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Conduct of Fact-Finding InvestigationPROCEDURE TITLE

The procedure starts
and ends with the rel

from the receipt the request or o

ease of fact-fi nding investigation
rder for fact-fi nding investigation
report to requesting party, copy

furnished t}le endorsi
SCOPE

To clearly define the process ofconducting Fact-finding tnvestigation
PURPOSE

PROCESS DESCRIPTION

PROCESSINPUT

CONDUCT OF FACT.FINDING
INVESTIGATION

Fact-finding
investigation rePort

Requesting
parw /

endorsing
party

uesting Party for investigation

DESCRJP/TIVE STATEMET{T:
The Regional ofnce receives complaint or request for fact-finding investigation- and endorses the same to t-Ire

concerned field oflice which conau'cts tne ract-nnding investigation ind prepires the report for the Regional offlce'

i;;;;;;;il;i th" .upo.t rro* tt 
" 

Reld office, the R-egional office prepares the fact-finding investigation report for

release to the requesting anaTor endorsing party/ieslAt the regional level, drafu of request for endorsement and

i".t-nnaing .upo.t 
"." irepaiea "na 

.o..J.i"a accordingly by the legal officer, reviewed by the ARD' and finally

,pp*""J Uy n"gi"nat tiirector. ai ttre held offtce tevet, aiifts of fact-finding investiga$on report and endorsement

are prepared and corrected accordingly by the concerned LGOO, reviewed and endorsed for approval by the PM and

the PD.fi

Step
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

1 Records OfEcer '
RO

Receive the
Complaint/Request

Stamp "RECEIVED" on the
complaint/Request for
fact-fi nding investigation
with date and time of
receipt and affix signature

Scan document and encode
the details ofthe
Complaint/Request for
fact-finding investiSation in
the Communication
Tracking System
(ComTrackS)

Forward to ORD

Complaint /
Request

ComTrackS /
Incoming
Communications
Logbook

, Receive the Complaint /
Request

Attach routing slip to tle
Complaint / Request for
fact-finding and forward to
Regional Director

Record details ofthe
Complaint / Request in
Incoming Communications
Logbook

Complaint /Request
for fact-finding
investigation
Routing SIip

Incoming
Communications
Logbook

3 Regional Director Assign Complaint / Request
for fact-fi nding investigation
to the Legal Officer and

Complaint /
Request
Routing Slip

OUTPUT

Complaint or request

ORD Secretary

Assign Complaint / Request
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Step
No.

Responslble
Personnel

PROCESS/ACTIVITY Details References

provide instructions in t}le
routing slip

ORD Secretary Forward Request Forward Complaint /
Request to Legal Omcer and
record the date and time
when delivered

Complaint /
Request
Routing Slip
Outgoing
Communications
Losbook

5 Legal Officer Prepare Draft endorsement Prepare draft endorsement
to the field office for fact-
finding investigation

Forward draftendorsement
to ARD for review

Complaint /
Request
Routing Slip
Draft endorsement
for fact-finding

6 ARD Initial review of Draft
endorsement

Complaint /
Request
Routing Slip
Draft endorsement

7 Legal Officer Incorporate correction lncorporate correction, if
any.

Forward the Draft
endorsement to ARD for
final review

Complaint /
Request
Routing Slip
Draft Endorsement

8 Final review of Draft
endorsement

Conduct final review ofthe
Draft endorsement

Recommend approval or
revision

rif for approval, forward to
RD
rif for revision, go back to
Ste 7

Complaint /
Request
Routing Slip
Draft endorsement

9 Review and approve
endorsement

Ifthe endorsement is
acceptable, approve/sign
ttle endorsemeng otherwise,
refer back to steps 7 and 8

Complaint /
Request
Routing Slip
Approved
endorsement

Legal Ofhcer Assign Control Number Assign Control Number

Photocopy approved
endorsement and forward to
Records Officer for release

Approved
endorsement
with attached
Complaint /
Request for fact-

I fidins investigation

tt Records Officer -
RO

Stamp "RELEASED" with
date and time ofrelease and
affix signature on the
approved endorsement

Send to concerned PD, copy

Approved
endorsement
with attached
Complaint /
Request for fact-
finding investigation

Do('urrclrt Co(lc

01

4

Conduct initial review ofthe
Draft endorsement

ARD

RD

10

Release endorsement
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Step
No.

