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Document Cod€

PROCEDURE TTTLE Processing of Press Releases - Written

SCOPE
This procedure articulates the process ofcrafting press releases and requesting news
coverage of DILG activities at all levels of production - data gathering actual writing
approval from concern authority, distribution to news outlets, monitoring and archiving.

PURPOSE
The purpose of this procedure is to describe the process in disseminating written press
releases.

PROCESS DESCRIPTION

INPUT OUTPUT

Data, information,
Written Article

Technical Person

{Program Focal),

lnformation link

EDITING, PROOF READI NG,

COPY WRITING, FINAL WRITING,

VERIFICATION AND APPROVAL

FOR RELEASE

Final Press Release NEWS

ORGANIZATIONS

DILG Website/Social

ln-house Publication -
Timon

DESCRIPTIVE STATEMENT:
The technical person or the information link fregion and province) will write an article with picture about DILG
activities. The information link or the editor -in-chief of the in-house publication will veriff data/information, edit
and proofread the article. The article will be routed to the Regional Director or Approving Authority for Final
Approval. Once approve, the information link/ editor-in-chief will disseminate the article in various news
organization. The Information and Technolory Officer will place it in DILG's website and social media. The
Information Link/ Editor-in-Chief will monitor news organizations that runs the article. For radio, the time and date
of broadcast will be logged and in case of newspapers, the article will be captured and put it in the archive.

Step
No.

Responsible
Personnel PROCESS/ACTNTTT Details References

L Technical
Person/
Information Link
rrP/r)

Write article with picture The news article should
contain the basics of news
reporting-5Wsand1H.

Data,
Activity Reports
Draft News Article

z Regional
Information
Officer/Alternate
Regional
Information
Officer
(RIO/Alternate
Rro)

Upon request review the
news article - veriff, edit
proofread and return to
technical
perso nn el /informati o n link
for finalization and
submission to approving
authority.

The Rlo/Alternate RIO will
ensure the veracity and
accuracy of information as
well as check the article for
grammatical errors.
The Tech. Personnel/ll
finalize article based on
review and have it approved.

Draft News Article

Edited News Article

3 Approving
Authority

Approve the news article
for release.

The Approving officer will
approve the release of the
article for release to media
organization and for posting
at DILG's website/social
media.

Edited and Final
News Article

4 RIO/Alternate
RIO

Assignment of Control
Number.

Logbook of Press
Releases

Approved News
Article

Rev. No, Eff. Date Page
oo

PROCESS

Tech. Personnel/ll will
request for control number
of the approved Press
Release and Rlo/Alternate
RIO will return PR with
control number to TP/IL
concerned.
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News article: An article that contains reports on the latest DILG XIil news, activities, and updates on the
Implementntion of DILG plans and programs.

RD.32
Rev.No. Eff Date Page

Step
No.

Responsible
Personnel PROCESS/ACTMTY Details References

5 Tech.
Personnel/IL

Circulation of News Article The news article will be
distributed to various news
organization including
posting of news in DILG
website/ social media thru
ITO.

Approved News
Article

6 Information and
Technolory
Officer

Posting of the article in the
website/ social media.

The ITO will upload the news
article in DILG website and
social media,

Approved News
Article

7 RIO/Alternate
RIO

Retain all records Retain all records generated
in accordance w/ Control of
Retained Documented
Information Procedure and
Masterlist of Records.

Control of Retained
Documents
Information
Procedure

1k)r,);a,L
tcoo v druruvl.ou p.

BURI.AS
RIO-Designate

LGCDD Division
Chief

*-fir'me.
Process Owner Division Chief/Next

Higher Supervisor
\Jr"n,ro

QMR Regional QMR

Document Code

00 10."1617 ? of ?

Definition of Terms:

Prepared By Revir,wed By Approved By
(
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Docunrent Code

DrvrsroN/Fou OFFICE OF THE REGIONAL DIRECTOR

QUALITY PROCEDURE
TITLE

PROCESSING OF PRESS RELEASES . WRITTEN

Function

Key Performance Indicators (KPI)

Frequency of
Monitoring

Results

Responsible for
Monitoring

Applicable
Documents [e.g.

