
a

5.1) If
available
in the
website,
include
the link
from the
STB

website
or FO
website.

Kung
matatag
puan sa
website
at
maaarin
g I-
downloa
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d mula
dito,
isama
ang link
mula sa
STB o
FO
website
sa
tugon

5.2) If
not
available

coordina
te  with
the
requesti
ng party
if
necessa
ry to
ensure
that data
to be
shared
are not
privilege
d and
sensitive
informati
on in
adheren
ce to the
Data
Privacy
Act
(DPA);
with the
Program
Focal
Person/s
to
generate
the data
needed;
and with
the
PDPS
for
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regional
data

Kung
wala sa
website,
makipag
uganaya
n sa
humihin
ging
tanggap
an
upang
siguradu
hin kung
ang
hinihingi
ng datos
ay hindi
‘privilege
d; 0
sensitibo
ng
imporma
syon
alinsuno
d sa
Data
Privacy
Act; at
sa Focal
Person
ng
program
a para
mabuo
ang mga
datos na
kailanga
n; at sa
PDPS
para sa
mga
rehiyona
[ na
datos

53) If
not
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complia
nt with
the Data
Privacy
Act and
DSWD
Researc
h
Protocol,
inform
the
requesti
ng party
following
the
DSWD
Data
Privacy
Manual
or
endorse
to the
Policy
Develop
ment
and
Planning
Bureau
(PDPB)
or Field
Office
Policy
and
plans
Division
(PPD)

Kung
hindi
alinsuno
d sa
Data
Privacy
Act at
DSWD
Researc
h
Protocol,
ipagbiga
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y alam
sa
humihin
ging
tanggap
an
alinsuno
d sa
DSWD
Data
Privacy
Manual
0
ipadala
ang
hiling sa
Policy
Develop
ment
and
Planning
Bureau
(PDPB)
o Field
Office
Policy
and
plans
Division
(PPD)

None 6. Prepare | None 1 hour | Technical
response to the staff

Wala requesting Wala 1 oras
party; Include Teknikal na

Client Kawani
Satisfaction

Survey

Ihanda ang
liham tugon
para sa
humihinging
tanggapan;
Isama sa tugon
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ang Client
Satisfaction
Survey

None

Wala

7. Review the
response to the
requesting
office:

Suriin ang
liham tugon sa
humihinging
tanggapan:

7.1. If
approv
ed,
submit
to the
Head of
Office,
copy
furnishe
d the
Docum
ent
Tracker
for
recordi

ng.

Kung
apruba
do,
isumite
sa
Opisina
ng
Tagapa
ngulo,
bigyan
ng
kopya
ang
Docum
ent
Tracker

None

Wala

2 hours

2 oras

Designated
Division
Chief /
Section /
Unit Head

Pinuno ng
Sangay/
seksyon/
yunit
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para sa
pagtatal
a

7.2. If not
approv
ed, go
back to
Number
6

Kung
hindi
aprupa
do,
bumalik
sa Step
6

None 8. Review | None 2 hours | Head of
the Office

Wala response Wala 2 oras
Pinuno ng
Suriin - ang Opisina

naging
sagot.

8.1. If
approv
ed, sign
the
docume
nt and
forward
to
outgoin
g staff,
copy
furnishe
d the
Docum
ent
Tracker
for
recordi

ng

Kung
na-
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apruba
han,
pirmah
an ang
dokume
nto o
report
at
isumite
sa
adminis
tratibon
g
kawani.
Bigyan
ng
kopya
ang
traker
ng
dokyum
ent
para sa
pagrek
ord
neto sa
sistema
ng pag-
trak.

8.2) If not
approv
ed, go
back to
Number
7

Kung
hindi
na-
apruba
han,
bumalik
sa Step
.

2) Answer the Client|9. Forward the | None 30 Administrativ
Satisfaction Survey response to minutes | e Staff

(CSS) the Wala
Sagutin ang Client requesting 30 Kawaning
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Satisfaction Survey office, minuto | Administratib
(CSS) through 0
email or
mail, record
in the
monitoring/tr
acking tool

Isumite ang
sagot sa
humihiling
na
tanggapan
sa
pamamagita
n ng email o
mensahe, i-
rekord sa
traking tool

None 2 days,
TOTAL 6 hours,
Wala 15

KABUUAN minutes

2araw,6
oras, 15
minuto

How to send | After provision of every Service, the Attending Action Officer or

feedback STB Staff / Social Technology Unit (STU) shall ask the
and/or Customer to answer the Customer Satisfaction Survey (CSS) via
complaints Google Form or printed version as deemed appropriate.