Responsible
Personnel

PROCESS/ACTTVTTY Details References

furnished LGOO, if
applicable. Outgoing

CommunicationsLog
book

12 Records Officer -
PO

Receive endorsement Stamp "RECEIVED" on the
endorsement
with attached complaint /
request for fact-finding
investigation
with date and time of receipt
and affix signature

Log the details of the
endorsement with
Complaint / Request for
fact- fi nding investi gation

Attach routing slip

Forward to PD

Approved
endorsement
with attached
Complaint /
Request for fact-
fiding investigation

Incoming
Communications
Logbook

Routing slip

13 Concerned PD Evaluate the Complaint /
Request and assign to
concerned LGOO

Writes instructions on
routing slip

Endorsement
with attached
Complaint /
Request for fact-
fiding investigation

Routine Slip

14 LGOO Conduct fact-finding
investigation

Evaluate Complaint /
Request

Conduct fact-finding
investigation in accordance
with guidelines

Prepare draft fact-fi nding
investigation report and
endorsement

Endorsement
with attached
Complaint /
Request for fact-
fiding investigation

Routing Slip
Fact-finding
investigation report
and endorsement

15 Program
Manager

Conduct initial review of
draft report and

endorsement

Review initial draft of &e
fact-fi nding investi gation
report and endorsement and
recommends approval

*Refer back to Step 14 if
with corrections

Fact-finding
investigation report
and endorsement

t6 PD Approve fact-finding
investigation report

If the fact-finding
investigation and
endorsement is acceptable,
approve/sign the
endorsement; otherwise,
referbackto Steps 14 and
15

Fact-finding
investigation report
and endorsement

17 Records Officer-
PO

Release fact-finding
investigation report and

Assign control number

Docrrnrcrtt CO(lc

o1 101q1R aof6

Assign fact-finding
investigation
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Step
No.

Responslble
Personnel PROCESS/ACTtvtTY Details References

endorsement Stamp "RELEASED" with
date and time ofrelease and
affix signature on tie
approved Fact-finding
investigation Report and
endorsement

Send approved Fact-hnding
investigation Report to the
Regional Office

Outgoing
Communications
Logbook

Records Omcer -
RO

Receive the fact-finding
i nvestigation

Stamp "RECEIVED" on the
fact-fi nding investigation
report with date and time
ofreceipt and amx
signature

Scan document and encode
the details ofthe fact-
fi nding investigation report
in the Communication
Tracking System
(ComTrackS)

Forward to oRD Secretary

Fact-nnding
investiBation
report

ComTracks /
Incoming
Communications
Logbook

19 ORD Secretary Receive the fact-fi nding
investigation report

Attach routing slip to the
fact-fi nding investigation
report and forward to
Regional Director

Record details ofthe Fact-
fi nding investigation Report
in Incoming
Communications Logbook

Fact-finding
investigation Report
Routing Slip

Incoming
Communications
Logbook

20 Regional Director Assign Fact-finding
investigation report

Assign fact-finding
investigation report to the
Legal OfEcer and provide
instructions in the routing
slip

Fact-finding
investigation Report
Routing Slip

27 Forward Fact-finding
investigation Report

Fact-finding
investigation Report
Routing Slip
Outgoing
Communications
Logbook

22 Legal Officer Prepare draft Fact-fi nding
investigation Report

Prepare draft Fact-fi nding
investigation Report

Forward draft Fact-fi nding
investigation Report to ARD
for review

Fact-finding
investigation Report
Routing Slip
Draft Fact-finding
investigation Report

23 ARD Initial review ofdraft Fact-
fi nding investigation Report

Conduct initial review ofthe
draft Fact-finding
investiqation ReDort

Routing Slip
Draft fact-finding
investisation ReDort

l)o(unrcl|l C(xlr

01

Fact-finding
investigation Report
and endorsement

18

ORD Secretary Forward Fact-finding
investigation Report
to Legal Officer and record
the date and time when
delivered
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Step
No.

Responsible
Personnel PROCESS/ACTTVTTY References

z4 Legal Officer Incorporate correction Incorporate correction, if
any.

