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1. SUMMARY

This document defines the process of iasuance of Free Patents over public apgricultural

lands pursuamt 1 Commonwealth Act 141, a8 amended by Republic Act No. 9176, This
process is illustroiod in the process low map mcluded w the DENR Quality Management

Manual,
2. REVISION AND APPROVAL
| Rew, Date Nature of Changes | Approved By = ]
| 00, 2016 Original issue. Underseerctury Ernesto D. Adobo, Jr. |
X PROCESS DEFINITION

The Free Potent is a legitimate proof of ownership of agriculivral public lind in the

Philippines gramed by the government. This process refers 1o the issusnce of free patents
over agriculiural lands under Commonwealth Act 141, as amended by Republic Act Ne,
2176 duted November 13, 2002

4. PROCESS OBJECTIVES AND METRICS

5.

4.1. The process aims to sinndandize the steps in the issuance of free patents over
public agricultural londs.

42, The Free Patents shall be issued within the prescribed period an defined in the
DENR Citizen's Charter Mo, 1.

43, The result of this process shall be made pan of the documented informatich and
shall be sulyect of manogement review,

PROCESS OWNERS AND RESPONSIHLE PARTIES

5.1, CENRO

52 PENRO

5.3, REGION

54, CENTRAL OFFICE
PROCESS INPUTS

6.1. The documents required for this process are:
n.000.  Any document showing identity of land (c.g. lot number, survey card, tax
declaration, Deed of Sale. vie.)
0,02, Tax declaration, Proofl of payment of taxcs
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6.1, Duly secomplishod Froe Patent Application snd preseribod forma, with the
Following attached documenis:
6l3l ﬁf ol Claima/Ownership of Land (Waiver of Righiy, Deed of
L e
6.1.3.2. Cenified True Copy of Approved Survey Plan, Technical
Degeription (TD) or Cadastral Map
6.1.3.3. Affidavit of mo (2} disinterested persons residing in the
barangay or munlcipality where the land 14 located attesting that
the applicant thereol has ocually occupied und cominuously.
.i:uhiwl:d the band cithor by hinsell or through his predecessors-
i inferest
6.1.34. Cenification from the Rogional Trinl Coun concerned tha there
w o pending land registralion case invelving the parcel being
apprhid for
6.1.3.5. Cenification frvm CENRO that the land 15 withio the A and
6 136, Affidovit stating that the applicant is nof the owner of more than
twelve {12) hectares of land in the Philippines
6,14 Recopt of Payvment of Application Fee

6.2. The resources required for this process ane:
6.2.1. DENR Personnel

6.3 The special raimng for the personnel required Tor this process are:
6.3.1, Land Disposition and Investigation

7. PROCESS STEPS
7.1. CENRD

T.0.1.  The Recordi Oificer, Limd Reeordd verilles the staius of the lond whethir
the some s titled or nol, and/or claimed by others.

702 The Geodetic Engimeer, Survey and Mapping Section determines the Land
Classificonon’ Smms, whether it s within the alicnoble and dispossible

(A&D) or not.

713, The CENRQ, or mplementing PENRO, sigpns and ospproves the
Certification of Status of Land.

704, The Land Investipstor DPLILand Manogement Officer provides the client
with:

7141, Checklist of Reguirements;
7042 Free Patent Application Form and ather prescribed forma; and
T.0.43.  Advice on the procedures.
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The Reconds OfficerLand Investigmior/DPLI receives the application with

complete supporting documents. Srhe records, indexes and assigns number

10 the application,

The Lond Investigntor’DPL] computes the lees and prepares the Order of

Pavmen. The cliemt pays the correspording foe and documentary stmmp

and s issued an official receipt,

Onee payment  is confirmed, the Lond InvestigaopDIL]  conducts

ivestigation; on the land bemg apphied for and submils investigation repon

with geo-tagped photo.

The Land Management Officer then prepares notices and feners 1w the

baranpay, municipality or clty sl applicant 1o be signed by the CENRD, or

implementing FENRO, The notices are posted for fificen (15) davs in the

barangay or municipality where the lnnd is located,

For the patent preparmtion and processing:

T.0.9.0. The Administrative Aide prepores BoL. Form 700-2A (Lot Dato
and Technical Description),

7.1.92, The Swil, Puoents and Deeds prepares the Order: Approval of
Application and lssuance of Patenl.

7.1.90.3, The Administrative Aide prepares and types the information anid
technical deseription of the land in the Judicial Forms and prepires
indorscmenl 1o the PENRO,

7.1.9.4, The Geodetic Engineer verifics il certifies the comectness of the
TD.

7095, The Chief, Pments and Deeds conduct preliminary review of the
Free Patent Application (FI"A)

The CENRO reviews and afTixes his initial on the potent and sign the

indorsgment.

The enrpeta 5 tansmitied to the PENRO.

2. PENRO

Onee the corpeta is received, the Chiefl Patents snd Deeds conduct o final
review uf the free patent documerts,

_ ‘The Chiel, Technical Services reviews and affixes hiy initial on the free

patent documents. The documents are then endorsed to the PENRO,

. The PENRQ signs the Order: Approval of Applicstion and lssuance of

Potent.
A Patent Number is assigned before transmitting the documents w the
Regster of Deeds.
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i PROCESS OUTPUTS
The results of the process are:

8.1. Produect: Free Paremt
#.2. Documented informotion:
B2 1. Inspestion Repon
£22, Certiflention from CENRO that the land is within A and D
821, Centificativn from the Regivnal Trial Court concerned that ther: tsno pending
land registration case invelving the parcel being applied for
#24. Affidavit staring that the applicant is ni the owmer of more than 12 heotares
of land in the Philippines
2.5 Copy of Tax Declaration
2.6, Notice of Posting and Letter 1o barsngay, municipality or gity and applicants
R27. Survey Plans and TDs
828 Judicial forms
829, Onder: Approval of Application and lssuance of Patent
8.2.10. Tronsrmuttal lener 1o Reginter of Deeds

NOTE: Limits of Approving Official:
5 Hectares snd Below - PENRO
Above § Hectares and below 10 hectares - Regionnl Director
Above 10 bectares 1012 Hoctares - Secreinry
Preparcd by: Approved by: f/“"‘\.
4
GERVACIO ATTY. . ADOBO, JR.

DENE Gentral Office Quality Management  DENR Quality Manggemen! Representative
Representative
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1. SUMMARY

This documert dofings the process of isuance of Survey Authority (DENR
Administrative Order 2007-29 dated July 31, 2007 or the Revised Regulations on Land
Surveys). This process is illustrared in the process flow map incloded i the DENR

Quality Manogement Manunl.

2. REVISION AND APPROVAL

| Rev. Date " Nature of Changes | Approved By
|, 2016 | Driginal issie. Undersecretary Ermesio D. Adobo, Jr. j

3. PROCESS DEFINITION

Survey Authority refers to the permit issued by the concerned DENR Official 100
government Geodetic Engneer 1o conduct isolated survey over public kmds for public
land application purposes. This permit is required prioe fo the conduct of surveys of lands
of the public lands.

4. PROCESS OBJECTIVES AND METRICS

4.1. The process sims (o sinndordize the steps required for the issumnce of survey
authority,

42 The survey authority shall be issued within the prescribed period ad defined in
the DENR Citizen®s Charter No, 2. _

43 The revult of this process shall be mude part of the docamented information asd
shall be subject of Manngement Review.

5. PROCESS OWNER AND RESPONSIBLE PARTY
The CENRO 15 the responsiblo office for this process.
6. PROCESS INPUTS

6.0, The documents required for this process ane:

6.1.1. Duly accomplished Letter-Request Form and any document showing the
identity of the land (e.g. Lot number; survey ciurd, e declaration, Deed
of Sale, ete.)

(1.2, Survey Autherity form duly sigmed by the applicant and private Geodetic
Engineer

6.1.3. _Frf:fui‘n’ln:im’ncqaiimﬂn of the property (e Deed of Sale, Waiver of
Rights, Tax Declarition, etc.)

.14, Order of Payment and Official Recapt
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- The resources required for this process are:

6.3,

621, DENR Personnel
6.2.2. Travelling Expenses
0.3, Equipment

The special training for the personnel required for this process are:
6,21, Land Disposition and Investigation
6,32 Equipment opcration

PROCESS STEPS

7.l

73

il

73

T4,

1.5

T.6.
L

The CENRO Recciving Clerk receives and enters the duly ncoomplished
Lener-Reguest in the record book.

The Records Officer, Land Investigator/Deputy Public Land Investigator
{DPLI) verifies the status of the land, whether i s titled or not and'or elaimed
by others.

The Chief, FMS determines the land classihicabion status.

The Land Investigator/DPLI provides the applheant with the checklist of
requirements: (1) Survey Authority, and (2} advice about the provadurcs.

The applicam submits the complete documentary requirements. The Receiving
Clerk receives and chedks the completeness of the documents submitted based
on the checklist.

The Chicl, FM$ preprres the Order of Payment for the Inspection Fee.

The Bill Collector aceepts the puyment of the spplicant and issues the Official
Hecoipt.

Aﬁﬁ'l::ujr:n:nt. thie CENRO assigns o Land Investigutor DIPLL to handle the
request.

The nssigned Land Investigator/DPLI condacts ficld investigation, prepares the
Investigation Report and recommendations, and submits the documents/reports
to the Chief, FMS for review.

The Chief, FMS reviews the documentsreports and endonie the same to the
CENRO for consideration.

. The CENRO signs the Survey Authority and Investigation Repor.
. The ClerkReconds Officer assigns a control number on Survey Authority and

enters this into the record ook,

. 'The Survey Authority is then released 1o the gpplicant.
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K. PROCESS OUTPUTS

The results of the pricess are:
B.1. Product: Survey Authornily
8.2, Documented information:
221 Duly accomplished Letter-Request Farm and any document showing the
identity of the land (e.g. Lot number, survey cand, tax declaration, Deed of
Sale. e1c.)
827 Survey Authority form duly sizned by the applicant and private Geodetic
Engineer '
$.2.3 Proof of clumsacquisition of the propeny (eg Doed of Sale, Tux
Diclisration, ete )

.24, Inspection Report
825 Survey Authorty approved by the CENRO
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1. SUMMARY

This document defines the process of issuance of Certificate of Tree Plantntion
Ownership (CTPO) for not mere than 1,000 hoctares. This process §s illustnsted in the
process low map included in the DENR Quality Management Manual.