Tracker,
Monitoring Log
Sheet, Summary

Log Sheet, Report,
Memo, etc.)

Obiective Target Indicator/Formula
(if applicable)

Processing ofPress
Releases

o/o of Press
Releases
reviewed per
request from
writer

80% of
written
Press
Releases
reviewed

Total number of Press Releases
reviewed within the same day of
the request

-x 
100

Total number of Press Releases
with requests for review in a day

Quarterly Regional
Information Officer

o LogbookofPress
Releases

7o of Press
Releases
circulated to news
outlets

B0% of
approved
Press
Releases
circulated

Total number of Press Releases
circulated upon approval

x 100

Total number ofPress Releases
approved

Quarterly Regional
Information Officer

r LogbookofPress
Releases

LGOO V.

a-L
P. BURTAS

Focal Person LGOO VI OIC Chief Director Director
, cEso III

rovedARevir:'ved IPre ra recl

Rev. Ilo, Eff. Date Page

U
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PROCESS QUALITY
AND EVALUATION [QME)

QME-QP-R13-ORD-32
Document Code

09.2t.t8 1of1

DrvrsoN/Fou LOCAL GOVERN MENT CAPABILITY DEVELOPMENT DIVISION

PROCEDURf,
TTTTE

PROCESSING OF PRESS RELEASES

oBrEcTrvE
STATEMENT

L. B0%o of written Press Releases reviewed.
2. B0% ofapproved Press Releases circulated.

CURRENT PERIOD

INDICATORS 1 2 3 Total
1:80o/o of written Press Releases reviewed from writer.

A Total number of Press Releases reviewed within the same of the
B Total number of Press Releases with for review in a
C Formula: A x 100 Target Result 80olo

B

D In case lhe o is not it is not met
Obfective 2; l00o/o of approved Press Releases circulated.

A Total number ofapproved Press Releases circulated.

B Total number ofapproved Press Releases.

C Formula: A x 100
B

Target Resulil B0%

D Gap Analysis: In case the objective is not met put your analysis why it is not met

Note: For unmet targets, the QMS Secretariat will issue Corrective Action Report [CAR) dulv signed by the DIIG-XIII Depuw QMR.

JeI'Jv^ a.,L
rprrrlvrorlp. BURTAS

LGOO V OIC LGCDD
SERONAY

Director Director
CESO IIIA.

Process Owner Deputy QMR QMR Top Mdnagement

Reviewe,dPre red Bv

Rev. No. Eff. Date Pase
00

4Q

Approved By
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PROCESSING OF PRESS RELEASES - WRITTEN
Process Summary Log Sheet

L) B0% of Press Releases reviewed per request from writer
21 80% of Press Releases circulated to news outlets

QUALITYOBIECTIVE:

FREQUENCY OF MONITORING: Quarterly
COVERED PERIOD:

Due Date of Submission: Every 10th day of the ensuing performance period

FM-QP-13-ORD-32-01

00 t0.76.t7 1 of_

Docunlent Code

Doc.
No.

No. of
requests for

review of
draft Press

Release

No. of draft
Press

Release
reviewed

No. of
requests

for rerriew
ofdraft
Press

Release
not acted

on

Obiective Results

No.of Press
Releases for
circulation to
media outlets

No.of Press
Releases

circulated to
media
outlets

No.of Press
Releases for
circulation to
media outlets
not circulated

Obiective Results

Met Unmet
Remarks, if

unmet
Met Unmet

Remarks, if
unmet

Total 0 0 0 o 0 0

Result lOOo/o lAOo/o LOOo/o LOOo/o

Top

Director
, CESO III

Division Chief

LGOO VI JAYOMA
ChiefOIC -

ffi*o*o"
ftional Director

f,ional qun

tcoo v

Process Owner

LGCDD Staff

P. BURIAS

d>
Prepared by Revic'rved By Approved lly

Rev, No. Eff Date Page


