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PROCEDURE
TITLE

IMPLEMENTATION OF ORDE& RESOLUTION OR DECISION OF
IUDICIAL OR QUASI.IUDICIAT AGENCIES

SCOPE

The procedure starts from the receipt the Order, Resolution or Decision of judicial or
quasi-judicial agencies up to the submission of Compliance Report to directing or deciding
agencies, copy furnished the Central Office and concerned Provincial Directors and Local
Government Operations Offi cer.

PURPOSE
To clearly define t}te process of timely implementation of tle Order, Resolution of judicial
or quasi-judicial agencies.

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT

fudicial or
Quasi-fudicial

Agency

CentralOffice

Order, Resolution
or Decision

Authority to
Implement

IMPLEMENTATION OF

ORDER, RESOLUTION OR

DECISION OF IUDICIAL OR

QUASI-IU DICIAL AGENCIES

ComPliance |udicial or euasi-RePort - JudicialAgency,- 
Central Office,

Concerned PD/LGOO

DESCRIPTIVE STATEMENTI

The Regional Office receives Order, Resolution or Decision from the judicial or quasi-judicial agency to implement its
decision against local government officials and employees and requests for Authority to Implement theiame from
the Central Office. Upon receipt of the Authority to Implemen! an Implementation Order is prepared, reviewed,
approved and released for implementation in coordination with t}te concerned Provincial Director and/or Local
Government Operations Officer. After implementation, Compliance Report is prepared and sent to the judicial or
quasi-judicial agency and Central Office, copy furnished the concerned Provincial Director and/or Local Government
Operations Officer. Drafu of request for authority to implement, implementation order and Compliance Report are
reviewed by the ARD, corrected by the legal officer and finally approved by Regional Director.

Step
No.

Responsible
Personnel PROCESS/ACTMTY Details References

1 Records Officer Receive the Order,
Resolution or Decision /
Authority to Implement

. Stamp "RECEIVED" on the
Order, Resolution or Decision

/ Authority to Implement
write date and time of receipt
and affix signature

o Scan documentand encode
the details of Order,
Resolution or Decision /
Authority to Implement in the
Communication Tracking
System (ComTrackS)

o Forward to ORD Secretary

o Order,
Resolution,
Decislon /
Authority to
Implement

o 1n 16.17 1 nf (
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Step
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

2 ORD Secretary Receive the Order,
Resolution or Decision /
Authority to Implement

o Attach routing slip to the
0rder, Resolution or Decision

/ Authority to Implement and
forward to Regional Director

o Record details of the Ordet
Resolution or Decision /
Authority to Implement in
Logbook

r Order,
Resolution or
Decision /
Authorlty to
Implement

r Routing Sllp
o Logbook

3 Regional Director Assign implementation of
Order, Resolution or
Decision / Authority to
Implement

o Assign the Order, Resolution
or Decision / Authority to
Implement to the Legal
Officer and provide
instructions in the routing
slip

o Order,
Resolution or
Decision /
Authority to
lmplement
Routing Slip

4 ORD Secretary Forward request o Forward Order, Resolution or
Decision / Authority to
Implement to Legal Officer
and record the date and time
when delivered

o Order,
Resolution or
Decision /
Authority to
Implement
Routing SIip

. Logbook

5 Legal Officer Prepare draft
Implementation Order /
request for Authority to
Implement

o *lf Authority to Implement
from t}te Central Office is
received, prepare draft
Implementation Order.

o *lf Order, Resolution or
Decision is received directly
from the judicial or quasi-
judicial agency, prepare draft
request for Authority to
Implement.

o Forward
draftlmplementation Order /
request forAuthority to
Imlement Order, Resolution
or Decision to ARD for review

o Letter request
o Routing Slip
o Draft

Implementation
Order / request
for authority to
implement

6 ARD Initial review of draft
Implementation Order /
request for Authority to
Implement

o Conduct initial review of the
draft Implementation Order /
request for Authority to
Implement

o Letter request
o Routing Slip
. Draft

lmplementation
Order / request
for Authority to
Implement

7 Legal Officer Incorporate correction o Incorporate correction, ifany
o Forward the draft

lmplementation Order /
request for Authority to
Implementto ARD

o Letter request
o Routing Slip
o Draft

ImplementaUon
Order / request

o 1f}1617 ? otS
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Step
No.

