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PROCEDURE TITI,E Processing of Death and Burial Benefit Claim of Barangay Officials

SCOPE
This process starts from receipt of death benefit claim from claimant/beneficiary of the
late barangay official for endorsement to Central Office for funding using the Barangay
Information System

PURPOSE To process death and burial benefit claim ofbarangay officials

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT

Request hom claimant beneficiary of
the late barangay o*O, 

,
Processing ofDeath and Burial
Benefit Claim of late Barangay

Officials

Endorsementto CO

-------------f

DESCRIPTIVE STATEMENT:
The process starts from the request of the claimant/beneficiary for deati and burial benefit claim to C/MLGOO. The
C/MLGOO will process the documents and endorse the same to the Regional Office thru Provincial Office using t}e
Death Benefit Module under the Barangay tnformation System (BIS). The Regional Office will endorse the request to
Central Office for funding.

Step
No.

PROCESS/ACTMIY Details References

1 C/MLGOO or HUC
Focal Person

Receive and Evaluate the
Request for Death and

Burial Benent Claim from
the claimant/beneficiary

. Receive the request for
Death and Burial Benefit
Claim form with the
complete supporting
documents from claimant

Check if t}le claimant is tle
eligible beneficiary
pursuant to DILG MC No.
201&17

Check tlle completeness of
documentary requirements
as prescribed in DILG MC

No.2018-17

-lfthe documentary
requirements are
incompletq inform the
claimant ofthe lacking
doc-uments

-lf with discrepanry(ies)
such as lncomect spelling
ofname (First Name,
Middle Name /lnitiat,
Surname), Missing prefix/
sumx, position he/she last
held and consistency of
his/her death to his/her

Death and Burial
Benefit claim
form with
supporting
documents:

1. Certified True
Copy ofdeath
certificate

2. Certified True
Copy of Marriage
Certificate if
claimant is
spouse

3. Certified True
Copy of Birth
Certificate if
claimant is
parent or
children
whichever is
applicable

Document Code

01

Responsible
Personnel
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Step
No.

Responsible
Personnel PROCESS/ACTTVTTY Details References

!ncumbenry, inform tie
concerned Claimant oI the
discrepancy and request
for the submission of
Affidavit of Discrepanry
and/or other legal
documents and return the
application.

Ifthe documents are
complete and have no
discrepanry, record the
DBC Request in the
logbook

o Affidavit of
discrepanry

Special Power of
Attorney

2 C/MLGOO or HUC
Focal Person

Prepare Certificate of
Incumbenry and Process

the Death and Burial
BeneRt Claim using BIS

Prepare Certificate of
lncumbenry if all required
documents are complete

Log in to
http://intraneLdilg.Sov.ph

o Process the DBC
Application in accordance
with DILG MC.2O|A-17
Annex A

. Prepare Endorsement
Letter and submit to
Provincial Office

For HUC, prepare
Endorsement Letter and
submit to Regional Ofnce
and proceed to step 5

Retain a copy ofthe
Endorsement Letter

o Endorsement
Letter

CertiRcate of
Incumbency

. DBC Form with
attached
supporting
documents

DBC Provincial
Focal Person

Process the DBC
Application from

City/Municipai level using
BIS

Log in to
http;//intraneLdilg.gov.ph

o Process the DBC
Application in accordance
with DILG MC. 2018-17
Annex A

o Prepare Transmittal Letter
to Regional Office to be
Approved by Provincial
Director

. DILG MC No.
2018-17

o DILG MC No.
2018-17

3
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Step
No.