2. REVISION AND APPROVAL

Rev. | Date Nature of Changes | Approved By

00, 2016 | Original twsue. Undersecretary Emesto D, Adobo, Jr,

3. PFROCESS DEFINITION

The Centificate of Tree Plantution Ownership (CTPO) is a document issued by the
DENR local ollicial ml the CENRO level to all private plantafion within titled or tax
doclared alienable and disposable (ALD) lands inside their area of jurisdiction (DENR
Memorandum  Crder  1999-20  cutitled  "Supplenvntal  Guidelines Governing  the
Registration, Harvesting, Transpors and Marketing of Timber By-Products coming from
FPrivate Plantations within Privage Lands or Tax Decfared Alicnable or [Nsposable
Faaneds™), This delines the proces taken in the ssuonce of CTPO for not more than 1,000
hectares.

4. PROCESS OBJECTIVES AND METRICS

4.1, The process auns (o standardize the steps regrired for the issuance of CTPCY for
not move than |,0(8) heciares.

42, The issuance of CTPO for not more than 10D hectares shall be within the
preseribed penod o defined in the DENR Citizen's Charter No, 3,

4.3 The result of this process shall be made part of the documented informanon and
shull be subject of management review.,

5. PROCESS OWNERS AND RESPONSIBLE FPARTIES
The CENRO is the reaponsible office fior this process.
6. PROCESS INPUTS

1. The doouments required for this progess ane;
&.1.1. Letter request of the applicant
6.1.2. Cemified und Verified Copy of the Title or Tax Declaration
6.1.3, Pictures of the site
614, Onder of Payment and Official Receipl
6.2, The resources reyuired for this process are:
6.21. DENR Personnel
622 Trovelling Expenses
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623, Equipment

6.3, The special training for the persvnnel requined for this process anc:
631, Tree Inventory
6.3.2. Equipment operation

PROCESS STEPS

7.0, The Recciving Clerk receives and records the detter rogquest and documentary
requirernents submitied by the chient.

72, The CENRO gives mstructions o the Clief, FMS to assign personnel 1o
imspect/verify the request and prepare Order of Payment. The client pays the
corresponding fee nnd Is issued an Official Recempt.

TA. After payment is settled, the InspectionEvalustion Team conducis iroe
mventory i the area

74, The Chiel, Forest Engineening & Infra Unit plots the coordinates of the ares in
control map and propares the map.

7.5. The Inspection/Evaluation Team preparcs and submits the report 1o the Chiel,
FMS,

7.6, The Chief, TMS evaluates and reviews the report.

7.7. The Chief, FMS, and Chief. Unilization Umit prepare the CTPO and affix their

initialy on the [fle copy and endoree the CTPO to CENRO fur consideration.

7.8 The CENRO approves the CTPO then release to the client.

PROCESS OUTPUTS

The results of the process are:
8.1, Product: Certificate of Tree Planttion Chwnership
.2, Documented Information:

Prepared by Approved by

8.2.1. Letter request of the applican)

822 Cenified and verified copy of the title or tax decluration
323 Pictures of the site

B.2.4. Inventory Repon

§.2.5. Map

LGERVACIO ATTY.E
Office Quality Management DENK Quality Management
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6.2.3. Equoipment

6.3 The special iradning for the persannel requited for this process are:
6.3.1. Tree Invenlory
3.2, Equipment operation

A

PROCESS STEPS

7.0, The Receiving Clerk receives and records the letter request and documentary
requiremnents submitted by the chient.

7.2, The CENRO gives mmstructions to the Chief, FMS o assign personng] 1o
mspect/verify the request and prepare Order of Payment. The client pays the
corresponding fee and is tssued an Official Receipe,

T3, After payment 18 settied. the Inspection/Evalustion Team conducts ree
mventory i the area.

74, The Chief, Forest Engincenng & Infra Lmit plots the coordinates of the are in
contral map and prepares the map.

75, The Inspection/Evaluation Tenm prepores and submits the report to the Chie,
FMS.

T.h. The Chicl, FMS evaluntes and reviews the report.

7.7. The Chief, FMS, and Chief, Utilization Unit prepare the CTPO and affix their
initials an the file copy and endorse the CTPO (o CENRO for consideration,

7.8 The CENRO approves the CTPO then release o the clienl.

8. PROCESS OUTPUTS

The resuits of the process are:

8.1, Product: Certificate of Tree Plantation Ownership

8.2 Documented Inlarmation:
821, Letter request of the spplicam
§.2.2. Cenified and venfied copy of the title or wx declaration
823 Pictures of the sile

824, Inventory Report
BLS Maop

Prepared by: Approved by:

M. GERVACIO ATTY. ERNESTO D. ADOBO, JR.
DENR (entral Office Quahty Management DENR Quality Management
Representative Representative
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I. SUMMARY

This document defines the process of ssuance of Certificaic of Venfication (CV)
on cotting/transporting of non-woeod forest products, ¢.e. bamboo, vines, nipa, etc., within
prvaie lund. This process is illustrated in the process flow map included in the DENR
Chuality Minagement Manual,

2. REVISION AND APPFROVAL

Rev, | Date Nature of Changes | Approved By ———
| K, 2016 Original issue | Undersceretary Emesto B. Adobo, Jr.

3. PROCESS DEFINITION

The Certificite of Venfication (CV) is a document ssued by the DENR local
official at the CENRC level 1o show that the non-wood forest producty come from private
lands indicating the quantity, volume, type of forest products and destination ‘consignee of
the commodities. This process defines the issuance of CV on cutting/transpornt of’ non-
wood forest products, e.g. bamboo, vines, mpa, eie., within prvare Lind.

4. FROCESS OBIECTIVES AND METRICS

4.1. The process mims 1o standardize the steps reguired for the ssuance of CV
{eutting/transpant non-wood forest products within privale land g bamboo,
vimes, nips, efc, ).

+.2. The issuance of OV (cuttingtransport non-wood forest products within povate
land e.g. bamboo, vines, nipa, otc.) shall be within the preseribed period us
defined m the DENR Citizen's Charter No, 4

4.3 The result of this process shall be made part of the documented information and
shall be subject of monagement roview,

5. PROCESS OWNERS AND RESPONSIBLE PARTIES
The CENRO s the responsible office for this process.
6. PROWESS INPUTS

6.1, The documents required for this process are:
6.1.1, Request Letter
1.2, Photocopy of Tax Declaration or Land Title
f.1.3, Owder of Payment end Officinl Receipt
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6.2, The resources roquired for this' progess are:

t21. DENR Personnel
622 Travelling Expenses
6.2.3. Equipment

7. PROCESS STEPS

1

r fr

e

T.4.

5,

-
1 Ll

i

7.8
A

The Receving Clerk receives and records the letter rogquest and documentary
reguirements submitiad by the client.

The CENRO refers the request to the Chief. Forest Management Section (FMS)
for evaluation.

After evaluation, the request s refermed to the Chief, Utilization Unit for review
and inspection. The Chief, Utiliestion Unit pssigns o Forest Ranger 1o conduct
itispection.

The Forest Ranger, Utilization Unit sonducts the actual inspeetion of the forest
products in the ared, prepares the Inspection Report and Order of Payment and
submity this to the Chief, FMS,

The Chicf, FMS reviews the Inspection Report und signs the Orlder of Payment.

. The clent pays the TV Fee und Oath Fee. The Bill Collector/Cashier issues an

officinl recapt.

After the payment, the CV is prepared. The Chief, FMS places his anitial on the
document and endorses the sume o the CENRO for consideration.

The CENRO approves the OV,

The Releasing Clerk releuses the CV to the chient.

8. PROCESS OUTPLUTS

The results of the process ane:

8.1. Product: Certiflente of Venfication for Cattm Transport of Non=-Wood Forest

Produsts within Private Land

£.2 Documented mformation:

B.2.1. Reguest Letter

8.2.2. Photocopy of Tax Declaration or Land Title
8.2.3, Inspection Report

R24, Official Recoipt

Prepared by: Approved by:

..lTTY
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. SIUMMARY

This document defines the process of issuance of cotificate of verification
(Cuting Tranupont of Planted and Non-Premivm Trees within Private Land) This process 15
illustrated in the process Mlow map indludied inthe DENR Quality Managgement Manual,

2. REVISION AND AFPROVAL

‘Rev.  Date | Nature of Changes _Approved By
00, 2016 Originil issue. | Unilersecretary Emesto D, Adobo, Jr.

3. PROCESS DEFINITION

The Certificate of Venification (CV) is a document issued by the DENR local official
2t the CENRD level 10 show that the logatimber, lumber or any wond products come from
private  lands indicating the quantity, volume type of foresi products  and
destination/consignee of the commodities. This process defines the wsuance of €V on
cuttingtransporn of planed and non-premium trees within private land

4. PROCESS OBIECTIVES AND METRICS

4.1, The process mms w sandardize the seps required for the ssusnce of CY
{eutting transport ol planted and non-préemium trees within prvate Land).

42, The issamce of CV fcuttingtranaport of plinted and non-premium irees: within
privade land) shall be within thie presenbed penod as defined in the DENR Citizen's
Charicr No, 5,

4.3, The result of (his process shall be made punt of the documented information and
ihall be subject of management review,

5. PROCESS OWNERS AND RESPONSIBLE PARTIES
The CENRO is the responsible office for this process.
6. PROCESS INPUTS
6.1, The documents reguired for this process ane:
611, Regiest Lener

6.1.2. Photocopy of Tex Declaration or Land Tile
6.1.3. Offcial Receipt
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6.2.

The resources tequired for thid process are:
620, DENR Pemonnel
622, Travelling Expemses

2.3 Eguipmen

7. FROCESS STEPS

ila

7.3:

74,

a5
':l'b-'

Tals
T4,

79,

The Receiving Clok receives mmd records the letter request and  documentary
requirements submitted by the client

. The CENRO refers ihe request to the Chief. Foresi Mansgemeni Scotion (FM5) for

evaluativm,

Afler evalumtion. the request is referred o the Chiel, Utilization Linit for neview and
inspection, The Chiel, Utiheation Unit assigns a Forest Ranger to condict
inspection ef trees 1o he cut/tmnsponed,

The Forest Ronger, Dtilization Unit conducts the nowal inspection of the forest
products, prepares the Inspection Repornt and Order of Payment and submats this to
the Chiel, FMS.

The Chicl, FMS reviews the Inspegtion Report and signs the Onter of Payment,

The client pays the CV Fee and Outh Fee, The Bill CollectorTnahizr jssues an
official receipt (OR), '

The client presents the OR to the Utilization Uinit, _

Then, the Chief, FMS and Chief, Utilization Unit prepare the OV, affix their initiaks
on the document and endorse the same w the CENRO for consideration:

The CENRO approves the TV,

.10, The Releasing Clerk releases the CV o the elient.