Forward the draft Fact-
finding investigation Report
tO ARD

Routing Slip
Draft Fact-finding
investigation Report

25 ARD Final review ofdraft Fact-
fi nding investigation Report
and recommend approval

Conduct final review ofthe
draft Fact-finding
investigation Report

Recommend approval or
revision

*if for approval, forward to
RD
*if for revision, go back to
Step 19

Routing Slip
Draft Fact-nnding
investigation Report

26 RD Review and approve
Compliance Report

If the Compliance Report
acceptable, approve/sign
the legal; otlerwise, refer
back to Steps 19 and 20

Routing Slip
Fact-finding
investigation Report

27 Assign control number Assign control number

Photocopy approved Fact-
finding investigation Report
and forward to Records
Officer for release

Approved Fact-
finding investigation
Report

Records Officer Release Fact-finding
investigation Report

Stamp "RELEASED" with
date and time of release and
affix signature on the
approved Fact-finding
investigation Report

Send approved Fact-finding
investigation Report to
requesting party, copy
furnished the endorsing
party

Approved Fact-
finding investigation
Report

0utgoing
Communications
Logbook

29 Process Owner Retain record Retain all records generated
in accordance with Control
ofRetained Documented
Information Procedure and
Master List ofRecords

ConFol of Retained
Documented
Information
Procedure

Master list of
Records

I)o(.nrnc t Code

0,

Details

Legal Officer

ZA
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Director

NAY A. N,

Director
III
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CONDUCT OF FACT.FTNDING I NVESTIGATIONQUALITY PROCEDURE

TITLE

Performance tndicators (l(Pl)Key
Applicable

Documents [e.g.
Tracker,

Monitoring Log
Sheet Summary

Log Sheet, Report,
etc.

Responslble for
Monitoring

Frequency of
Monitorlng

Results
lndlcator/Formula

fif applicable)TargetObiective
Function

. Endorsement
Letter to
Concerned
FOU

o Complaint /
Request Letter

. PSL

Legal OfficerMontltlyTotal number of comPlaints or
requests for fact-fi nding
investi gation endorsed to
concerned FOU within 5 working
days ftom receiPt / Total number
of complaints or request received

800/oTo endorse
complaint or
request letter to
concerned FoU
for the conduct of
fact-finding
investigation
within 5 working
days from receipt

Document Codr.
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Key

Memo etc.

Responsible for
Monitoring

Frequency of
Monitorlng

Results
tndicator/Fomula

(ifapplicable)TargetObiective
Function

Endorsement
from Provincial
Office to Local
Government
Operations
Officer
Endorsement
from Local
Government
0perations
Officer to
Provincial Office
Endorsement
fiom Provincial
omce to
Regional office
Fact-finding
investigation
report from
FOU

PSL

Legal OfficerMonthlyTotal number of formulated and

endorsed report to t}le Regional
office within 10 working days
upon receipt ofthe indorsement
bgether with the
complaint/request from t]le
Regional Office /Total Number of
reports formulated and endorsed

8oo/oTo formulate
report and
indorse to the
Regional Office
within 10
working days
upon receipt of
report from FOU

Do(urDcnt (ixlc

Performance lndlcators (KPI) Applicable
Documents (e.9.

Tracker,
Monltoring Log
Sheet, Summary

LoB Sheet, Report,
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Performance Indicators (XPI)Key
Applicable

Documents (e.g.
Tmcker,

Monitofing Log
Sheet, Summary

Log Sheet, Report,
Memo, etc.

Responsible for
Monltoring

Frcquency of
Monitoring

Results
lndlcator/Formula

(if applicable)TargetObiective
Function

Report or
reply Letter
to referring
entity or
complainant
/s
Fact-finding
investigation
report from
FOU

PSL

Legal OfflcerMonthly
800/6To render report

or reply to
referring entity
and/or
complainant
within 5 working
days from receipt
ofF0U's report

Director
ION, CESO IIILIL A.F

Re
DO

Re Director
ONAY

Officer
ARDO

IVA trop My'n:GS"JounOwner

\nyrr-ovctl 81
Prepa

,!,

R0\,ie\\'c(i B!

Mi

Do(-unrol|t Code

01

Total number of rePorts rendered

to referring entitY and/or
complainant
within 5 working days from
receipt of FOU's rePort / Total
number ofreports received from
FOU
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Office ofthe Regional Director -Legal

PROCEDURE
TTTLE

CONDUCT OF FACT-FINDING INVESTIGATION

oBlEcTrvE
STATEMENT

1. To endorse complaint or request letter to concerned FOU for conduct fact-finding investigation within 5 working days from receipt
2. To formulate the Investigation Report in the FOU level within a period of 10 days.
3. To render report or reDly to referring entity and/or complainant within 5 working days upon receipt ofreport from FOU

CURRENT PERIOD

INDICATORS Feb Mar un ul A Oct Nov Dec Total
1.O ective 1: 80% ofcom laint or re uest letter endorsed to concerned FOU for conduct fact-findi ln tion within five workin da from recei

within 5 wor from recei
B Total number ofcom aints or re uest received
C Formula: A x 100 Target Resulr 8096

B

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

Obiective 2: 800/6 of InvestiBation Report in the FOU level within a period of 10 days.

