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Quality ProcedureQP-R13-FAD-15
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10.16,17Quality Monitoring and EvaluationQME-QP-R13-FAD-r5
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R€v. No, Eff. Date Page

Provision of Vehicular Support ServicesPROCEDURETITLE
of,larVehicu Triport"for Approvaluest suppoffrom ReqreceiptstartseTh procedure

on.statiofficialthetoVrof ehicletheto returnTicketsSCOPE

efficientensureand3LDILGto employeesassistance RegionTo transportprovide
vehicles.officeofmanagementPURPOSE

PROCESS DESCRIPTION
OUTPUTPROCESSINPUT

Accomplished Vehicle TriP Ticket

GSS

Provision of Vehicular SuPPort
Services

REQUESTING

UNIT

Request for
Pass Slip

TEMENT:
PassVehiclefor Sliptheoutfillwill RequestUnit /OfficerThe OperatingRequestingSTADESCRIPTIVE GeneralorOfficer )Admin. (sAo)todocuments Supervisingthewith supportingthe alongandform submit request Personnelconcernedthedocuments,ofcationverifiandAfter checkingfor processing.Section (GSS)Services Director,AssLOfficer RegionalOIC,AdministrativeChiefof Ifor approvaldocumentsand preparesprocesses

1. For Regional Office

Step
No.

Responsible
Personnel

PROCESS/ACTMfY Details References

7 Requesting Office

I Divisions, Units,
SectionsJ/Officer

Accomplish Request for
Vehicle Pass SliP (VPS) Fill - out the form comPletely, as to

date, name of Passengers,
destination, Purpose and time-
out and time of return.

o VPS Form with
supporting
documents, as

applicable, such
as:
o Travel Order
o Invitation
r Regional Order
o Department

Order
o Letter

o Evaluate the request as to the
following:

o Official nature of the
trip;

o AvailabilitY of driver fif
posssible, confirm with
the driver);

o AvailabilitY of Vehicle
(based on load
requirement and
capacitY ofvehicle)

If the above items are
satisfactory comPlied with
appropriate suPPorting
documents, indicate the
specific vehicle alloted and the
assigned Driver for the triP

a

in the

o VPS form with
supporting
documents

o Vehicle's Log &
Trip Sheet

) SAO/GSS Staff Receive and Evaluate the
request and recommend
for approval

00
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QUATITY
PROCEDURE (QP)

QP-R13-FAD-15
Document Code

10.16.17 2ot5
Rev. [rlo, Eff, Date Page

Step
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

communicate to requisitioner
the noted deficiencY for
appropriate action.

a Forward the request to the

Division Chief for approval. (ln
the absence of the Division
Chief, Assistant Division Chief
will the

3 FAD Chief /
Assistant Division
Chief

Approve t}te request Chief, FAD/ADC:
Approve/Disapprove request

o VPS form with
supporting
documents

4 GSS Staff I
Assigned Driver

Prepare Driver's TriP
ticket

o Accomplish the Driver's TriP
Ticket form and forward to FAD

Chief for signature and to

Assistant Regional Director/

. Trip

o VPS

Ticket

5 FAD Chief I ARD I
RD

Approve the triP ticket e FAD Chief: Signed the Driver's
Trip Ticket

o RD: Approve request
a

Note: In the absence of RD.

ARD/FAD Chief aPProve the

Driver's Trip Ticket

o Return the approved trip ticket
to GSS Staff

o Trip Ticket
o coPY of VPS

6 GSS Staff Forward the TriP Ticket
and other travel
documents to Assigned
Driver

o Forward the Trip Ticket and

other travel documents to
Assigned Driver

. Trip Ticket
o cop! of VPS

o Other Travel
Documents, if any

7 Driver Prepare for the triP o Check the vehicle to be used to
ensure safety during travel.

o Accompish BLOWBAGETS

Checklist and certiff safetY of
the vehicle.

a lf replacement/repair is
needed, refer to Maintenance of
Vehicles procedure.

o BLOWBAGETS
Checklist

o Maintenance of
Vehicles
procedure

m
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Step
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

B Driver Carry-outthe trip o Carry out the trip.