. PROCESS OUTPUTS

Bt

8

The results of the process ane:

Product: Certificate of Verification for Cuttingtranspon of Planied and Non-
Premium Trees within Private Lamd) '
Documented informanon:

#.21. Request Letter

2.2, Cenified und verified phistocopy of tax declaration or land tithe

$.2.3. Inspection Repor

B2.4, Officinl Recetp
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1. SUMMARY

This document defines the process of Application. for Chainsaw  Registrulion
{pursuant to Republic Act No. U175 and DENR Adminstrative Order No. 2003-24). This
process 18 filustrated m the process fTow map incloded in the DENR Quality Management
Manual.

2. REVISION AND APFROVAL

Rev. | Date  Nature of Changes | Approved By !
0U. 2018 Original issue. | Undersecretary Emesto D. Adobo, Jr. |

3. PROCESS DEFINITION

The Chainsaw refers to any portuble power saw or similar cutting implement,
rendered operative by an electne or internal combustion engine that may be used for, but
is mot birmited W the felling of trees or the cultiag of timber.  All persons who own or are
otherwise in possession of chamssws ure required by law to register the same with the
Depurtment, through any of its Community Environment and Natural Resources Office
(CENRO), The CENRO shall issue the comesponding registration cortificate of permit if
it finds such persons to be qualified pursuant to Republic Act 9175 or the Chain Saw Act
of 2002 amd DENR Administrative Order No. 2003-24, This defines the process of
applying for Chainsaw Registration.

4. PROCESS OBJECTIVES AND METRICS

4.1, The process aims to standardize the steps required for the issuance of Certificate
of Chainsaw Registration.

4.2, The Cemificate of Chutnsaw Registration shall he jssued within the prescribed
period s defined in the DENR Citizen's Churter No, 6.

4.3, The result of this process shall be made part of the documented information mmd
shall be subject of management revicw,

5 PROCESS OWNERS AND RESPONSIBLE PARTIES
The CENRO s the responsible office for this process,
6. PROCESS INPUTS

6.1. The documents required for this process are
6.1.1. Official Reccipt
6.1.2, Siencil Serjal Number of Chatnsaw
6.1.3. Duly sccomplished Application Form ‘
6,14, Detailed Speeification of Chainsaw (eg bramd, model, engine capacity,
cic.)
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6.1.5 Ovder of Payment
7. PROCESS STEPS

7.1. Theapplication form and supporting decuments are received by the CENRO
Receiving Clerk.

7.2, The CENRO Foeul Person/Forester! Chief, FMS prepares and signs the Order of
Payment.

7.3, The client pays the registration fee and forwands the copy of the oificial receipt
(OR) 10 the CENRO Foeal Persan. '

7.4, The Chiel, FMSTorester verifics the supporting documents and inspects the
chainsaw. After verification, s'he preparcs the Certificate of Registration, affixes
hisher initial and endopses the document to the CENRO for considerition.

7.5. The CENRO approves the Cenificite of Registration.

7,6, The Releasing Clerk records and assigns a contral number to the chainsaw
before releasing the Certificale to the client,

8. PROCESS OUTPUTS
The results of the procesy are:

8.1, Product: Centificate of Registration
82 Documented informabim:
£.2.1. Duly accomplished Application Form
.23 Detalled specification of chainsaw (e.g. model, brand, enpine capacity)
%.2 3. Official Receipt from DENR-CENRO fisr chainsaw regstration
2.4, Steneil serinl number of chainsaw

Prepared by: Approved by

. GERVACIO ATTY.ER ’
tral Office Quality Managemoent DENE Guality Management
Represontarive i

DENR
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1. SUMMARY

This document defines the pmcesiing of CITES Pamit Applications fur the
import of wildlife, including its by-products and derivatives. This process is ilustrated in
the process flow map included in the DENR Quality Management Manual,

2. REVISION AND APPFROVAL

| 00,2016 | Original issue. Unilerseeretary Eresto D Adobo, Ir. |

3. PROCESS DEFINITION

The Convention on International Trade in Endangered Species of Wild Founa and
Flara (CITES) Limport Permit refers 1o the permit issued authorizing an mdividual to bring
intos the Philippines wildlife listed under the CTTES Appenthees, including s by-products
or derivatives, from other countries, s defined in DAO 2004-55 dated August 31, 2004
entitled "DENR Streamlining Procedural Guidelings pursuam to the Joint DENR-DA-
POSD tmplementing Rules and Resnalations of Repuablic dcr No. 9147 otherwive known ax
"Wildlife Resources Conservarion ond proection Aci™. The process defines the
processing of CITES Permit Applications for the Import of Wildlife, including its by-
products and denvatives,

4, PROCESS OBIECTIVES AND METRICS

4.1. The process aims o standardize the sieps required in the processing ol CITES
permit applications for the import of wildlife, including its by-products and
derivalives

4.2 The CITES Impert Permit shall be lssued within the presoribed period as
defined in the DENR Citizen's Charter No, 7,

43, The result of this process shall be made part of the documented information and
shull be subject of management review.

2, PROCESS OWNERS AND RESPONSIBLE PARTIES

The Biodiversity Management Burcau (BMB) is the responsible office for this
PIOCESS.

f. PROCESS INFUTS

6.1, The documents required for this process are:
6.1.1, Duly sccomplished application form
.12 Export permit/certificanion of onigin (rom exporting country
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6.l

1.3 For live specimens, Phvtosanitiry { for wild planta) Vetermany Cerfificate
(for wild animats) 1ssued by the authorized government agency of the
country of origin

6.1.4, Official Receipt

Resnurces required for this process
62.1. Personnel

PROCESS STEPS

rA

e

T3

T4

7.5

T
.7,

7.8,

1.9

The Records Unit receives the application 1ogether with the documentary
requirements and forwards the same w0 the Wildlife Regulation Section (WRS)
The CITES OMficer, WRS evaluntes the completencss of the documents
submitted. Il the documents are complete, the Order of Payment s prepared.
Ctherwise, the application ts retumed 1o the client.

The client puyvs the required fee and £he 15 issued an official reccipt (OR). S'he
presents the onginal copy of the OR to the WRS,

The CITES Officer, WRS drufls and submits the CITES Import Permit to the
Chiel, WRS for review,

Thee Chiel, WRS reviews. affixes initial and endonies the penmut o the Chief,
Wildlife Resources Division (WRD).

The Chief, WRD reviews, affixes initinl und endorses the pormif 1o the Assistant
Director's Office.

The Assistanl Director reviews. affixes initinl wnd endorses the permit to the
Director's Office.

The Director approviessigns the CITES Import Permiat and forward signed
permil o the Records Linit

The Recordy Unit affix a permit number, the CITES and agency deals, and the
dates of issuance and expiry prios ta release to the client.

PROCESS OUTPUTS

8.1
5.2

Thie results of the process are!

. Product: CITES Import Permit
. Documentad information:

8.2.1. Duly accomplished application form

8.22. Expun permitcertification of origin from exporting country

§.2.3. For live specimens, Phyiosanitery (for wild plants) Veteninary Certificate
(for wild animals) issued by the autherized govermment agency of the
country of origin
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1. SUMMARY

‘ This document defines the processing of CITES Permit Applications for 1he
Export/ Re-oxpart of Wildlife, including its by-products and derivatives. This process s
iustrated i the process flow map meladed in the DENR QMS Manual.

2. REVISION AND APPROVAL

Rev, Date Sature of Changes | Approved By
00, 2016 | Urnginal issue. Undersecretary Emesto 1. Adobo, Jr. |

= S=ium

3. PROCESS DEFINITION

1. CITES Export Permit refers fo g permit sothorizing an individual to bring, send
o transpont wildlife listed under the CITES Appendices, mncluding its hy-
products or derivatives, from the Philippines o other countries in. accordance
with  DAO  2004-535  cated  August 31, 2004 entitled *DENR
Streamilining Procedurel Guidelines purswant to. the jouimt DENR-DA-FCSD
fmplemeniing Rules wnd Regulations of Rupublic Act No, 9147 wiierwise kiown
as "Wilditfe Resntirces Conservation amd protection Aci™,

3.2 CITES Ro-cxport Permil relers t0 # permit suthonizing an individual to bring out
of the country wildlife hsted under the CITES Appendices, including its by-
pridtucts or derivitives, which were previously exported/imported (DAO 2004-
55),

33, This document defines the processing of CITES permin applications Lor the
export’re-export of wildlife mcloding its by-products and derivatives.

4. PROCESS OBJECTIVES AND METRICS

4.1, The process gims 10 stundardize the steps required for the processing of CTTES
Permit Applications for the Export/Re-export of Wildlife, including its by
products and denvativies.

42, The CITES Export/Re-export Permit shall be issued within the prescribed
period as defined in the DENR Citizen's Charter Ni. K.

4.3,  The result of this process shall be mude pant of the documented information and
ghall be subjeet of manapement review,

3. PROCESS (YWNERS AND RESPONSIBLE PARTIES

This Biodiversity Maonagement Bureau (BMB) is the responsible office for this
process.
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6. PROCESS INPUTS

1.

The documents required for this progess ane

6.1.1. Expon

f.1.0.1 Buly ascomplished spplicstion form

f.1.12, Inspection of wildlife by the DENR-BMB within 3 davs

6.1.1.3, Documents supporting the legal possession or soquisition of
wildlife

6.1.1.4, Bank export declaration, if for commercial purposes

6.1.1.5  Local Transport Permit, where applicable

6.1. L6, Phyrosanitary (for wild plants) / Velerinury Certifichle { for wild
arimals)

6.1.1.7, Order of Mayment/Olhel Recey

6.1.2, Re-Expon

6.1.2.1. Duly accomplished application fomm

61,22 Inspection of wildlife by the DENR-BMB within 3 duys

6.1.2.3. CITES lmport Permit issted by the DENR ar other documents
supporting the legal possession or sequisition of waldlife

i.1.2.4, Local Transport Permit, where applicable

.1.2.5. Bank expoit declartion, if for commercinl purposes

6.0.2.6, Phytosumitary (for wald plamts) ! Veterinary Certificate { for wild
animals)

6,127, Oeder of Payment/Official Receipt

2. DENR Personncl are required for this process.

7. TYPICAL PROCESS STEPS

T.b.

[

. The Records Unit recelves the apphication together with the documentary

vequirements and forwards the same to the Wildlife Regulation Section (WRS),

2. The CITES Officer. WRS evaluates the completeness of the documents

submitted. If the documents are complete, the Order of Payment i propared.
tnherwine the application is retumed back to (he client

The chient pays the required foe and w'he is issued an official receipt (OR). S'he
presents the original copy of the OR to the WRS,

The CITES Officer, WRS dmfis and submits the CITES Export/Re-Expon
Permit to the Chief, WRS for review.

The Chicl, WRS reviews, affixes initial and endorses the permit to the Chief,
Wildlifie Resources Division (WRD).