A Total number of reports formulated by the concerned
FOU witlin 10 worki from recei

B Total number ofreports formulated

C Formula: A x 100 Target Result: 800/o
B

Gap Analysis: In case the oblective is not met, putyour
ana sw it is not met

Obiective3:80%ofreportorreplytoreferringentityand/orcomplainantmadewithin5workingdaysuponreceiptofreportfromFOU

A Total number of complaints or requests for fact-
finding investigation endorsed to
Requesting/lndorsing Party within 5 working days
from recei ofre rt fiom FOU

Total number ofcomplaints or request indorsed

Eil

DrvtsoN/rou

Total number ofcomplaints or requests for fact-
finding investiBation endorsed to concerned FOU

it is not met

D

B tttt

,T-[l-
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C Formula: f, r 100
B

Taryet result 80%

D Gap Analysis; In case the objective is not met, put your
it is not met

Note: For unmet the Secretariat will issue Corrective Action d thE DILG.XIII D

EMI
A 0fficer

ARDO AY
Director

AF
Director

ON,CESO III

Owner
/on, or* ,1"rr"r"-"n,Top

Docunrcnt Codc

01

Reyir:lv,'cl



DILG REGIONXIII (CARAGA)

on

QUAIITY OBIECTIVE:

FREQUENCY OF MONITORINGT Monthly
COVERED PERIOD:
Due Dat€ ofsubmission:
Legend:

-Fin esti
Process Summary Logsheet (PSL)

1) To endorse the Complaint or Request to the concerned FOU for fact-finding investigation within 5 workilg days from receipL

Rev. No. Eff. Date Page

01 1of

FM-QP-R13-ORD.39-01A

Obiecdve Result

No.
Control

No.

Requesting
Party

Date of
request

Date received by RO

Records Omcer /
Date Received by

Legal Officer

Date of
Endorsement /Date
of Actual Release of

Endorsement
Met Unmet

Remar
ks, if

unmet

Remark
s/Partic

ulars

1

2

4

5

rIrII
IIIIIIITII

U
ElirLl GASTARDO
Attorr

Yffi^
le4ional Directorttti!!il

Documclrt Code

10.15.18

3

Total

Result

r'c(l Noted By
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Conduct of Fact-Finding Investigation
Process Summary Logsheet [PSL)

qUALITY OBIECTIVf,

FRf,ol,ENcY OF MONITORI c: Monthlv
COVERED PERIOD:
Due Dat ofsubmlislon:
LegeDd:

Total

Result

1) To formulate the lnvestigauon Report in the FO U level within a period of 1 0 days.

Efi, Dat.

0t 10,15.18

0 0

t{o
Control

No.
RequesdDg

P.rty
Date of
request

Date recelved by PO

Records Ofrcer /
Date Recetved by PM

Date of
EndoBerrert /Date
ofActual Rele.s€ of

EtrdorscDeDt to
LGOO

Date of Recelpt of
Report from FOU by PO

Records Omcer/Date
Recelved by PM

Date ofFFI
Report / Dat€

ofActual
ReleaseofFFl

Repoft

Oblectrve R€sults

Reharks/Part
lculersM€t llnmet Remarlc,If

uDmct

I

2

3

4

5

0

rM-QP-R13-ORD-39"018

I omcer

T{AY

QMR

EffiIil

Prcirnr.d tj) N,,n\lfly
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QUALTTY OBIBCTIVE: 1) To render report or reply to referring entity and/or complainant within 5 working days upon receipt of report fiom FOU

FnEQUENCY OF MONITORING: Monthlv
COVERED PERIOD:
Dne Date ofSubmlsslon:
LeBend:

No.
Control

No.