Very important Reminder: The
driver must be:

r Not intoxicated
o Physically Fit to drive

o Fill up Section Bof the Driver's
Trip Ticket and Request
pasenger/s to sign before
departure.

o Upon return, accomplish the B
portionof the Driver's TriP
Ticketand report to GSS Staff or
Guard on Duty

. Trip Ticket

9 Process Owner Maintain Records o UpdatetheVPSSLogSheet

o Maintain Records in
accordance with the Control of
Records Procedure and the
Masterlist of Records.

o VPSS Log Sheet

o Master List of
Records

2. For Field Operating Units IFOUs)

Step
No.

Responsible
Personnel

Details References

1 Requesting
Officer

Accomplish Request for
Vehicle Pass Slip [VPS)

Fill - out the form completely, as to
date, name of passengers,
destination, purpose and time-
out and time of return.

r VPS Form with
supporting
documents, as

applicable, such
as:
o Travel Order
o Invitation
o Regional Order
o Department

Order
o Letter Request

? Program Manager Receive and Evaluate the
request and recommend
for approval

a Evaluate the request as to the
following:

r' Official nature of the
trip;

/ Availability of driver
(if posssible, confirm
with the driver);

/ Availability of Vehicle
(based on load
requirement and
capacity ofvehicle)

o VPS form with
supporting
documents

o Vehicle's
Trip Sheet

Log &

00
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QUALITY
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QP-R13-FAD-15
Document Code

4of510,16.17
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Step
No.

Responslble
Personnel

PROCESS/ACTMTY Details References

a If the above items are
satisfactory comPlied with
appropriate suPPorting
documents, indicate the
specific vehicle alloted and the
assigned Driver for the triP
requested in the form;
communicate to requisitioner
the noted deficienry for
appropriate action.

a Forward the request to the
Provincial Director for
approval. (ln the absence of
the Provincial Director, the
Program Manager will aPProve

3 Provincial
Director

Approve the request a Provincial Director/Program
Manager:
Approve/DisaPprove request

o VPS form with
supporting
documents

4 Driver Prepare Driver's Trip
ticket

o Accomplish the Driver's Trip
Ticket form and forward to
Program Manager for signature
and to Provincial Director for

o Trip

o VPS

Ticket

5 Provincial
Director

Approve the trip ticket o Program Manager:
Driver's Trip

Sign the
Ticket

o Provincial Director: Approve
the Driver's Trip Ticket
Note: ln the absence of PD,

Program Manager con oqqrove
the Driver's Trip Ticket

r Return the approved ffip ticket
to Program Manager

. Trip Ticket

. copy of VPS

6 Driver Prepare for the trip o Check the vehicle to be used to
ensure safety during travel.

o Accompish BLOWBAGETS
Checklist and certiff safety of
the vehicle.

o If replacement/repair is
needed, refer to Maintenance of
Vehicles procedure .

o BLOWBAGETS
Checklist

o Maintenance of
Vehicles
procedure

Page
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PROCEDURE 
tQP)

Definition of Terms:

VSS - Vehicle pass SIip

BIOWBAGETS _ Brakes, Lights, Oil, Water, Battery Air, Engine Tire & Safety Belts

Step
No.

Responslble
Personnel PROCESS/ACTrvrTY

Details
References7 Driver

the trip

!ly.^,^ron nt Reminder: Theorlver must be:
o Not intoxicated
o Physically Fit to drive

. 
I:1,_r, Se*ion B of the Driver,s
I rIP Ticket and n"quurl
Pasenger/s to sign beforedeparfure.

. 
Yryl return, accomplish the B

f,:Hi:il*'#i#r 1?:

. Carry out the trip. . Trip Ticket

B Procesi Owner Mai ntain Records

e Maintain Records in
3l11id,rr.: wirh the conrror oi
ilH:il,'*, :;'-'.".H: u,a inu

a the VPSS SheetLog

o Master
Records

o VPS SheetLog

List of

FAD.1R 3 15

f)ocument Co( le

oo 70.76.77 5 of 5
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DirectorProcess Owner c&so m
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FinanceatdAdml strauveDivislonDryrsror{/Fou