Paano Sa bawat serbisyong ibinigay, ang kawani ng STB/STU o ang
magpadala ng | Nakatalagang Action Officer ay hihiling sa kliyente na sagutan
fidbak o |ang ebalwasyon at pormularyo sa fidbak sa pamamagitan ng

google form o sa nakalinmbag na dokumento kung

? : i
reklamo~ kinakailangan.

If the CSS was administered via printed form, the Customer
shall drop the CSS in a designated drop box near the door of the
Social Technology Bureau / Social Technology Unit (STU) if
applicable.

Kung ang ebalwasyon at pormularyo sa fidbak ay isinagawa sa
pamamagitan ng nakalimbag na sipi, ang CSS ay maaaring
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ihulog sa nakatalagang kahon malapit sa tanggapan ng
STB/STU.

Verbal or written feedbacks may also be channeled through the
following contact information:

Ang ibang pidbak ay maaari ring isumite sa pamamagitan ng
mga sumusunod na impormasyon:

- For verbal feedbacks: Customer may call Field Office
Landlines located below.

Para sa mga fidbak na verbal na ipahahaayag, ang
kliyente ay maaring tumawag sa mga linya ng telepono
na nakasulat sa ibaba.

- For written feedbacks/complaints: Customer may email
the concerned Field Office listed below.

- Para sa mga fidbak/ reklamo: Ang kliyente ay maaaring
mag email sa opisina ng Field Office na nakalista sa
ibaba.

How feedbacks | Every end of the month, the Document Controller shall
are processed |spearhead the conduct of data analysis Client satisfaction
measurement survey regarding the data gathered through root
Paano aNng | cause analysis or other known quality management techniques
pagproseso sa | and identify plans and actions that must be recommended for
mga pidbak o | execution to resolve the issues and improve the situation. The
reklamo? previous year results shall also be compared to the current to
determine if there is improvement and/or need for further action.

Tuwing katapusan ng buwan, ang Document Controller ay
mangunguna sa pagsasagawa ng data analysis Client
satisfaction measurement survey patungkol sa data na nakalap
sa pamamagitan ng root cause analysis o iba pang kilalang mga
diskarte sa pamamahala ng kalidad at tukuyin ang mga plano at
aksyon na dapat irekomenda para sa pagpapatupad upang
malutas ang mga isyu at mapabuti ang sitwasyon. Ang mga
resulta ng nakaraang taon ay dapat ding ihambing sa
kasalukuyan upang matukoy kung may pagpapabuti at/o
kailangan para sa karagdagang aksyon.

The Document Controller shall submit the Office/Unit
Monthly/Quarterly/Semestral Client Satisfaction Measurement
Report to the Overall Document Controller/ Records and
Archives Management Division via electronic email and signed
hardcopy for storage and safekeeping.

Dapat isumite ng Document Controller ang Office/Yunit
Buwanang/Quarterly/Semestral Client Satisfaction Measurement
Report sa Overall Document Controller/ Records and Archives
Management Division sa pamamagitan ng electronic email at
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pinirmahang hardcopy para sa storage at safekeeping.

The Annual Client Satisfaction Measurement Survey Results
shall be submitted by the Clusters/FOs to the Committee on
AntiRed Tape every 5th day of January of the succeeding year,
copy furnished the Overall Document Controller.

Ang resulta ng Annual Client Satisfaction Measurement Survey
ay isusumite ng Clusters/FO's sa Committee on AntiRed Tape
tuwing ika-5 araw ng Enero ng susunod na taon, at magbibigay
ng kopya sa Overall Document Controller.

Result of the Quarterly Client Satisfaction Measurement Report
and its analysis, should be discussed during the Clusters
Management Teams. All reports must be readily available and
accessible to provide a means for a particular Offices, Bureaus
and Services to use the results in various reports.

Ang resulta ng Quarterly Client Satisfaction Measurement
Report at ang pagsusuri nito, ay dapat talakayin tuwing Clusters
Management Teams. Ang lahat ng mga ulat ay dapat na
madaling makuha at naa-access ng ibang opisina, Kawanihan at
Serbisyo upang magamit ang mga resulta sa iba't ibang mga
ulat.

The DNTSC / PMT on Quality Management, depending on the
customer satisfaction measurement result and data analysis
report, may require the Internal Quality Audit (IQA) Team to
work on the monitoring of approved recommended actions.

Ang DNTSC / PMT sa Pamamahala ng Kalidad, depende sa
resulta ng pagsukat ng satispaksyon ng customer at ulat ng
pagsusuri ng data, ay maaaring mangailangan ng Internal
Quality Audit (IQA) Team na magtrabaho sa pagsubaybay sa
mga naaprubahang at inirerekumendang aksyon.

The Bureau / Regional Director shall forward to the STB/STU all
feedback/complaints requiring answers. The Concerned
STB/STUs staff is required to answer within three (3) days of the
receipt of the feedback/complaint. The answer of the concerned
staff to the feedback/complaint is then relayed to the
citizen/client.