The Chief, WRD reviews, affixes initial and endorses the permit 1o the Assistant
Dhrector's Office.

The Assistunt Dircctor reviews, affives inftial and cndomses the permit o the
Director's Office.
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T.8. The Director spproves'signs the CITES Export/Re-export Fermit and forward
stuned permit to ihe Records Linit

7.9, The Revords Unit affix o peemit number, the CITES and agency seals, and the
dates of issuance and exjpiry prior [o release to the client.

¥. PROCESS OUTPUTS
The results of (the process arc:

K1 Products
8.1.1. CITES Export Permir
8:12. CITES Re-export Permil
§.2. Documented information:
821, Duly sccomplished application form
8.22. Inspection of wildlife by the DENR within 3 duys
%23, Documents supporting the legal possession or soquisition of wildlife
(Expaort)
824, CITES Import Pérmit issued by the DENR or other documents
supporting the legal possession or acguisition of wildhife (Re-export)
8.2.5. Bank export declaration, if for commercinl purposes
8.2.6. Local Transpon Permit, where applicable;
82,7, Phytosanitary (for wild plants) / Veterinary Certificate (for wild animnals)
828 Onder of Payment/Oflicial Reccipt

Approved by /./—\ﬂ
./
ATTY. ERN . ADIBO, JR.
DENR Quality #Management

Reproescgiative
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1. SUMMARY

This document defines the process of issuance of Residential Free Patentd (Republic Act
10023: DENR Admimstrative Order 2010-12). This process is illostrated in the process flow
map neluded in the DENR Quality Manngement Manual

1. REVISION AND APPROVAL

Rev. | Date  Nature of Changes | Approved By
00,2018 | [ | Onginal issoe. Lindersecretary Emesio D. Adoby, Ir.

3. PROCESS DEFINITION

The Residential Free Puatent s o legitimate proof of ownemship of residential public land
in the Philippines grunied by the government. This process covers applications for free
potents pertatning to untitled public slicnableand disposable lands which have been soned as
residential. 1t shall also cover zoned residential wrens in proclaimed townsile reservatinns
(Republic Act 10023; DENR Administrative Ovder 20010-1 2%

4. PROCESS OBIECTIVES AND METRICS

4.1, The process aims to standandize the steps required in the issuance of free patents in
untithed public alienable and disposeble lands which have been soned o residential.

4.2. The Residential Froe Poionts shall be issued within the presenbed penod ap defimed
in the DENR Citizen's Charter No, Y.

43, The result of this process shall be made part of the documented infanmution and
ihall be subjeet of mansgement review

£ PROCESS OWNERS AND RESPONSIBLE PARTIES

5.1. CENRO
32. PENRO

6. PROCESS INPUTS

fi.l. The docuntints requinsd for this process are:
6.0.1. Any document showing identity of land (=g lot number, survey cand, lax
declarntion, Deed of Sale, e
6.1.2 Cestificd true copy of Approved Survey Plan, Technical Description or
Cadastral Map
6.1.3, Tax declaration, proof of payment of taxes
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6.1.4. Cenification froam the Barmngay that he is o resident in the arca
605 Duly accomplished Residential Free Patent Application and prescribed

forms, with the following attsched documents:

ml5 1 Prool of Cliome Ownership of Land

6.1.52 Ceificd True Copy of Approved Survey Plan, Technical
Descrption ( TD} or Cadastral Map

0.0.5.3. Copy of technical desenplion

6154, Affidavit of two (2) dismterested persons residing in the barangay
of the ¢city or municipality where the land 8 located anesting that
the applicant thereof lhas either by himself or through his
pradecessons-in interest, scwally resided on and continuously
possecd and ocoupiod under o bopalide ¢loim of sequismion: of
ownership, the subpect land for at least ten ( 10) years

6.1.5.5. Certification from the Regronal Trial Coun concerned that there i
no pendins Iand regimeation case involving the parcel of land being
upplicd for

6.1.5.6. Cenification from LOU thal the arcad applied lor is zoned as
Residential

6.1.5.7. Cerification from CENRO that the land is within A and D

6.1.5.8; Affidavit sinting that the lond is the only land applied for by the
applicant

f.1.59. Government #osued 1D of applicant and representative (Postal,
Viter's, (SIS, LTO, PhilHealth, Senior Citizen’s, 585, ctc,)

6,15, 10. Latest photograph of land and bouse (prefernbly geo-tagged)

6.1.5.11. Latest photograph of the applicant and representative

6i.1.6.  Order of Payment'Official Receipt

6.2, The resources required for this process are:
fm2.1. DENR Personnel
622 Travelling Expenses
6.2.3. Equipment

6.3, The special trainitig for the personnel required for this process are;

63,1

Land Disposition ond Inyestigaton

632 Equipment operation
7. PROCESS STEPS

T.1. CENRO

-J'.Ia-l

. The Records Officer, Land Recovds verifies the status of the land whether

titled or not and’or ¢lnimed by othors.
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T.12.

114,

7.8,

L8

.0

LAY

T3.1

The Geodetic Engineer. Survey and Mapping Scofion determines the Land
Classificotion Strus, whether it i within alienable and disposahble (A& D) or
e,

. The CENRO, or implementing PENRO), signd and spproves the Certilicatiom

of Status of Land.

The Land Investipator/DPLILand Monagement Officer provides the client
with:

7040 Checklist of Reguirsments;

7.1.4.2. Froe Patenmt Application Form and other prescribed forms: and
T7.1.43. Advice on the proceduncs. _

The Records Officer/Land Invewigator/DPLI recoives the application with
complete supporting documents. She records, indexes and axsigns control
number 1o the application.

The Land Investigntot/DPL] computes the fees and prepares the Crdur of
Payment. The client puss the corresponding fee and documentary stamp arud
ts issmed an officiel receipt.

. Once povment is confinned, the Land  InvestgaiorDPLL  conducts

investigation on the land bemg applicd for and submits mverigation repor
with geo-tugped photo.

. The Land Management Officer thien preparcs notices and letters to the

barangay, municipality or city snd spplicant 1o be signed by the CENRO, or
implementing PENRO. The notices are posted hefore the patent preparotion
and processing.

9. For the patent preparation and processing:

7191 The Administrative Aide prepares the B.L, Form 700-24.

7.1.92 The Swif, Paternts and Deeds prepares Order of Approval and
lssuance of Putent.

7095, The Administrative Alde types the Judicial Forms and Technical
Descriptions { T1) and propare indomement 1o the PENRO,

70104, The Geodetio Engineer verifies and certifies the correctness of the
TD.

T.1.9.5, The Chief, Patents and Deeds conducts preliminary review of the
Residential Free Patent Application (RFPA),

The CENRD reviews und affixes his initial on the potent and wgm the

idorsement,

The earpeta i€ ransmitted to the PENROL

. PENRC

Once the carpet s roceived, the Chiel, Patents and Decds conduct a final
review of the frec patent documenta.
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722 The Chiel. Technical Services reviews and alfines hiz mmitial on the free
patent documents. The documents are then endorsed to the PENRO.

723, The PENRO signs the Onder of Issusnce of Residéntial Free Patent,

724, A Patent Number'mdex in assigned before tranamitting the documents to the
Regster of Deeds.

. PROCESS OUTPUTS
The rosults of the provess are!

8.1. Product Regsidentinl Free Patent
8.2, Documented information:
821 Inspection Keporn
¥22. Cernificme from CENRO that the land ks within A and D
B23. Certifieate from the Regional Tral Court concerned that there is no pending
land registmtion ease involving the parcel being applicd for
$.24. Centificate from LGL that the arca applied for is 2oned ns Residential
8.2.5. Allidavit stuting that ibe land is the only land applicd for by the applicant
8.2.6, Copy of Tax Declaration
82.7. Notice of Powting and Letter 1w Harangay, municipality or city and
pplicants
2.8. Survey Plans and TDs
829 Judicial forms
8.2.10, Order of Issuance of Hesidential Free Pulemt
2L Trumsmind! letter o the Register of Deeds

Prepared by Approved by:

LDA M GERYACIO ATTY.E D D ADOBO. JR.
ral Office Qualiny Management  DENK Cruality M 1 Represemative
Hepresentative

DENR
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1. SUMMARY

This document deéfings the process of issuance of Tree Cutting Pamit. This
process is illustrated in the process flow map included in the DENR Quality Management
Munual

2. REVISHN AND APPFROVAL

Reov, | Date Natore of Changes | Approvid By
0a, 2016 | Crnginal issue. | Underscoretary Emesto . Adobo, Jr.

3. PROCESS DEFINITION

Tiee Cutting Permit i o document issued by the Depariment prior to the
utilizntion/extragtion of standing treex.  This document delimes the proceis of issuance of
Tree Cutting Permit.

4. PROCESS OBJECTIVES AND METRICS

4.1, The provess mms o standardize the steps required for the issuance of free
cutting permit in public places, privale londs, infrastruciure projocts, and
E0Vermment projeos.

4.2. The Tree Cutting Permit shall be issucd within the prescribed period as defined
in the DENR Citizen's Chaner Ne. 10,

4.3 The resul of this process shall be made part of the documented information and
shall be subject of management review.

5. PROCESS OWNERS AND RESPONSIBLE PARTIES

5.1, DENR Centrul Office

5.2. DENR Regional Office

5.5 Provincial Envirenment and Natural Resources Office (PENRD)
54, Community Environment and Natural Respurces Office (CENRO)
%5 Forest Management Burean (FMB)

B, PROCESS INPUTS

6.1, The documents required for this process are:
6.0, Letter of application
.12 LU Endorsement’ Certification of No Objection  (Mumcipatity and
Barangny)
. 'Copy of Land Title (OCT/TCT) fiar Privale Property
Phnlnpqlh.a of trees to be removed
Site Development Plan and ECC for big projects
I inventory is undertaken by the customer:

[ A

1.
1
A I
1

- - ol




| Docomesm D | DENRIOOME10

&a Department of Environment and Katual Resourves Benim Na T ’J _

i.
—
———
i ‘

PROCESS DEFINITION Daztasal | peepc o
Tree Cutting Permii Cipinaing Cifice | CY (o Tl
Pige Na |-anfs

7.

6.1.6.1, Tree Charting Map
6.1.6.2.  Timber Inventory Inspection Report with Tally Sheet/Smnd and

Stock Table and pictures

6.2, The resources required for this prdcess ane:

6.2.1,
$.2.2,
62,35

DENR Personnel

Travelling Expenses
Egquipment

3. The special training for the personnel reguired for this process are:

6.3.1. Timber Inventory
6.3.2. Eguipment operation
PROCESS STEPS
LI CENRO

711 The Receiving Clerk receives the applicstion letier of the client with
corresponding dogumentary requiretients 10 the CENRO concerned,

T2, The Forest Specialist | or Chief Utilization Linit reviews the completencss
of the documentary requiremcnts submitted. If complote, the application ts
endorsed to the CENRO.