PROV|STON OT VEHTCUI.AR SUPPORT SERVTCESQUA"LITY PROCEDIJRE
TITLE

Key
Appllcable

DocumeDts (e.&
Tracker,

Uonltorlng Log
Sheet, Summary

Log shee$ Reporg
etc

Respotrsible for
MonltorltrS

FrequencY of
tlonlbrlnS

Resultstndlcator/Formula
Gf appllcable)TargctObiecdve

. Vehicle Pass SliP

Log Sheet
. Trip Ticket

General Services
Section Staff

MonthlyTotal No. of requests
processed and completed/
Total No. Of requests received

80%To come up with
the percentage of
processing the
r€quests for
approval of the
requesting unit
for provision of
vehicle

Process the request
for Vehicular Support
Service

ON, cEso lllLILIBETHSEROI'IAY
Directorotc-

T. CT'BTLI,AS
Officer VAdmin.

TopQMRPrgcess Owner

l)o.urrlrrrl (.o(lr

@ 10.16.17

Perfomance Indlcators (I(PD

Function

Itrrt't'tlltr ,'i,'rlctlI)t-t'



Rl3-FAD.15DILG REGION XIII ICARAGA)

PRocEss QualtrY MoNIToRING
AND EVALURTION (QME) 1of110-16.1700

R€v. No. Eff. Date Page

DrvrsoN/Fou FTNANCE & ADMINISTRATIVE DIVISION, GENERAL SERVICES DIVISION

PR.OVISION OF VEHICULAR SUPPOIT SERVICESPROCEDURE
TTTLE
oBlEcTrvE
STATEMENT

ehicleofrovlsionforunitesu pthe tingoffor requestssr eBI approvalreqecom u thewith ngTo procesrcentagepep

CURRENT PERIOD

TotalDecNovOctulMarFebINDICATORS

A and comTotal no. of uests
B Total No. of uest received.

Target Resule 80%Formula: A x 100
B

Gap Analysis: In case the obiective is not met, putyour
it is not met

CPAR
Note: For unmet Acdonthe

the DILG-XIII
Secretariet will lssuc Correcdve

N,CESO lllA-FLISERONAY
orc-Admin. Officer V

T. CUBILI.IIS

Top Malageme[tMRaProcess Owtrer

I)0(ullrcDt ( o{lc

of

C

D

lvecl
Rrvicr|trlrcrll,

Director



DILG 1of1to.16,l100
DILG REGION XIll (CARAGA)

Provislon of Vehicular Support Serrrices

Process SummarY Log Sheet (PSt)

QUALITY OENECTIyE! a0% ofthe r€quests for provlslon ofvehicular support servlces aded'

FREQUEI{CYOF MOllIf ORING: Monthly

COVERED PERIOI':
DUB DATE O] SUBMISSIOI{:

obl.clive Rctult

R.martr/ Parltcr rrs
RemtrLi,
lfUnoct

Url{et
Met

lio.of Reqoa.B A.tcdG of ncqucatl
tac.tecdD.te Rcquest.dDtvklon/Eod User,{o.

2

3

4
5

6

I

10

TOTAT:
RESULT:

ON
ctor

A. F-

ona
LILIBE

onal Director
, SEROs-AY

t-
DOEDG

dmin. officer v enrentT7 Proiess owner

7

l- 1-

9

R(,'.'i ,',v.'rl.l

T. CUBTLLIIS



RoPublic of tt€ Philippinos

DEpARTrEI{T or iiE-ixrenroh etrii t'oclt' oovERilxENr
ieaton nn GeRAo,A REc'oN)

xu l, riig-uArtuco eug', Libortad' Butuan citv

DRIVER'S TRIP TIGKET

To h fltlod by A&ntrffivo Oiltct q Rquodrtlg Ofl'ctr:

1. Name of authorizod P83r'ng'r/s
2. Name of Drlvsr of the Vehids
3. Govemmont Motor V€hid€ to .20
4. Expectod

-,20-

5. Ex@od Retum
6. Place/s to b6 visiledfimPectad

7. Purposo

J@ELYN C. JAYOTA DONALD A. SERONAY

Reques,,lng Ofrcer AWrcving Ofricer

LGcoVIIIOIGCAD AssL Regional Dtuec,ot

Desunation Designation

To lollllod bYthe Ddver:

Ai,/PM
Altt/PM:

Miles/Kms

Time of departurc from officc/garage (por no' 4)

Timc of arival back to offico/garage
Approimete dbtenca tr8lrelod to and ftom
Gaeoline/Dieeoline

be ussd, Plate No.

