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SCOPE
covers the activities from the review of the existing eMs scope up to the communication of
approved Quality Obiectives to all concerned.

PURPOSE/S
To define an effe(tive QMS planning process for setting qMS obiectives and targets as basis for
assessing its effectiveness.

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT

QMS
PLANNING Approved

Quality
0bjectives

DESCRIPTTVE STATEMEI{T:
concernedThe offices oC ntext Interestedandprepares MParties toatrix uRegistry nderstand the zationorganl
itsand ntenco Thet. ts th revtem forewedQMS the ofScope updatirg Regional Qual andity Obiectives. Preparation

of of Pla themls out for eth reviewninB and u of o and nactiopdating quality biectives ualityq
AI tplans. QMS documents areplann and cooutpulng mmunicated alltoduly approved edconcern offices.

Step
No.

Responsible
Personnel PROCESS/ACTIVITY Details References

1 QMS Scope revlew . Review current processes in
the QMS in relation to the
agency's Maror Final Outputs
(MFOs) and the Top
Management Objecdves
(TM0) for any possible
inclusion of other DILG
services.

. ln case of inclusion of other
processes/services to the
QMS, seek approval from the
QMR.

. Quality Manual
(Scope, Planning -
Top Management
Obiectives)

o List ofQMS
processes

QMS Sccrettrlrt
Process Owners

QMS PlanninB preparation QMS Secrltrrtet
. Prepare the necessary

documents for the conduct of
the QMS Planning Workshop
inclusive of budgetary
requirements, dates,
participants and venue.

o Secure approval of
concerned signatories.

. Upon approval ofthe acUvity,
communicate with all
concerned-

. Provide all concerned the
applicable forms and
guidelineq ifany, as basis for

. Activity Desiglr,
Memo,
Departsnent
Order, as
appropriate

. QMS Planning
forms (e.g Quality
Objectives (QO),
approved

. Process Quality
Monitoring and
Evaluations
(QMESJ

. Quality Obiectivss

tao)
. QAPS, ifany
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their preparation to the QMS
planning workshops.

Prccrs (rwnerr:
. Prepare the following, as

appropriate, duly signed by
identifi ed signatories:

. Summary ofprevious year's
performance results /
accomplishment vs. quality
obiectives;

. Proposed functional /
process quality obiectives
and targets for the new
calendar year,

o Quality action plan (QAP)
where necessary.

. Supporting documents for
the goals / obiectives /
targets.

. Suppordng
Documents

3 QMS Secretarlaq
ALL Pr0cess
O,r ners

Conduct the QMS Planning QMS Secretariat:
. Facilitate the QMS Planning

workshop under direct
supervision of the Deputy
QMR

ALL Process Ownens:
. Present the quality objectives

and targets for the ensuing
year. Provide basis of targets
using the previous year's
performance results. Align
with OPB, SPMS and other
relevant documents showing
performance targets of the
DILG-CO.

Note: Considerthe top
management objectives in
the setting of functional /
process oblectives and
targets.

Secretadatr
. Collect alt quality obiectives

ard tarycts,

. Proposed QOs

. Qo-QMs
o QOs

4 Secretariat Consolidate the submitted
QMS Planning outputs

. Consolidate the proposed
quality obiectives and
targets.

. QOs
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o Review linkage or
consistenrywith Top
Management Obiectives.

o Submitto Deputy QMRfor
review and aPprorral or
endorsementto the QMR, as

appropriate.

5 DeputyQMR;
QMR

Review and sign the
proposed quality
obiectives / targets

e Review and sign the QualitY
Obiectives (QO), as

appropriate.

o QOs

6 QMS Secretariat,
Process Owners

Communicate the qualitY
obiectives

QMS Secretariat:
e Provide concerned Process

Owners ofeach Bureau/
Service/ Division/Office
copies of their approved QMS
obiectives.

Process Owners:
r Communicate the aPProved

quallty obj ectives/ targets
and other agreements made
in the planning workshoP
within their resPective
Office/ Bureau.

o Memo
. Copies of QOs
o Minutes of the

Meeting/Bulletin
Posting/Memo

7 Process Owners,

QMS Secretariat
Maintain Records o Maintain Records in

accordance with the Control
of Records procedure'

o Masterlist of
Records IFM-RI3-
sP-02-01)

CESO IIIA"
Director

DONALDA.SERONAY
Chief Admin Officer/OlC-Asst

Regional DirectorLGOO V

Top ManagementRegionalQMRQMS SecretariatHead
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