Requesdng
Party

Date of
request

Date of Recelpt of
R€port fi'olrl FOU by

RO Records
Omcer/Date

Recelved by Legal
officer

Date of FFI Report /
Date ofActual
Release of FFI

neport

Oblecdve Results

Remark
s/Pardc

uIalsMet Unmet
Rema
rks, tf
unmet

1

2

3

4

5

Total
Result

FM-QP.R13.ORD-39-01C

EMI

A tv officer
,.(ssL RlEiorlal Director

/ 6fu."d aMR

DILG REGIONXIII (CARAGA)

Conduct of Fact-Finding Investigation
Process Summary Logsheet (PSL)

l'rcpirc(l Ilr Notr(l tly

ffi
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MEMORANDUM

TO

FROM

suBlEcr

CONTROL NUMBER

DATE

Republic of the PhilipPines

Deparunent of the Interior and Local Government
Region 1.3 (Caraga)

DILG-Provincial Director

LILIBETH A. FAMACION, CESO III
Regional Director, DILG-CARAGA

FACT.FINDING INVESTIGATION

This refers to the attached Letter of relative to his/her complaint against
other details of which are specified therein.

The issue/s presented in the complaint are/is as follows;

1.

2.

Kindly verify/validate the above issue/s and submit your report and recommendations to this level
within Ten (10) days from receipt of hereof.

On account thereto, the following documents are hereby endorsed;

L. Complaint
2. Complaint's Annexes

For communication tracking purposes, please use the required forms.

Thankyou and Warm Regards.

"Matino, Mahusay at Maaasahan"

1559 Matimco Bldg., Km. 4 Libertad, Butuan City

offi cial @caraga.dil g. gov.ph

Tel. Nos.r (085) 342-2134, 341-L97 6, 342-2045

Email Address:

Attorney
SERONAY

Director
III

TopQMR

Prcparccl B Approved By

Website: www.caraga.dilg.gov.ph

00

Rcvicwcci By

L.

\$oo""t naa{agementr"o.{r, o)r#,
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Republic of the Philippines
DeparEnent of the lnterior and Local Government

Region 13 fCaraga)

MEMORANDUM

TO
Local Government Operations Offi cer

FROM
Provincial Director

suBlEcT

CONTROL NUMBER

DATE

FACT'FINDING INVESTIGATION

This refers to the attached Memorandum of Regional Director Lilibeth A. Famacion, CESO III, dated
relative to the complaint of _ against

Kindly verify/validate the stated issue/s and submit your report and recommendations to this level
within Seven (7) days from receipt of hereof.

On account thereto, the following documents are hereby endorsed;

L. Memorandum from RO

2. Complaint
3. Complaint's Annexes

For communication tracking purposes, please use the required forms.

Thankyou and Warm Regards.

"Matino, Mahusay at Maaasahan"

1559 Matimco Bldg., Km. 4 Libertad, Butuan City
offi cial@caraga.dilg. gov.ph

Tel. N os. : (0BS) 3 42 -2 1,3 4, 3 41 - 19 7 6, 3 42 -20 45

Email Address:

Attorney Officer
ARDO

ffi
!.[. snnonnv
gional Director

III
Regional

Pror
/ R$honat eMR Top Management

Plepaletl By A;llllovcd 81

Website: www.carasa.dile.sov.nh

Pape
0

Rcvicrvccl By
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Republic of the Philippines
Depaftment of the Interior and Local Government

Region 13 (Caraga)

TRANSMITTAL

TO
DILG-Provincial Director

FROM
Local Government 0perations offi cer

This refers to the Memorandum of Regional Director Lilibeth A. Famacion, CESO ltl, relative to the

complaint of 

- 

against 

-.

After verification/investigation, I hereby respectfully transmit the following;

1. Fact-Finding Investigation Report
2. Relevant evidences gathered

As recommendation, the following actions should be taken:

a. lssue Number 1

b. Issue Number 2

c. Issue Number 3

Thank you and Warm Regards.

"Matino, Mahusay at Maaasahan"

1559 Matimco Bldg., Km. 4 Libertad, Butuan City
offi cial@caraga.dilg. gov.oh

Tel. Nos.: (085) 342-2734, 347-1976, 342-2045
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Republic of the PhiliPPines

Depa ment of the lnterior and Local GoYentment

Region 13 (Caraga)

TRANSMIT'TAL

TO LILIBETH A. FAMACION, CESO III
Regional Director, DILG-CARAGA

FROM
DtLG-ProYincial Director

SUBIECT

CONTROL NUMBER

DATE

FACT-FINDING INVESTIGATTON REPORT

This refers to the Memorandum, dated relative to the complaint of 

- 

against

As a result ofverification/investigation, I hereby respectfully transmit the following documents;

1. Fact-Finding Investigation Report
2. Transmittal From the MLG00
3. Relevant evidences gathered

Thank you and Warm Regards.

"Matino, Mahusay at Maaasahan"

1559 Matimco Bldg., Km. 4 Libertad, Butuan City
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