Responsible
Personnel

PROCESS/ACTTVITY Details References

for Authority to
Implement

8 ARD Final review ofdraft
Implementation Order /
request for Authority to
Implement and
recommend approval

o Conduct final review ofthe
draft Implementation Order /
request for Authority to
Implement

o Recommend approval or
revision

o *if for approval, forward to
RD

o *iffor revision, go backto
Step 7

o Letter request
o Routing Slip
o Draft

Implementation
Order / request
for Authority to
Implement

I RD Review and approve
lmplementation Order /
request for Authority to
Implement

o Letter request
r Routing Slip
o Implementation

Order / request
for Authority to
Implement

10 Assign control number o Approved
Implementation
Order / request
for Authority to
lmplement

11 Records Officer Release Implementation
Order / request for
Authority to Implement

o Stamp "RELEASED" with date
and time of release and affix
signature on the approved
Implementation Order /
request for Authority to
Implement

r *lf Implementation Order,
forward to Legal Officer for
Implementation, proceed to
Step 12.

o *lf request for Authority to
lmplement, send to Central
Office

' APproved
Implementation
Order / request
for Authority to
Implement

. Logbook

t2 Legal Officer Implement Order,
Resolution or Decision

o Coordinate with concerned
Provincial Director andf or
Local Government Operations
Officer

. Implement the Order,
Resolution, Decision within
the specifi ed prescriptive
period

. APProved
Implementation
Order

o Draft
Compliance
Report

o If the Implementation Order /
request for Authority to
Implement s acceptable,
approve/sign the legal;
otherwise, refer back to Steps
7and8

Legal Officer o Assign control number
o Photocopyapproved

Implementation Order /
request for Authority to
Implement and forward to
Records Officer for release
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Step
No.

Responsible
Personnel

PROCESS/ACTTVITY Details References

o Prepare draft Compliance
Report

13 ARD Initial review of draft
Compliance Report

o Conduct initial review of the
draft Compliance Report

r Letter request
r Routing Slip
r Draft

Compliance
Report

t4 Legal Officer Incorporate correction o Incorporate correction, ifany.
o Forward the draft Compliance

Report to ARD

r Letter request
r Routing Slip
o Draft

Compliance
Report

15 ARD Final review ofdraft
Compliance Report and
recommend approval

o Conduct final review of t}te
draft Compliance Report

o Recommend approval or
revision

r *if for approval, forward to
RD

o *iffor revision, go backto
Step 14

o Letter request
o Routing Slip
o Draft

Compliance
Report

t6 RD Review and approve
Compliance Report

o If the Compliance Report
acceptable, approve/sign the
legal; otherwise, refer back to
Steps 14 and 15

o Letter request
o Routing Slip
r Compliance

Report

L7 Legal Officer Assign control number o Assign control number
o Photocopyapproved

Compliance Report and
forward to Records Officer for
release

o Approved
Compliance
Report

18 Records Officer Release Compliance
Report

. Stamp "RELEASED" with date
and time of release and affix
signature on the approved
Compliance Report

o Send approved Compliance
Report to judicial or quasi
judicial agency and Central
Office, with customer-
satisfaction survey, copy
furnished the concerned PD
and/or LGOO

. Approved
Compliance
Report

. Logbook
o Customer-

satisfaction
Survey
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Step
No.

Responsible
Personnel PROCESS/ACTTVTTY Details References

19 Process Owner Retain records o Retain all records generated
in accordance with Control of
Retained Documented
Information Procedure and
Masterlist of Records

o Control of
Retained
Documented
Information
Procedure

o Masterlist of
Records

ALTEN M.

ATTY IV

A
OI

SERONAY
Director

LILIB A.
Regional irector

N, CESO III

Process Owner Deputy QMR Regional QMR
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DrvlsoN/Fou ORD-Legal

PROCEDURE
Implementation of Order, Resolution or Decision of Judicial or euasi-fudicial Agencies

oBTECTTVE
STATEMENT

1.

2.

3.
4.

order,

order,

To for imtorequest theauthority plement orresolution ondecisi of or udicialjudicia within 10quasi-j agencies days receiptuponTo order eth orProvincial ofR toCCCity theimplement resolution ro ofdecision or within L 0judicial quasi -judicial agencies days uponof toreceipt entauthority implem
To theentimplem utioresol or ofdecision u ordicial withinjudicialquasi 30 on ofagencies autho todays up receipt rity implementTo bmitsu ance with certification of within 30 of auth lmto ,lement

CURRENT PERIOD

INDICATORS Feb Mar Oct Nov Dec Totall:B0o/o of to im udicial made within 10
for tth e rder.o orresolution eclstd ofon orudicial

A numTotal ofber forrequests sent 10withinauthority

B Total number of Order, Resolution or Decision
received

C Formula; A x 100
B

Target Result 80olo

D In case theAnalysis: lsective notGap obj met, yourput
it notIS met

.,.
order,oTo therderObfectlve cialProvin or toOfflce theCity resolutionimplement or ofdecision ud oricial within 01quasi ofjudicial agencies upondays receiptauth to