T.13. The CENRO issues Order’ Instruction to conduet inventory/nspection and
forward w Chief, FMS,

T4, The Chief. FMS nssigns an Inspecting Officer 10 conduct inventory,
TrspReCtion,

T.1.5 The CENRO Cashicr prepares the Orider off Payvment to be sigied by the
CENRO. Once the Order of Pasment s signed, the client puys the
Inventory Fee for planted and naturally growing trees. No payment 15
required for Jess than 20 trees or if inventory will be conducted by the
cusiomer.

.06, After clieot pmd the fee, the |aspection Persormel, composed of 3-3
individuals, conduets 100% inventory or inspection of the ares and prepare
Inspection Repont with geo-tagged photos to be sebmitted 1o Chiell FMS5,
exocpt those with Certificate of Tree Plantation Ownership (CTPO),

7.1.7. The Chief, FMS, reviews the Inspection Report  and  suhimit
recommendation to CENRO. '

708 The CENRO reviews and opproves the Inspection Report and signs
enilorsement to PENRO,

T2 PENRO

7.2.1. The documents received i the FENRO are first reviewed and evaluaed by
the Chicef, FMS. She endorses this (o the PENRO,

7.22. The PENRO reviews the CENRO recoinmendation. 117 she approvies, the

endorsement 1o RD s signed.

7.3, Regional Office
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7.3.1. The Receiving Clerk reccives the documents and forwand 10 the Assistan
Rogional Director (ARD) for Technical Services.

732, The ARD for Technical Services forwards the application documenis to
the Chief. FRCD for review and evalustion.

733, The Chict, FRCD reviews the documents and prepares the endorsement 1o
ARD for Techmeal Services.

T34, The ARD for Technical Services reviews und signs endorsement 1o the
Reisional Director.

T.3.5. The Regional Director reviews and approves the endorsernent 1o the Forest
Manapernent Bureau (FMB) indicating that copy to be {omished to the
USEC for Field Operations.

7.3.6, The Records Section, Regiemal Office relesses the endorsement w (he
Office of the Secreliry (OSEC) through the Undérsecretary (USEC) for
Field Operations copy furmished 1o FMB.

T4 Central Office

Tl The Revords Unit, Central Office receives and forwands the documents 1o
the OSEC, The Receiving Clerk of OSEC then receives nnd forwards the
documents 10 USEC/ASEC Field Operations, who will forward the
documents to FMB.

7.5. Forgsl Muanagement Bureau

T.5.1. The Recards Uinst, FMB receives and forwards the document to the Office
of the Dhirector, FMB. From the OD, FMB, the application 15 recerved and
forwarded theough channels to the FRMD for action.

7.5.2 The FRMD Division Chiel’ revicws and assipns the spplication o the
Section Chief, who then reviews and assigns the application to an Action
Man/Forest Management Speciallsy

7.53. The Actieon MonForest Management Spocialist reviews,  evalusies,
conducts data analysis. S'he also prepares the Memorandum Endorsement
o USEC for Field Operations with dmfl clesrange to RD w0 issue tee
eptting permit and submits the same (0 his‘her Section Chiel.

7.54. The Section Chief reviews and forwards the documents o the Chief,
FRMI.

7.53.5. The Chicf. FRMD re¢views and forwards the dociments w the Assistant
Director, FMB.

756, The Assistanl Dhrector. FMB reviews and Torwands the documenis 1o the
Dircetor, FMB.

7.57. The Director, FMB reviews and sgns the Memorandum Endomsement 1o
USEC for Field Operations.

T.6. Central Office

7.6.1. The Office of the ASEC for Field Operations reccives 1he documenty,

TH2. A technical staff of the ASEC for Field Operations is assigned to review
apd process the documents. S'he prepares an initinl Memommncdum with
attnched Clesrance o Issue Permil to Cut and submits this to the Chiel of
Stail, ASEC for Figld Operativns.
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763 The Chiel of Siaff, ASEC for Field Operations reviews and affixcs hesher
initial in the Memyrandum, then forwards the same 1o the ASEC for Ficld
ns.
T.64. The ASEC for Field Operations reviews and alfixes lhisher mitinl in the
Memorandum, then forwands the same to the USEC for Field Opertions
7.6.5. The USEC for Ficld Operations reviews and approves the Clearance 10
Issue Permit to Cut, which is endorsed to the OSEC.
7.6.6. The technical stafl/HEA, OSEC reviews the clearance and endomes the
same to the Secretury for decision,
7467, The Secretary approvesidisapproves clearance 10 jssue permit. The
decision is endorsed buck 1o the USEC for Field Operations.
7.6.8. If the clearance s approved, the USEC fpr Ficld Operations signs the

clesranve for the RIY 1o issue permit. The clesrance s transmitted 1o the
Regional Office through the FMB.

1.7, Regonal Difico

Ll

T2,

133,

Once received a1 the regional office, the Clearance to Issue Permit 1o Cut
it forwarded w the RD, who assigns the ARD for Techmeal Services o
prepare the Tree Cuming Permit.

The ARD for Technical Services nssigns this tesk 1o the Forest Resources
Comservation Division (FRCD). The Tree Curting Permut s propared and
forwarded to RD for approval.

The RD signs the Tree Cutting Permit. This 8 released 1o the client, copy
furnished the CENRO concemned.

8. PROCESS OUTPUTS

The results of the process are:
8.1, Prodisct: Tree Cutting Permit
.2 Documented infommation:

8.1
322

223,
424,
825
B2

Letier of application

LGU Endorsement: Certifiestion of Mo Objection (Municipality and
Barangny)

Copy of Land Title (QCT/TCT) for Private Mropery

Photographs of trees to be removed

Site Develppment Plan and ECC for big projects

If inventory is undertaken by the customer:

8261, Tree Charting Map
#2462  Timber Inventory' Inspection Report with Tally Shiect/Stand and

8217

Stock Table and pictures
Clearunco 1o lssue Permit to Cwl
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l. SUMMARY

This document defines the process of adminlsirative adiudication of Hlegal forest
pmducts, the convevances, equipment and tools used in connection therewith, in accordance
with PD 705 Section 77 and DAG 97-32,

2. REVISION AND APFROVAL

Hev _Date Matare of Changes  Approved By

00, 2016 | [Original fssue. | Underscoretary Emesto D. Adobo, Jr.

3, PROCESS DEFINITION

Admimistrative adjudication is i process by which DENR msues an pifirmative, negutive,
imjunctive or declarmtory order with regands w illegal forest products, conveyances, equipment,
tools and implements used thereat. The procexding follows upplicable rule of law w0 ensure
Justice and equity of all times.

4. PROCESS OBJECTIVES AND METRICS

4.1, The process alms w standardizae the steps in conducting administrative sdyudication
of illegal fores producty, the conveyences, squipment and tools wsed thercar,

4.2. The process should be completed based on standards set by the pertinent laws and
repulations,

43, The vesuit of the process shall be made part of the documented imformation and
shall be subject to management revicw

5, PROCESS OWNERS AND RESPONSIBLE PARTIES

The Office of the nmthorized enploves/officer who approhended, sereed and
confiscated the (llegal forest product shall be the process owner.

6. PROCESS INPLUTS

6.1, When the following sie nol shown:
6.1.1. Complete required document; and
6.1.2 Genuine suthorizations or permits andrior supporting documentativn that are
validity.
6.2, The DENR Monitoring Stations or Law Enforcement Agency (LEA) chick poants
it the performunce of their duties will usually apprehend or provide information to
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Apprehending Officer (AD) concemed negarding violntlons of Seetion 77 of
P.DLT0E.

7. FROCESS STEPS

Tl

Determination of Probable Cause. The AO will determine whether there is
probable cmuse by examming the documents of the alleged offender. Any timber is
considered o product of illégnl logging 17 it was removed, cut, collected. processed
and/‘or transporiod:

i i e |
Eal ol =

" B
1k
) I

7.4

without the requisite authorizanon o permie; or

with incomplete required supporting documents

with genuine suthonzations or permiis aodor supponing documeniation
that have an cxpircd validity, have been cancelled or that contain forged
Enines; or

with spunious (fuke) authorizaions, permits and’or supporting documentation.
In implementing thesy Rules, eriginal documents shall be required o all times
w scluslly sccompany any forest prodocts being moved or transported 1o any
plice and for any purpose. Whenever the requisite suthoczation and'er
supporting documentation are required to but do not actunlly sccompany the
forest products, such absence constitutes a violation coversd by theme Rules,

Tl4l. Iv s presumed that the ollegod alfender intended o0 deffeud the

Crovermment
T14.0.1. In case the quantity of volume of o shipment or stock of fores
products exceeds what is suthorized, documented, munifested or
declared: (i) by five percent (3%) or more, in case of timber,
and/or (1) by two percent {2%) or more, m case of lumber; andor
T.04.1.2 Upon discovery of a misdeclaration on the guantity and species
heing verified pursuant hereto,

Probabile Cauve

- With Probable Cause

Withaut Probable Cause

IB-“FI on  the examingtion of the | Based on the examination of the documenis
| documents  pertaining © the forent | peraining o the forest products the AD
Ipmdull the AD found that there &8 no | found that thére is probable cacse o
| probable cause 1o spprehend. apprehend.

offender and any  wilnesses  appesring
before him in order to aatisfy himself that

ALY shall persorully examine the alleged |

i
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an offense has been committed, the |
evidence at hand indicates the olTender s
probably guilly thercof, and that the 1ems
| delivered to him are the proceeds of the
vinlation.

AD will conduct an ocular inspection | The AQ will procesd i apprehend the
and immediste release of the forest | forest products.

products by stamping the documents as
inspected, affixing the date, facr of
inspection and release thereo!. |

7.2, Apprehension is undertaken by forest alfice, deputies, members of LEA and private

citipen,

7.2.1. For Abandoned Iiegal Forest Producty, the AQ shall:

&L

Photograph and document the iems and the scene of the come,

7.2.1.2. Mentify, date, caption, and vite his full nome and affix his signature at

1213

1214

the hack of cach photo;

Post 0 Notice of Apprehension on site. A notice of the apprehension
<hall be left by the AD on-site. posted or tacked o the nearest tree,
wall or other similar permanent structure.  In this conpection. the notice
yhull contain the date. time sl place of the apprehension. full prinved
name, designation and signature of the apprehending officer, 2 compictc,
itemized list of the itemiy) apprehended, 8 summary stitement of the
violstion(<p cited, and of the lull printed name and oifice oddress of the
seiziire officer to whom said iterms will be submitted as required by these
Rules; and

Propare an Apprehension Report (Form No.j) 1o be submitted w the
nearest Seizure Cificer.