Dapat ipasa ng Bureau / Regional Director sa STB/STU ang
lahat ng feedback/reklamo na nangangailangan ng mga sagot.
Ang kawani ng STB/STU ay kinakailangang sumagot sa loob ng
tatlong (3) araw pagkatapos matanggap ang feedback/reklamo.
Ang sagot ng kinauukulang kawani sa feedback/reklamo ay
ipaparating sa citizen//kliyente.

Ang Bureau / Regional Director ay ibibigay sa mga miyembro ng
ARTU ang mga nakalap ng fidbak/reklamo para sa nararapat na
tugon. Ang bawat kawani ay inaasahang tumugon sa loob
lamang ng tatlong (3) araw pagkatanggap ng fidbak or reklamo.
Ang tugon ay ng staff ay agad na ipababatid sa citizen o
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kliyente.

The results of feedback are reported during the meetings for
improvement of systems and processes, and/or staff behavior.

Ang resulta ng fibak ay ibabahagi sa tuwing magkakaroon ng
pangkalahatang pagpupulong o sa pagpupulong ng mga pinuno
ng tanggapang ng STB/STU. Ito ay para makakuha ng mga
bagay na dapat baguhin para sa ikagaganda at ikabubuti ng
mga sistema, proseso at pag uugal ng mga kawani.

For inquiries and follow-ups, customers may also contact the
STB and Regional Office listed below.

Para sa mga katanungan at pakikipag-ugnayan hinggil sa fidbak
o reklamo, maari kayong tumawag sa mga listahan ng Regional
Office na nakasulat sa ibaba.

How to file a | The Complaints may be filed through the following channels:

complaint [Ang mga reklamo ay maaring isumite sa mga sumusunod:]
[Paano e Formal channel: Email addressed to Bureau / Regional
magreklamo] Director via (please use as subject “Complaint”)

Pormal na channel: isumite ang email sa pinuno ng
tanggapan at gamitin ang paksang “Reklamo”.

e Informal channels: through phone calls to concencerned
listed below

Social Technology Bureau: Impormal na daluyan:
tumawag sa teleponong (02) 89318144/(02) 8951-7124

e Complaint box: Drop a complaint in the STB Complaints
Box that shall also be made available near the door of the
Social Technology Bureau.

Kahon ng Reklamo: ihulog ang inyong reklamo sa
nakatalagang kahon sa pintuan ng tanggapan ng
STB/STU.

Concerned citizens or complainants are requested to include the
following information in their complaint:

Hinhiling na sa pag susumite ng reklamo ng kliyente, huwag
kalimutan ang mga sumusunod:

- Staff/Person/s Involved
[Nasasangkot na kawani]

- Incident and other facts
[Insidente at mga datos]
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- Evidence
[Ebidensya]

How complaints
are processed

Paano
pinoproseso
ang mga
reklamo?

Complaints received through telephone and dropbox shall be
processed immediately by the designated Grievance Focal
Person of the Bureau/Field Office. Said focal shall then forward
the complaint for processing and evaluation by the Grievance
Committee composed of the Management Committee
(ManCom), led by the Bureau Director/Regional Director.

Ang mga reklamong natanggap sa telepono at dropbox ay
ipoproseso agad ng nakatalagang Grievance Focal Person ng
Kawanihan. Isusumite ng Focal ang reklamo upang maiproseso
at masuri ng Grievance Committee na kinabibilangan ng
Management Committee sa pangunguna ng Opisina ng
Tagapangulo

Upon careful investigation of the Complaint, the Grievance
Committee shall prepare a response letter to the Complainant.

reklamo,
ng tugon

Pagkatapos ng masusing pagsisiyasat sa
Grievance Committee ay maghahanda
Nagrereklamo.

ang
sa

A report shall also be forwarded to the Cluster Head on the
complaints as well as the actions taken and recommendation/s
by the Grievance Committee.

Ang ulat ukol sa mga natanggap na reklamo, kabilang na ang
mga ginawang aksyon at mungkahi ay isusumite rin sa Cluster
Head ng Grievance Committee,

Complainants may also follow-up the actions taken by the
Bureau through telephone numbers (02) 8931-8144 / (02) 8951-
7124 and email at soctech@dswd.gov.ph.

Ang mga nagrereklamo ay maaring sundan ang mga ginawang
aksyon ng Kawanihan sa pamamagitan ng numero ng telepono
(02) 8931-8144/ (02) 8951-7124 at email address
soctech@dswd.gov.ph.]