't.
2.
3.
4.

a. Pnrvioug balance
b. l$u€d bY th. offic. from 3tock
c. Purcfraeed during MP

TOTAL
LES{i: Comumed durlng the triP

Gsollnc Bnhncc

5. Lubricants
a. Motor Oil
b. Brakc Fluid
c. GGa3c

. Spc€dometerraading-EcSin

iters

liters

lit6rs
liters
lit€rs

6
7
8
. Totel Distance
. Romarks:

I HEREBY CERTIFY to th€ conactnoss of the above stetom€nt of rocord on travel

No:

Driver



Repubtic of the PhiliPPines

DEPART SNT OT THE IXTEnIOR AXD LOCAL GOVEnI{MEXT

fim. 4, Libertad, Butuan CitY

VEHICLE'S DAILY LOG AND TruP SHEBT

5{4

1of 110.16.1700

DESTINATIONODOUETER rcN)ING SIGNATURET{AME OF

PASSENGER
Tofrom

DATE

Driver's Signature Over Printer Name

Ilt
Director

NAY A.
or

T. CUBIIJ./IS
officer V

Qxx Top
Process Owncr

Endlng
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Republlc of the Philipptnes

DEPARTMEI{T OT TiE INTERIOR AND LOCIL GOVERNMENI

RECTON XI (CARACA nEAnN)
KM 4, 1559 MATIMCO Bldg,, Llb€rtad, ButuaD Clty

TNAVEL GHECNLIST

TRIP TICKET NO:
VEHICLE PLATE NO

A" BLOWBAGETS
Place a checkmark (/ ) on the lollowlngr

B. CAR TOOIS/ACCESSORJES

BEFORE
rntP

Crocodlle lrck
UBbrella
Tool bot w/ ba.lc tools lhslde

,T€NCh

FlasbltSht

c. nEMAnXS D. BODY

Oeatr

Muddy
Dusty
OthGrr/sp!cq|:

I her€by cerdfy that the above carrled out tlle BLOWBACETS check eNure presence of th€ above CAR Tools/

Accessorles and found the vehicle safe for the ttip.

Drtvrds t{.m. ard Stgnsturc/Dete Chlcf, llmnce.EdAdmhl.tr.dw Dlvlslor

DATE

terminals are clean and without coffosiom.

well.ts
B,BA'I'TERY

All liShts ar€ functtoniry ra'ell
L-LIGHTS

ofoil if
oll tevel is sufncient for thePowerTransmissi

extra bottle of oil forBri

o-otL

sumclentlevel lslantRadiator

The windshield washer fluid isW-WATER

The Brake are

ible cause of brake fluid kstf

the brake rotor disc,

theforsumcientlsfluidbrakeThe

B.BRAIGS

The tires have re.alrA.AIR
Fuel is suflicient for theG.GAS

istuE. ENGINE
and holes or redNoT" TIRE

Not defecdve

AFTER
TRIPBEFORETruP

I

AFTER
TruP

BEFOBE
TRIP

II

ReEi

H

oto- Dircctor
NAY

Admin. Offic.rv
T.CUBILLAS

ToD Minileementt hJsional oMnPrc(ess Owner

AtrTER
TRIP

for the

S.SEAT BELT

Rry'.,wrd



Rcpublic of the PhlllPphes
DIPATflIGTIT OF TFL tilTERtOR A]ID LOCTL COYERTTETT

Reglon xut (CARAGA REGION)
ilaTlrco idg ., *i. 1, Ubortad, Bulu.n clty

Qasotine Sfrp

OFFICEREGIONDILG

BY:

BY:

Printed Name / Signature

Prind Name / Signature

of Liers/Quarts:

ofVehkb:
No.

ffi***
/H

roefnoo t. cusu.Les
I ldmi*ofrcerv

Too Manatrementonal OMRPructss Owner

l)rrr tlnr.nt ( r'(lr'

llv Re v il l,'er t

,fuffi