A

decision within 10 days upon

NTotal berum of Memorand oum rder sent POto /co
for the ofimplementation resolution or

receipt of authority to

B Total number of order, resolution or decision to be

C Formula: A x 100
B

Target Result: 80Zo

D In case theAnalysis: notISGap met, tobJective pu your
It notIS met

order,tmTo3 rheObfectlve orresolution,plement ondecisi of orjudicial udicial clesquasi-j within 30agen aof todays receiptupon uthority implement

Page
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Key Perfo rmance Indlcators (KPr)

Function
Obfecdve Target Indicator/Formula

{tf applicable)

Frequency of
Monitorlng

Results

Responsible for
Monitoring

Appltcable
Documents (e.g.

Tracker,
Monltoring Log
Sheet, Summary

Log Sheet Report,

To order the
Provincial or City
Office to
implement the
order, resolution
or decision of
judicial or quasi-
judicial agencies
within 10 days
upon receipt of
authority to
implement

8Oo/o Total Number of Memorandum
Order sent to PO/CO for the
implementation of order,
resolution or decision within 1.0
days upon receipt ofauthority to
implement / Total number of
order, resolution or decision to be
implemented

Monthly Legal Officer o Memorandu
m Order

. Authority to
Implement

o Order,
Resolution
or Decision

o Routing Slip
o PSL

To implement the
order, resolution
or decision of
judicial or quasi-
judicial agencies
within 30 days
upon receipt of
authority to
implement

80% Total number of order, resolution
or decision implemented within 30
days upon receipt ofauthority to
implement / Total number of
order, resolution or decision
implemented

Monthly Legal Officer . Implementat
ion Order

o Authority to
Implement

o Order,
Resolution
or Decision

o Routing SIip
o PSL
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A order, resolution or decision
implemented within 30 days upon receipt of authority
Total number of

to
B Total number of order, resolution or decision

C Target result

D caseIn theAnalysis: notlsGap objective met, put your
lsit not met

To4: submitObfective withcompliance ofcertificationrepoft with 30lnimplementation of toupondays receipt authority implement
A

t

numberTotal of Iance withcompl certificationreport
of withmadeimplementation 30ln days upon receipt

B

made
numTotal ,ber of thwlcompliance certificationreport

C Formula: A x 100
B

Target Result 80%

D caseIn theAnalysis: nottsGap objective met, put your
it is not met

will lssue Comectlve, the DILG-XII
unmet the Actlon

lV /Legal Officer
GASULAS AY

Director
CESO III

Director

Process Owner Regional QMR Top Management

Reviewed ByPre rared Bl A rroved B
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DrvrsroN/Fou ORD-Legal

QUATITY PROCEDURE
TTTLE Implementation of Order, Resolution or Decision of fudicial or euasi-fudicial Agencies

Functlon

Key Performance Indlcators (KPr)

Frequenryof
Monitorlng

Results

Responslble for
Monitorlng

Applicable
Documents (e.g.

Tracker,
Monltorlng Log
Sheet, Summary

Log Sheeg Report,

Obfective Target Indlcator/Formula
(if appllcable)

To request for
authority to
implement the
order, resolution
or decision of
judicial or quasi-
judicial agencies
within 10 days
upon receipt

BOo/o Total number of requests for
authority sent within 10 days
upon receipt / Total number of
Order, Resolution or Decision
received

Monthly Legal Officer o Request for
Authority to
Implement

o Order,
Resolution
or Decision

r Routing Slip
o PSL

{
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Key Performance Indlcators (KPr)

Function
Obiective Target Indicator/Formula

(if applicabte)

Frequenry of
Monitoring

Results

Responsible for
Monitoring

Appltcable
Documents (e.g.

Tracker,
Monitoring Log
Sheef, Summary

Log Sheef, Report,

To submit
compliance report
with certification
of
implementation
within 30 days
upon receipt of
authority to
implement

B0% Total number of compliance report
with certification of
implementation made within 30
days upon receipt ofauthority to
implement I Total number of
compliance report with
certifi cation of implementation
made

Montly Legal Officer Compliance
Report
Certification
of
Implementat
ion
Implementat
ion Order
Request for
Authority to
lmplement
Order,
Resolution
or Decision

a

a

a

a

a

Officer OI Director
Y cEso III

Director

Process Owner Regional QMR Top Management

Pre Reviewecl R A roved llv
ared B

{

Rev. No, Eff. Date Page
00

Julius
Rectangle