722 Apprehension of llegal Forest Products, Conveyances, Equipment, Tools
and lmplements.

tral.

Apprehension Reeeipt (Form No.2 AR) shall be prepared and given 10
the offender with the following: precise namure of the offense: time, date
and place of issuance of AR; and full names in print and signatire of
Administrative Officer or individual and the offenders. A Provisional
Receipt in written form shall be issued if more time s required Lo
complete the counting, measurement., detcription, scaling, weighing
and/or value estimution and must contain the date. ime and place of
resumptiom of such petivities,
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7.2.2.2. Delivery of Appreheaded Items (See. 6.1). The Apprehending officer

shall deliver 1o the nesrest Sepure OfGicer (50) the apprehonded items.
The following may act s S0;

7.2.22.1. RD.ARD

72222 PENRO, SFMS, SEM

72223 CENRO, LMO I FMO I

72224, (nher officialy designated by the Secretary

72213, Seirure Recerpt must be lisued. which shall contain  the date, plice,

time, name of AQ or individual, lisz of items and if delivery cannit be
cllccted, 1empormnry safekeeping- o1 the nearest government office,
vtherwise, AO or individual must keep it until delivery to SO.

7.3, Verification of Existence of u Primn Facie Cnse. S0 shall verify the existence of
prima facie cagse by persopally examining the AQ and their witnesses,

T.3:1

TR

I¥ the SO found that there is no Prima Facie Case, he'she shall issue o Notce
of lssuance of Order for Relense (Form No.4) for the immediate nelease ol the
coifisaated forest products,

If there exists o prima focie case, the SO shall wsue # Scrzure Order' (Form
No.3) end a Notice of lssasnce of Order for Confiscation (Fonm No.d)

74, Adjudication Progeedings or Henring Proper

T4L

T4

a3

TA4,

7.4.5.

Isstunce and Posting of Notice of Hearing -Notiee of Hearing shall BE tssued

1o the paniés concemel and be posted three (3} times o week for throe (3)
consecutive weeks in three (3) public places.

The Seinure Officer shall st as the Hearing Officer,  The Confiscation
hearing shall be recorded and of summary natre, during which all interested
parties shall be heard by themselves and/or through counsel of cholce. Ample
dpportunity 1o obtiin the services of coundel shall, m ol cases, be provided.
Applicable Rules of Count shall have suppletory application i these
proceedings to ensure justice and equity at all times

In liey of sdducing testimonial evidence, any Party may dlect 10 submit a
Memorandum, sttsching Aflfidavity and any other supporting documents
thereto, with a request tha the isses be decided on the basis thereol.
Temporary Refeave of Conveyance - When a convevance 13 apprehended by
virtue hereof, and any time theresfier pending final disposition of the
adminisimtive cose, and should available evidence establish to the satsfaction
of the Hearing Officer thet the convevance may be used for lowiul purposes,
such as, but not limited to; personal made of transponation! commencial
prasenger tmnsport: cargo hauling. or other similar legnl use. temponiry
release thereof 1o the vweer or cliiman or other imerested Party may be
applied for, and relense thereol 10 the Applicent, pendente lite may be granted
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7.6.

it

7.8.

7.9.

by the Heanng Officer upon complisnce with the rogquirements stated in
DAONT-32

DECISION -Thi Regiomal Director, upon recommendation of the Hearmg Ollicer,
will remder a tocision based on substantial evidence and shall become Tinal and
exccutory upon the lapse of fifieen (15) repolor business days unless a Motion lor
Reconsiderntion is filed

MOTION FOR RECONSIDERATION - A party aggrieved by the decision may
file enly one (1) Motion for Reconsideration within a non-extendible period of
fifteen (15) calendar days from recept ol the Decision, containing a concise
statement of the grounds relied upon for the purpose. The Hoaring Officer shall
msue o ruling on such Motion within fifteen {153 days from receipt theroofl stating
the grounds therefore, Unless 8 Nogice of Appeal s filed by o Pary with the
Hearing Olficer within o non-extendible peniod of fifieen {(15) calendar days from
receipt of a Notice of Appeal, the Hearing Officen shall transmiy the complete
records of the case to the Office of the Secretary For appropiiale sction.

APPEAL TO THE DENR SECRETARY -Within a nop-extendible period of
fiflcen (15) calendar duys [rom receipl of the mling wpon a Motion for
Reconsideration, & Pany, after paying the comesponding Appeal Fee, may file an
Appeal with the Office of the Secrotiry, which shall comuin o concise statement of
ull the issues of fact and law raised on sppeal. Upon recapt thereol, the Appenl
shall be forwanded to the Legal Service Underseerclury for Legal Affairs, who shall
subaniit his recommendations to the Scerctary within a period of fifteen {15) regular
working duys.

DECISION OF THE SECRETARY - The Secrolary decides upon
recommiendation of USEC for Legal. The aggneved parry may file @ Motion for
Reconsideration or appeal the case 1o the Office of the President within 15 days
upon reoeipt ol the

EXECUTIVE DECISION -When o Decisien becomes final snd execulory upon
the lapse of the reglamentary periods herein preseribed, the Undersecrotry for
Legal Affairs shall, mati propie or upon Motion by sny Pany. fssue a Centilication
tn that effect for submission 1o the Secretury. The Centification shall cite the iwanis)
confiscoted in accordance herewith (if nny), iogether with: a recommendation for
exccution of the Decision.

T.10. TERMINATION OF CASE — Upon approval hy the Secrctary issued pussuant 1o

the preceding parngraph, confiscated ems shall become permanent properiy of the
Government and entered into the books s such amd disposed of in accordance with
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lew. The Secretary spproval shall be asttached to ond dhall foim pant of the
permanent records of the case, which, fivm the dote thereof, s considered,

lerminated and ¢losed.

Approved by: //"\_

-

4

ATTY. b. ADOBO, JR.
DENR I;'malil}' Manipement Representative
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1. SUMMARY

This process defines the formulation, review/evaluution, and acceptianee ol projeet
congepl proposal and sodreing out of funds, puckoging und approval of final project proposal.

1. REVISION AND APPROV AL

| Rev. | Date Nature ulfl."_hnngn | Approved By

| O, 2016 Original issue. Undersecretary Emesto D. Adobe, Ir.

1, PROMESS DEFINITION

The herein process identifies the processes and necessary inpuls starting from
formulation of project concept/proposal up 1o approval. It is intended o secure/provide
additional funds in implementing priority DENR progmms and prjects.

4. PROCESS OBJECTIVES AND METRICS

4.1. Process ohjectives for this process are defined in reconds of management review; see
the documened procedure Monagement Riview,

42 In addition, cach objective hns ot Teast one metric (or KP1) with which munagement
can mensure the effectiveness of the process. These are also defined in reconds of
mANAZEMENT NEview.

5 PROCESS OWNERS AND RESPONSIBLE PARTIES

5.1. Theowner of this process is the Foreipn-Assined and Special Projects Service wiich
also serves as thie primary repository of doguments pror 1o fill project
implementation,

€9 The concerned Bureay serves ia the primary repository of project implementation
documents.

B, PROCESS INPLTS
6.1, The required inputs for this procoss are:

6.1.1. Technical information needed:
6.1.1.1. Lowest edaphic, physiographic, socio-ccononnc and demographic
information of the area where the proposed project will be
implemented
6.1.1.2 Programs/projects currently being implemerned and have been
unplemented within the proposed project sile
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1.2, Resources needed:
£.1.2.1, Funds 1o support operations durmg the project coneepl proposal
Formulation and review, loan/ grant negotistion and pre-
implementation.
6122 DENR personnel to provide technical, financial ond admimstative
support

6.1.3. Personnel necded with expertise in:
&.1.3.1. Forestry and Communily-Based Foresiry
1.1.3.2, Protected Area and Biodiversity Management
6.1.3.3. Mines and Geonciences
6.1.3.4, Ecosystems Research und Development
6.1.3.5. Land Management
6130 Land Survey and Mapping
6.1.3.7. Environmental Management (solid woste. uir guality, water quaily.
enwvironmental complance)
6.1.5.8 Remole Sensing
6.1.3.9. Geographic Infornnation Systems
6.1.3.10, Dmabase Management

.14 Special trmning peeded on:
6,040 Economic Anulysis
6.1.4.2. Environmental Impact Amalysis
6.0.4,3 Algrnative Dispute/Confliot Resolution
6144, Social Mobilization

7. PROCESS STEPS

(AR

‘A Project Concept/Proposal may be submitted by any of the following:

7.1.1. DENR Regional Office/ Bureou
7.1.2. Local Government Linit

7153, Acsdemic Institation

714, Nen-Covernment Ofganization
715 Pooples Onganization

. The submined Project Concepi/Proposal is roviewed by the Foreign-Assisted and

Specinl Projects Service and identifies applicable funding source after which it
proceeds with the following:

7.2.1. For funding under the DENR Special Projects Fund:
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7.2.1.1. FASPS in cooperntion. with burcaus and the Planning and Policy
Studies Office reviews the proposal whether or not the same 18
within the priority concerns and ureas of the DENR,

7.2.1.2, Réquire the proponent Reglonal Office/Burenu 1o propare a detmled
project proposal in sccondance with appropniste DENR guidelines

7.2.1.3. Propanent subimits the detailed progeet priposal

7.2.14. FASPS schedules presentotion by the proponent of the project
proposal to the FASPS Project Proposals Review Team which
direets, if necessary, the propenent 1o enhance/revise the proposal.