Contact
Information  of
CCB, PCC,
ARTA

Impormasyong
Kontak ng
CCB, PCC,
ARTA

e Anti-Red Tape Authority (ARTA) complaints@arta.gov.ph
8-478-5093

e Presidential Complaint Center (PCC)
pcc@malacanang.gov.ph
8888

e Contact Center ng Bayan (CCB)
email@contactcenterngbayan.gov.ph
before CSC (Civil Service Commission) 0908-881-6565
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6. Property and Supply Section

6.1. Issuance of Gate Pass for Service Providers and Suppliers
(Pagbibigay nga Gate Pass sa mga nagbibigay serbisyo at mga
tagapagtustos)

Issued for properties that are to be used outside of DSWD premises, for
properties to be brought outside of DSWD premises for repair or replacement by
the supplier, for properties that are to be disposed through sale/transfer/other
mode of disposition.

Ibinigay para sa mga pag-aari na magagamit sa labas ng DSWD, para sa mga pag-aari ha
ilalabas sa labas ng lugar ng DSWD para sa pagkukumpuni o kapalit ng tagapagtustos, para sa
mga pag-aari na itatapon sa pamamagitan ng pagbebenta / paglilipat / iba pang mode ng

disposisyon.
Administrative Service — Property Supply and Asset
Management Division (AS-PSAMD)
Simple
Payak
G2C - Government to Citizen; G2G - Government to

Government; G2B - Government to Business Entities

Department of Social Welfare and Development (DSWD)
Employees who are:

a. DSWD service providers
b. DSWD suppliers

1. Three (3) original copies of duly 1. To be prepared by the concerned
accomplished Gate Pass Office’s Designated Property and
Tatlong orihinal na kopya ng marapat na Supply Custodian (DPSC) through the

ginawang Gate Pass Property Records and Equipment

Monitoring Inventory System
(PREMIS)

Ihahanda ng Designated Property and
Supply Custodian (DPSC) sa pamamagitan ng
Property Records at Equipment Monitoring

2. Property/ies to be brought outside the System (PREMIS)

DSWD premises
Kagamitan or mga kagamitan na 2

ilalabas mula sa DSWD . To be prepared by the DPSC of

concerned Office without any

prescribed format

Upang maihanda ng DPSC ng kinauukulang
Opisina

nang walang iniresetang format

In the absence of the authorized
signatory secure any of the following:

Kung wala ang awtorisadong signatory i-
secure ang anuman sa mga sumusunod:

1. Signed by the personnel authorized to
sign in behalf of the authorized
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signatory — with attached one (1)
photocopy of Special Order (SO) for
order of succession

Nilagdaan ng mga tauhang pinahintulutan
na mag-sign sa ngalan ng otorisadong
pumirma - na may kalakip naisang (1)
photocopy ng Espesyal na Order para sa
order of succession

Digitally signed using the PNPKI
registered digital signature
Digitadong pinirmahan gamit ang
rehistrong digital signature ng PNPKI

Printed copy of email using the official
DSWD email account allowing the
property to be brought outside DSWD
premises

Naka-print na kopya ng email account

na nagpapahintulot sa pag-aari na

dalhin sa labas ng DSWD

Properties for repair/replacement

attach:
Para sa mga kagamitan na ipapayos/ipapapalit
maglakip:

1. 1 photocopy of pull-out slip indicating
the name of person who will bring out
the property or authorization letter
1 photocopy ng pull-out slip
nagpapahiwatig ng pangalan ng tao
na maglalabas ng ari-arian o liham ng
pahintulot

1 photocopy of Technical Assistance

Report
1 photocopy ng ulat ng Tulong
Teknikal

1. Records and Archives Management
Division (RAMD)

2. Digital signature of:
Digital na lagda ng:

e Authorized signatory or;
Pinahihintulutan na lumagda o;

e Authorized representative with
attached 1 photocopy of SO for

order of succession;
Pinahintulutan na kinatawan na may

kalakip
na 1 photocopy ng SO para sa order of

succession;

3. From the:
Galing sa:

e Authorized signatory or;
Pinahihintulutan na lumagda

o;
Authorized representative with
attached 1 photocopy of SO for

Order of succession
Pinahintulutan na kinatawan na may

kalakip
na 1 photocopy ng SO para sa order of

succession;

Issued by the supplier/contractor
Inisyu ng tagapagtustos/kontratista

1.
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3. 1 photocopy of approved Purchase 2. From concerned DSWD Office (IT
Order (PO) or Purchase Request (PR) Equipment — ICTMS/RICTMU; Motor

1 photocopy ng naaprubahang Purchase Vehicle, Office Equipment, Furniture
Order (PO) o Purchase Request (PR) and Fixtures — GSD/GSS:
. . Maintenance Equipment —
4. 1 photocopy of PAR/ICS if property is BGMD/GSS)
under warranty Mula sa Opisina ng DSWD (IT Equipment -
1 Photocopy ng PAR/ICS k