Responsible
Personnel PROCESS/ACTMTY Details References

Submit to Re8ional Ofnce
for consolidation

4 DBC Provincial
Focal Person

Archive file copy of DBC

documents
Retain a copy of file acted
documents

. DBC Form with
attached
documents

5 DBC Regional
Focal Person

Process the DBC
Application from the
HUC/Provincial level using
BIS

Log in to
http://intranerdil g.gov.p h

Process the DBC
Application in accordance
with DILG MC. 2018-17
Annex A

Prepare Transmittal
Letter to NBOO to be
Approved by Regional
Director

Submit to NBOO for
consolidation

Transmittal
letter

DILG MC No.
20ta-17

6 DBC Regional
Focal Person

Archive file copy of DBC

documents
Retain a copy of nle acted
documents

. DBC Form with
attached
document

Legal References:
o DILG Memorandum Circular No. 2018-17, dated February 14, 2018, entitled 'Guidelines for the Online

Administration of Implementing Executive Order No. 115"

o
cal
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Regional irector

oN, cEso III

Process Owner Yegional Qun

Document Code
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DMSTON/FOU Local Government Monitoring and Evaluation Division (LCMEDI

QUALITY PROCEDUR,E
TITLE Processing ofDeath and Burial Benefit Claim ofBarangay 0fficials

FuncUon

Key Performance Indicators (KPI)

Frequency of
Monltoring

Results

Responsible for
Monitoring

Appllcable
Documents (e.9.

Tracker,
Monltorlng Log
Sheet, Summary

Log Sheet, Report,
Memo, etc.)

Oblective Target lndlcator/Formula
(lfappllcable)

Processing ofDeath
and Burial Benefit
Claim of Barangay
Officials

Timely
endorsement of
Death and Burial
Claims to
Regional Office
witlin 7 working
days upon
receipt:
c/MLGo0= 3
working days
PO = 4 working
days;
HUC = 7 working
days

8oo/o Total number of Request for Death
and Burial Benefit Claims
endorsed to Regional OfIice wittrin
7 working days (A)/ total number
of Request for Death and Burial
Benefit Claims (B) received during
the month

=(A/B) x t00o/o

Monthly Process Owner PSL

Processing of Death
and Burial Benefit
Claim of Barangay
Officials

Timely
submission ofthe
consolidated DBC
list to NBoo
within 3 working
days upon receipt
ofthe request

80o/o Total number ofRequest for Death
and Burial Benefit Claims
endorsed to NBOO within 3
working days (A)/ tolal number of
Request for Death and Burial
Benefit Claims (BJ received during
the month

=[A/B) x 1000/o

Monthly Process Owner

Document Code
OO-OP-R 1 ?.I,GMED-24
Rcv. No. ElT, D.te Pagc

o1

PSL
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Funcdon

Key Performance Indlcators (KPI)

Frequenry of
Monltorlng

Results

nesponslble for
Monltorlng

Applicable
Documents (e.9.

Tracker,
Monltorlng Log

Sheet, Summary
Log Sheet, Report,

Memo, etc.)

Ob,ectlve Target

Processing of Death
and Burial Benefit
Claim of Barangay
Officials

Percentage of
clients who
received payment
gave a rating of3
or above
(satisfactory to
excellent rating)

100% ofthe
clients gave
a rating of3
or above
(satisfactory
-excellent
rating)

Total number of clients who received
payment for the month rated at least
satisfactory

Monthly Process Owner

Reqiona I

o
erson Chief

RAY GREG

onal Director
SERONAYDO

Ass
A.

Regio Director
ON, CESO III

""o"[. 
J* ". Deputy QMR *t"rr,or* MaTop nagement

l)tcparcd Ii1

Document Code

01 2 ol2

Indlcator/Formula
(lfappllcable)

**5=Excellent

4-4.9=Very Saflsfactory
3-3.9=Satisfactory
2-2.9= Fair
1-1.9= Poor

R13-SP-06

llt'viowcd tly Ap nrovcrl By

LGOO
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Processing ofDeatl and Burial Benefit Claim ofBarangay Officials

R13.LGMED.28E.

7 ol2
Rev. tlo. E f. Dat. Pag.

DrvrsoN/Fou

PROCEDURE
TITLE

oBJECTTVE
STATEMENT

I

2

3

Timely endorsement of Death and Burial Claims to Regional Office within 7 working days upon receipi C/MLGOO = 3 working dayS PO = 4
working days; HUC = 7 working days
Timely submission ofconsolidated DBC list to NBOO within 3 working days upon receipt of the request
Percenta e of clients who received ent ve a ratin of 3 or above satisfacto to excellent ratin

CURRENT PERIOD

INDICATORS lan Feb Apr May ,un ,ul sep Total
Oblectlve 1: 80% ofreceived requests for documents/records acted within the prescribed period
A Total no. ofrequest for documents/records received

and acted wlthin the prescribed period.
B Total No. of requests received
C Formula: A x 100

B
Target Result: l 80olo

D Gap Analysis: In case tle ob.lecflve is not met, putyour
analysls why it is not met

Obrectlve 2: 800/o of received Documents were consolidated and submitted witlin the prescribed period.