7.2.1:5. FASPS andorses the project proposal to the DENR Secretary,

7.2.1.6. Once approved by the DENR Secretary. FASPS informs the DENR
Finance Manngement Service which ullocates/relensies needed funds
in accordance with project schedules:

7.2.1.7. Project proponent starts project implementation.

For funding by bilateral/multi-lateral agencies under Official Development
Assistance { Loan, Grant or Loan/'Grant Combination)
7.22.|. FASPS reviews the proposal whether or not the same is within the
priogity. concems and arcas of the DENR, consisient with the
Philippine Development PlanProject Investment Plan and included
in the Govermment of the Philippines Donor Country’ Programmang.
7222 FASPS together with NEDA and Donor Agency undertskes
appraisal that inchudes the following:
7.2.2.2.1. Fact-Finding Minsion
7.2.22.2 Feasibility Swdy
7.222.1 Review by NEDA of the Feasibility Study
7.22.24, Presentwtion 1o the NEDA ICC Technical Board
72275 Presentathon to the NEDA ICC Cabinet Committee
72226, NEDA Board Confinmation

7.22.3, LouryGirant Negotistion which includes the following:

72211, Formutation of Loan/'Gram Fmancing Agreement

723232 lusuance of full Power of Authority 1o the Office of the
President thru the Department of Finance

7.2.2.33, Presentation 1o the Monctary Board

72234, Secking of opinion from the Department of Justice

72235 Actual Loan/Grant Negotistion 1o inchide formulanon of
the Project Operations Monual, Project Implementation
Man aml Memorandum of Agrocment berween GOP amd
Donor Agency

72236, Loan/Grant Agreement sigring

7.2.2.4. Pre-Implementation thar mcludes the following
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T4 Compliance 9 Loan'Granmt Conditions
7.224.2. Request lor Special Budget with the DEM
T.224.3, Project Mobilumation

% PROCESS OUTPUTS
B.1. The ouiputs of the process ure as follows:

Bl Product produced:
8111 Approved Project Proposial ready for full implementation

8212, Docoments or iechnical informution produced!
B121 Latest eduphic, physiographic. socio-economie ond demegraphic
mformation of the area

1.2 Feasihility Swdy

1.2:3. Loan/Grant Agreement

424 Memorandum of Agreoment with the funding source

ALLE Memprandum of Apreement with partner-stakcholders

N3, Reconds produced:
KA. Project Administration Manual

B.1.3.2, Projoct Operations Mlan
5133, Project Work and Financial Plan

814, Services produced:
8.1.4.1. Enhanced project implermentaiion technigues
B 142 Enhunced delivery of ENR-reluted services
5.1.4.3, Enhunced monitoring snd evaluation sysiem
R.1.4.4, Enhanced capacity el concerned DENR: personnel

Prepared by: Approved by.

II.I.DAJ - ﬂﬂﬂ'f'hﬂ]ﬂ A-Ill‘n'l H-
Office Quality Manpgement  DENR Quality M
Representative

I ADOBO, JR.

DENR C ent Heprescntative
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1. SUMMARY

This documen! defines the process of issuunce of Envimnmental Compliance
Uertificate (ECC) for Environmentally Critical Projects (ECPY). This process is illustrated in
the process flow map included in the DENR Quality Management Manaal.

L REVISION AND APPROVAL

Rev. Date  Nature of Changes  Approved By
Rev. 011, 2016 Original issue. | Undemsecretary Emesto D, Adobo, Jr.

3. PROCESS DEFINITION

The Environmental Impacy Assesament (ELA) is prmanly presented m the comtext of
W reguirenient 1o integrate environmental concems in the planning prcess of prsjects st the
feasibality stage. Through the EIA Process. mdverie envimmmenial impocts of proposcd
actions are considerably reduced through a reiterative review: process of project siting. design
und other alternatives, and the subsequent formulitien of envireamental management and
monitoring plans.

The Envitonmental Complisnce Ceniticate (ECC) {8 the document issued by the
DENR centifying that based on the represeniations of the proponent and the preparers, as
reviewed md wvaliduted by the Emvironmental Impact Assessment Review Committee
(EIARC), the propoded project or undermaking will not couse o significunt negative
envirpnmenial impact. This document defines the process of ssumnce of Environmental
Compliance Cenificate (ECC) for Environmentally Critical Projects (ECP).

4. PROCESS OBJECTIVES AND METRICS

4.1, The process wims 1o stundandioe the sleps regqaired for the isuance ol ECC lor ECP.

42. The ECC shall be iswsed within the prescribed timeframe definal in the process
Now map included in the DENR Quality Management Manual

4.3, The result of this process shall be made part of the decumented information aml
shall be subject of mansgement review.

5. PROCESS OWNERS AND RESPONSIBLE PARTIES

The Environmental Management Burenu (ENBY) is the responsible office for this
process.
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. PROCESS INPUTS

6.1, The documents required for this process anc
6.1.1. Techmical nformation needod:
oL Environmenial Impact Sttement (EIS) or Emvironmental Performance

Report and Management Plan (EPRAMIY)
6.1.1.2. Project Information and other relevant documents
6113, Agreed Technical Scoping Cheoldist

B.12, Resources needed:
6121 Budge:
6.0.22  Vehicles
6123  Eqguipment

B.l3. Personnel needed:
6151, Environmenal Impact Assessment Mamagement Division
6.1.32 REVOOM

6 1.4, Capability Traming for the personnel identified in 6.1.3 is neaded.
7. PFROCESS STEPS

7.1, The Technical Scoping Mecting is focilitated by convening the review tean/EIARC

within 7 days. The Project Information shall be inpatied in the ELA-1S. Also, a copy

of relevan documents i provided 1o the ELARC ai least 3 days befone the meeting.

The oalpul of the sald mecting will be the Apread Technical Scoping Checklist

[duly signed by the EIARC end EMB section or division chief), Pubbic consuliation

is reluingd, unless otherwise specilicd.

Il the Procedural Screening of EIS or EPRMP is accepted. the payment of EIA

Review Support Fund (ERSF) is madé to the Fund Manager, based on EMB.

prepared ECC Application review Work and Financial Plan (WFF). If not aceepted,

locking supporting documents epplication requirements is completed.

73 The Ovder of Payment is tssued by the EIAMD upon the submission by the
proponent/preparer of - the copy of MOA for the ERSF and OR ond Procedural
screeming Results Form indicating seceptance of Drafi EIS or EPRMP.

T4, Alter the payment §s made, the ECC Application s officially sccepred by the
EIAMD gpon presentation of (he tnnsmittal lenter fromi proponent indicating the
filing of the ECC application for the specific project, required number of EIS or
EPRMP copies including one (1) e<opy and prool ol distribution/posting of the
Matice of Public Consultntion o Hearing:

=1
i
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15, A substantive review of the EIS or EPRMP is done. The ECC Application is
encoded in the EIS-15. The Technical Review TeanEIARC s convened, and is
,Ei\r'-l#‘l a copy ol the EIS or EPRMP and notice of EIARC Meeting 2 days before the
muecting.

70, The EIS or EFRMFECC Apphcation 1s reviewed by the EIARC. Alier the review,
Technical/EIARC mesting's 18 comductes], In between \he process, Public
Consultation of Hewring (i required) and Sile Validation are [acilitated by the
EMB. Dunng this siep, the Burcau croures that all stakeholders are invited. Also,
the Project Proponent makes the necessary logiatical arrangements in codndination
with the EMB Regional or EMB/DENR Field Office.

7.7 The Minutes of the Technical Meeting is prepared and the letter requests for Al
trunnemitted 10 the Proponent Preparer, '

T8, The submitted Al and Public Consultation Report in distributed and reviewed, if
regquired.

7.9, Final ETARC Meeting is conducted.

7.6, The EIARC Report s subimitted (o the EIAMD Chiel and Complete Stalf Work is
done by the EIAMD.

200 The review and decion (approval/denial) on the ECC application is made by the
EMB Birector/DENR  Secretary, for signature of the Swomn Staicmem  of
Accountabylity to the ECC Conditiony.

T2 The signed ECC is distributed 1o nelevant government agencies LGL,

PROCESS OUTPUTS
The results nf the process are:

8.1, Froduct: Decixvion Document, may be in the form of BECC, Cerifieate of Non-
Covernge or Denial Lefier

8.2, Docoments or techmical information prodoced:
B21. Main Poarts and Seliem Festures ol the BCC: The ECC s compoacd of three
(3) parts with the following leatures:

B21.1.  First Parti The cenifivate of environmental compliance commitment,
which defines the scope and limits ol the project, in lerms of capacity,
arca, technology or process. Both endoning and issuing suthontics
gign-ofl this portion of the ECC. This part of the ECC comes with o
covering letter transmitting the ECC to the Proponent. signed off by the
deciding and signing awthorite (either the DENR Sccretary, EMB
Pirector or EMB Regional Director);

212, Second Pan: Annex A of the ECC which lists the conditions within the
meandate of the EMB. Non-comipliance to any of the conditivns may be

imposed 8 corresponding penalty. The Proponert commits to fully
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comply to the ECC through its Sworn Statement of Full Responsibility
to implement the mitigation messures;

82.1.3, Thind Part: Annex B of the ECC which lists the FlA Review
Commitiee's recommaendntions to the Proponent, as well as supgeutions
to the government agencies and LGUs who have mandates over the
profest so that they can miegrate the ELA findings into their decision-
making process. The EIARC Chair, the EMB Chief and the EMB
DircctorRegionel Dipector sign this portion of the ECC. This last part
of the ECC is formally transmined by the DENR-EMB 10 the
concermed Gas and LGUS

§.3. Revonds produced:
8.11. Environmental Compliance Cernificate (ECC) for ECP
832, Environmental lmpoct Statement (E1S) or Environmental Performance Report
and Management Plan {EPRMP)

Prepared hy: Approved by: /,"'"\
'
B GERVACIO ATTY.E D. ADOBO, JR.
DENR Cghiral Office Quality Mansgement  DENR Cuulity ment Representative

Representative
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1. SUMMARY

This document defines the process of issuance of Wildhife Gratuiious Permit
(WGPL This process is illustrated in the process Now map included in the DENR Quality
Management Manual.

2. REVISION AND APFPROVAL

m————

Rev. Date i Nature uf_fh;ngn Approved By

), 20146 |  Omginal issue. | Undemecretury Emesto D. Adobe, Jr.

3. PROCESS DEFINITION

The Wildlife Gratitous Permit refers to the povilege given to an individual,
acaderne, resemrch insttubion of organization to capture’harvest and tmnsport wildlife
species from the natural habitat for scientific and other purposcs (DENR. Administrative
Chrder 2004-35), This process defines the issuance of WGP,

4. PROCESS OBJECTIVES AND METRICS

4.1. The process aims to standardize the steps required for the issunnce of WGP,

4.2 The process shall ensure thut the WGP shall be tssuod for its intended purpose
for scademic and research.

4.3, The result of this process shall he made part of the documented information and
shall be :mh}l:_:l of management review,

5 PROCESS OWNERS AND RESPONSIBLE PARTIES

5.1, Brodiversity Management Bureau (BMB), for research studies covenng multiple
locations thrpughout the country
5.2. DENR Regiomal Office

6, PROCESS INPUTS

t:l. The documents required for this process are

b.1.1. Copy ol the resesrchthesis! dissertation proposals, or copy of the affidsvil
of underfaking’ approved MOA

6.1.2. Prior Clearance from the affected (collection site) neighborhood.
commumnitics, 1.e eoncemed LGUs, recognizad head of the [Psin
accardance wilh RA B371, or Protectod Arca Maonagement Boand

6.1.3  Endorsement letter from the Dean (in case applican is a student) or in the
ease of an individual researcher, from & recognized expent o a research
Hnstitution or conservittion organizition '

6.1.4. Opder of Payment
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6.2 DENR Persoancl ate reguired for this process.

