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PROCEDURE TITLE Development of Information, Education and Communication (IEC) Materials
This process covers the receipt of issuance from Central Office by the concerned division,
SCOPE coordination with LGRRC for IEC development and receipt of newly-produced IEC
Materials.
To define the standard process in the development of IEC Materials that will
PURPOSE promote/popularize PPAs advocacy and increase clients awareness and appreciation
equip clients with relevant knowledge in the implementation of PPAs and maximize their
potentials.
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
+ |EC Materials
Issuances from Development of IEC
Central Office Materials
DESCRIPTIVE STATEMENT:

Part of the advocacy initiatives of the DILG is the development of IEC Materials to popularize program/projects in
order to intensify massive awareness and appreciation of projects implemented.

Step Responsible PROCESS/ACTIVITY Details References
No. Personnel
| Regional Focal Receive issuance / directive | -Receipt of issuance / - Issuances
Person (RFP) directive from the Regional
Director
2 RFP and LGRRC RFP coordinates with -RFP provides LGRRC -Issuance

Administrator LGRRC administrator for Administrator with copy of
development of [EC issuance and together, work
materials on the format and design of
IEC materials
LGRRC Administrator
records issuance Issuances Requiring
Development of IEC
Materials
3 Division Chief Review the proposed -DC reviews the format and -Proposed IEC
format and design of IEC design of the IEC materials format and
materials as against the requirements design
of the issuance -Issuance
-DC approves proposed IEC
Approval of proposed materials
IEC materials
4 Regional Focal For printed materials, -RFP prepares requisite -Activity Design

Person (RFP)

preparation and submission
of supporting
administrative documents
for the production of IEC
materials

for approval.

administrative documents
for the production of IEC
materials

-Submit required documents
for approval

-Purchase Request
(PR)

-Activity Design
-Purchase Request
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PROCEDURE (QP) 0 10.16.17 20f2
i Responsine PROCESS/ACTIVITY Details References
No. Personnel
5 Regional Director | Approval of design -RD approves the activity - Activity Design
design and Purchase - Purchase Request
Request
6 RFP Forward approved PR to RFP forwards approved Approved Activity
General Services Section copy of the PR with attached | Design and PR
Activity Design to GSS and
retains copy of the design
and PR.
For IEC materials for web ITO to post approved IEC Approved IEC
posting, forward approved materials on official website | design
materials to ITO for posting. | and social media accounts.
7 RFP Provide copies of newly- RFP to provide copies of the | Newly-produced
produced IEC materials to produced IEC materials to IEC materials
LGRRC the LGRRC Administrator
8 LGRRC Receive copies of newly- -LGRRC Administrator to Logbook of IEC
Administrator produced IEC materials receive and record newly- Materials Developed
produced IEC materials and
Record received I[EC display same in LGRRC
materials in Logbook of [EC | facility
Materials Developed
9 LGRRC Retain records -Retain records in Logbook of IEC
Administrator accordance with the Control | Materials Developed
of Retained Documented
Information Procedure and
Master list of Records

—

Prepared By

Reviewed By

Approved By

Higher Supervisor

9,?&'\.7-'\41 ob .
LGOO V EMMYLOU P. LGOO YN C.
BURIAS JAYOMA 5
LGRRC Administrator OIC - LGCDD Chief | Pirector
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QO0-QP-R13-ORD-40

OBJECTIVE (QO) S —
00 10.16.17 1of1
DIVISION/FOU OFFICE OF THE REGIONAL DIRECTOR
%‘,JI,ALI;TY i Development of Information, Education and Communication (IEC) Materials
Key Performance Indicators (KPI) Applicable
Documents (e.g.
Frequency of Tracker,
Function oblectt e Indicator/Formula Monitoring Re;‘;:‘;:;‘:;:;m Monitoring Log
Jective arget (if applicable) Results Sheet, Summary
Log Sheet, Report,
Memo, etc.)
% of Regional 80% of RFPs Total number of RFPs provided Quarterly LGRRC e Logbook of IEC
Focal Persons provided assistance in development of IEC Administrator materials
(RFPs) assisted in | assistance in materials developed
development of development x 100
Development of IEC materials of IEC Total number of RFPs requiring
Information materials assistance in development of IEC
Information, materials
Education and
Communication % of IEC 80% of Total number of IEC materials Quarterly LGRRC e Issuances
(IEC) Materials materials issuances developed Administrator and Requiring
developed as requiring x 100 LGRRC Librarian Development of
required by development Total number of issuances IEC Materials
national policies of IEC requiring development of 1EC e Logbook of IEC
materials materials materials
acted on developed
l’['upmui By Reviewed By Approved By

Emyiwu P. BURIAS

LGOO V - LGRRC Administrator

JOCEL
LGOO VI -

OMA
DD OIC Chief A

t. Rdgig nal Director

Process Owner

Division Chief

l‘%lonal QMR

TopAdanagement
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DIVISON/FOU LOCAL GOVERNMENT CAPABILITY DEVELOPMENT DIVISION

PROCEDURE
TITLE

Development of Information, Education and Communication (IEC) Materials

OBJECTIVE 1.
STATEMENT 2. 80% of IEC materials developed as required by national policies.

80% of Regional Focal Persons (RFPs) assisted in development of [EC materials.

CURRENT PERIOD

INDICATORS

3Q

] 4Q | Total

Obiective 1: 80% of RFPs provided assistance in development of IEC materials.

A | Total number of RFPs provided assistance in development of IEC materials.

B | Total number of RFPs requiring assistance in the development of IEC materials.

C | Formula: A x 100 Target Result: 80%
B

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

Objective 2: 80% of IEC materials developed as required by national policies.

A | Total number of IEC materials developed.

B | Total number of issuances requiring development of IEC materials.

C | Formula: A x100 Target Result: 80%
B

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) duly signed by the DILG-XIII Deputy QMR.
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. - FM-QP-R13-ORD-40-01
Development of Information, Education and S TR TR

. . . Lof
Communication (IEC) Materials o | tote17{ Tof
Process Summary Logsheet
QUALITY OBJECTIVE: 1) % of Regional Focal Persons (RFPs) assisted in development of IEC materials
2) % of IEC materials developed as required by national policies
FREQUENCY OF MONITORING: Quarterly
COVERED PERIOD:
Due Date of Submission: Every 10th day of the ensuing performance period
Percentage of IEC Objective Results
Number of.lssuam:es Number of draft IEC Number of newly- | materials produced
Control Requiring produced IEC versus the number of Remarks/
No. materials prepared i 2 i
No. Development of IEC with RFP materials provided ] issuances requiring Met U Remarks, | Particulars
materials by RFP to LGRRC | development of IEC - n—et if unmet
materials
1
2
3
Total 0 0 0
Result

Prepared by Reviewed By

g,x J.Ma}._-
LGOO V EMMYLOU P. BURIAS LGOO VIJO AYOMA
LGRRC Administrator 0IC - M4CDD Chief
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