Total no. ofdocuments acted upon witlin the
prescribed period

B Total No. of Documents received

c Formula: A x 100
B

Target Result: : 807o

Gap Analysis: ln case the objective is not meL putyour
analysis why it is not met

Obrectlve 3: 100olo of the total number of clients who received payment gave a ratin8 of 3 or above (satisfactory to excellent rating)

Total no. ofclients who recelved payment gave a

rating of Ieast satisfactory
B Total no. ofclients who received payment within the

prescribed period
c Formula: A x 100

B

Target Result: 100o/o

o1 03.01.19

Mar Dec

A

D

A

tt

oct I lovI nrg
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Gap Analysis: In case the obrective is not met, putyour
analysis why it is not met

Note: For unmet targets, the QMS Secretariat will issue Corrective/Preventive Actlon Report (CPAR) duly signed by the DILG-XllI Deputy QMR.

QME"QP-R13-LGMED-28
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Docu mcnt Code
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PROCESSING OF DEATH AND BURIAL BENEFIT CLAIM OF
BARANGAY OFFICIALS
Process Summary Logsheet (PSL)

QUALITY OBTECTIVE: I ) Timely slr bmlssion of €onsol ldated DBC I lst to NB00 every 7d' working day of th e ebsulnS month
2) Pcrce[ta8e ofcllents availed t]re servl.e gave a ratinSof3 or above (sadshctory to excellent rrting)

FRBQUEIGY Or MoillTouNcr Monthly
COVBRf,I' PERIOD:
Dua Datr ofsubml$lon:

Ett D.t
10.16.17

obiectiv€ 1 Obiective 1 f,csults Oblective 2 Obic.ltve 2 Results

I{.m. of the D€ce$cd
B.r.n8.y Omd.l

HUC/
Pnovfi{cE

ctTY /
MUI{ICIPALITY

BRGY D.te Recelvcd by nO /
Rcgional Focal Person

Date Submitted
to NBoo

Met lJnmet Ramark6, l,
unmet

CSS Rating Met lJnmet R€marks,lf
Remerks/
Pcrticulars
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PROCESSING OF DEATH AND BURIAL BENEFIT CLAIM OF
BARANGAY OFFICIALS
Process Summary Logsheet {PSl.)

QUALITY OB'BCTIVE: 1) Timely submlsslon of consolldated DBC llst to NBOO wlthln 3 worklng days upon recelpt of the request
2) Percentage of cllehts who recelved payment gave a ra ting of 3 orubove (sadsfactory to excellent ratl ng)

FREQUINCYOFMONITORING: Monthly
covEREDPERIODT
Due Date ofSubmlsslon:

01

Obrcctlve 1 ob,ecdv€ 2

I{ame of tlie Deceaied
Brr.ngay Omdd

HUC/
PROVII{CE

ctrY I
IIU ICIPALITY

IIRGY De.d-
lln!

Datr
Subn lt dto

raoo
Rclnark3,lf

utlmct
CSS Ratln8 Unmet

neElarLs/

I
z

3

4

7

6

8

9

l0
ll
12
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\eElonal QMR Top Management

Obrecdvc 1 R6ults Oblectlv€ 2 Resul6

D.t! R.celvcd by
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Republic of the Philippines 1of1
DEPARTMENT OF THE INTERIOR AND LOCA"L GOVENNMENT

Reglon X I (Caraga)

DEATH BENEFM CLAIM (DBC)

Checklist of Documentary Requircments

DBC Form 1

Certified True Copy of DeatI Certincate

Certified True Copy of Marriage Certificate iftIrc claimant is spouse

Certified True Copy ofBirth Certificate ifthe claimant is parent or childre4
whichever is applicable
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