7. PFROCESS STEPS
Tl The chont files the applicanon tagether with the docurmentary reguirements 1o
the BMB or the Regional Oiffice (RO).
72, The BMBRO receives and firwards the documents w the BMB
DirectorRegional Director (RID).

7.3, The application is forwarded o the BMB Wildlife Resources Divisron (BMB-
WRDYVYRO Conservation and Development Division (RO-CDD) for evalustion.
If the documents submitted are complete, the Order of Puyment is prepared.
Oitherwise, the application is retumed back to the client.

7.4 The client pavs the required fee and <'he is issued an official recopt (OR ).

7.5. The BMB-WRIDVRO-UCDD reviews' the application. I scoeptuble, the Chiel
affines. msher signsture and cndorses the permiv 10 e BMB  Assistant
Director/RO ARD for Technical Services.

7.6, The BMB Assistant Director/RO ARD for Technical Services reviews the
apphcation. It peoeptable. s'he affives hisher signuture and endorses the permit
10 the BMB Director/RD.

7.7. The BMB Director/RD approves the permil and forwards the permit to the
Records Lina for relense to the client

8. PROCESS OUTPUTS

The results of the process are:
8.1. Product! Wildlife Gratuitous Permit
5.2, Documented information:
8.2.1. Cupy of the research/thesis’ dissertation proposals, or copy of the affidavis
of undertaking’ spproved MOA
821 Pror Clearance from the affevied (collection site) neighborfood
communitics, 1.0. concermed LGUs, recognized head of the 1Ps in accordance
with RA 8371, or Protected Area Manngement Boand
823, Endorsement fetter from the Dean (in cuse applicant is 4 student) or in the
ense of an individeal rescarcher, from a recogmized expert or & research
Institution or enmiervaticn arpanization
824, Orderof Payment

Prepared by: Approved by
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3. PROCESS DEFINITION

The generation/development of technology is a process of conducting research with
the primary aim of solving specific problems previously identified It also includes reponing
of resulis abwtned (DENR Admimstrative Onder No. 1996-27),

4. PROCESS OBIECTIVES AND METRICS

4.1, The process aims 1o develop technology for the implementition of projects 16 solve.

spicilic problems previously identified and measure its impact,
4.2,  The technology developed shall be measuired in wwrms of its clfectivencss.

43, The resuli of this process shall be mode par of the documented information and
shall be presented for mansgement review,

5. PROCESS OWNERS AND RESPONSIBLE PARTIES

The ownet of this process is the Ecosystenns Research and Development Buneau
(ERDB). ERDB is composed of the Main Office and Research Centers. The Main Office has
three techmical divisions, two service divisions, and admimstrative and (inangiil managemen)
division (the latter Being the support division), There are six FRDB Research Centers, which
are located in the clustered regions and shall undemike rescarch, development and extension
bused on thelr respective areas of encollence.

6, PROCESS INPUTS

6.1, For the technical information, the technology 1o be gencrmal déveloped depends on
ihe programs and progects of the technical divisions and the arcas of excellonce of
the resenrch centers. The service divisions provide the technical support 1o the
technical divisions und research cemiens through laboratory assistance and technical
assmtance i the form of visits 10 demonstration areas and facilities,
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6.2, The resources needed for this provess ane:
621, Personnel (regular and sdditional outsourced teichnical and sdministrative staff
through contraet of seryices)
62110 ‘Technical « for the dota gathering netivities
0.1 Adminimmative - for the maintenance of the laiborstory and
demonstration areos
6.2.2. Financial resources for the procurement ol supplies, materials and equipmenit.

6.3, Advance tnining for the regular technical stufT to meet the state of the art
technologics on environment and natiral resourock

7. PROCESS STEPS

The techoology gencration/development s composed of two phases. Phase [
includes programs, wsetivities, snd projects (PAPs) conceplualization, proposal
preparation and review, while Phase H mcludes revcarch, development and extension
(RDE) implementation. The following are the process steps in genemting developing ENR
technology:

T.1. Phasel

7.1l With the approval of the ERDB Executive Comminee, the ERDB Tichmical
Review Boord (ETRB) shall undertake a call for RDE PAPy concepl or
capsdle proposzals from among the researchers of the Buroau to facilitine
planning umd lunding (oreard estimates.

T.1A Capsule rescarch proposaly shall be subminied 1o ETRB by ui least a Science
Research Specialisn | or a- holder of equivalemt technical position within
his/her area of concem and specinlization.

7.1.3.  ETRB shall screen the concept proposals based on the thrusts and priority
wreas wentified in the ENR RDE Framework, the emerging concerns of
DENR and the general concept of the proposed PAP.

714 When a RDE PAP concepl proposal passes the screening and proliminary
review of the ETRB. the proponcat shall be notified advised 10 develop snd
submil a full-blown propossl.

705 Relative 10 the project duration and for budget planning purpolies, proposals
may be cotegorized as short torm, thi 15, one (1) year or |ess; medium lerm
betwesn ane (1) vear (o theoe (Y) vears: and long teem, mare than thrée (1)
yvears of implementntion.

TL6, A fullblown RDE PAP proposal must inelude: the main lexts in (he
required formut ineluding extensive review of relevant and recent literalure,
Conceptunl  Framework, Logwal Framework; Work and Finaneml Plan
[WEFP), Travel Plan; and Procurement Plan,
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7. A RDE PAPs propossl intended for external funding support may also be

718

7.1.10.

AL

102,

7113

T.1.14.

prepared in sccondance 10 requirements of the Burcsn ond that of the
funding agency.

Full-blown proposals shall be endorsed by the Division Chiel /Center Head
to the Oifice of the Director. The Directar then endonies the proposal 1o the
ETREB for its review/evalustion.

The ETRB shall review the propasal and moy roquest the involvement of
seleciod Technical Expens based on the sature of the proposal and the
necesiary expertise for the review, The review for GAD shall invalve the
use custemized GAD Checklist for designing and evaluating RDE projects
in the ENR Sector,

The ETRB shall evalunie the proposal based on form and substanee
presonibed in the Guidelines for Evaluating ENR RDE Progrm and Project
Proposals including amung others its intended contribution to the Major
Final Outputs (MFOs) of DENR,

The ETRB may recommend to the Dircctor 1o invite the proponeoi(s) for 4
mceting 1o discuss'defend the propesal and to clurily md be clanfied on
ceruilin issues surrounding the proposal.

The review process shall be iterauve. A proposal that is wonh implementing
but needs further refinement or revision shall be reforred back to the
proponent{s) indlcating the ETRB's vomments and recomimendations on the
issues and gaps 1o be pddressed _

The ETRB Chair shall endorse 10 the ExeCom proposals that pass the
evaluntion process for the latter’s final review and approval by thie Director.
The proponents shall be duly nonfied through the concerned Division
Chiels/Center Heads.

Although approved. the corresponding WFPs e deemed tentative of
indicative subject w0 the scual budger approved for the Bureas and the
subsequent allocation by the ExcCom among the Buresus different
expenditure ofyecis, Before the onsel of the Budget Reprogramming. the
Planning Officer shall consolidate all the approved proposals with the
corresponding WPFs for priontieation and budget allocstion by ERDB
Executive Commitiee.  Those intended for external funding whall be
endorsed 10 the funding agencvifes),

7.2. Phase |

Phase 11, on the other hand, includes implementation of opproved proposals,
manitoring and evaluation, periodic prepasition und submission of progress reports
up until the preparation of terminal reports (TRs), drafting of relmed policy
instrument{s) and preparation of [EC materials for dissemination or publication oul
of the completed PAPs,
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Proposuls that are approved by ERDB Director shall be considered for
implementation and shall form pan of the RDE PAPS of the Burcaw

The Direcior with the recommendation of the other members of the ExeCom
may rule w defer the implementaton of PAPs relative 1o availability of
funds, favorable time of implementation, urgency of other PAPs and other
Justifishle reasons.

Subject 1o the final approved budget of the Bureau and the funds allocated
lor PAPS, the Program/Project Leader shall  revise'finallise  the
corresponding WFP of the proposal for the approval of ERDB Direelor.
Upon the approval of the revised WTP, the Director shall inform throogh a
memorandum, the ProgramProject Leader o procecsd  with  the
impiementation of the PAP. The ProgramProject Louder may organize a
project  pre-kmplementation. or  leveling o workshop  involving the

eonecrned  Division/'Center Head, 'the Project Team, the MET, the PLLC,

representatives from cooperating agencyiies) and principal cooperators 1o
facilinte common understanding of e project, to determing the important
arcas and modes of collaboration and to identily the specific parameters for
memitoring and evalaation.

If the project is 10 be conducted in the field. the Program/Project Lender
shall perform coondinstion activities with concemed agencses, LOUs, and
comimumitics in the identified sites 10 fnform them o the project
implementation. The program'project is implemented in the licld guided by
the spproved expenmental’ sampling design and the WEP,

To Facilitate for the ready retrieval of reconds, monitoring of activities and
sccemplishments, preparation of periodic and 1erminul reponts, preparation
of dralt policy and preporation. of aerticles for publication,  the
PrajectProgram Leader shell prepare and maintain o Project Folder with the
comesponding chronicling or Journil of PAPS Activities.

The Progam/Project Leader shall see to ot thmt the prescribed
guarteriy'annunl physical and statisical reporis are submitied an time. The
Exelom may reduire the Program/Project Leader for ather reports updates
o be used in Management Confercnces, Informaton, Education ond
Communication (1EC) sciivitied, tlechnical assistance 1o stakeholdérs wnd lor
olher reluied purposes. Project Leaders must see 1o i thet GAD concerns are
dealt with vsing the HGDG Checklist for RDE Project Management and
Implementstion,

On-going PAPs are subject 1o penodic moniloring and evaluation and
annusl project reviews,

An Ammual In-House Review (ATHR) ol ongoing snd recemtly completed
PAPS of the Buresu shall be condueted ot ERDB-M and 01 the Research
Centers. Evaluation shall be'in terms of rolevance (adherence the principles
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of RDE Framework), elfectivity (delivery of resuhs), and elliciency {outputs
relative to inputs including funds and pemaniicl).

The ETRB shall review the PAPs and recommends the appropriate mezsures
10 be undertaken by Program/Project Lesders,

A PAP may be recommended for extension under meritoriows circumstances
as may be determined by the ETRR. The Project Leader shall prepare the
corresponding anmual WFP subhjet o the nature of deliverables and
umetshle of remaning sctivities.

A PAP may be recommended for tenmination when: a) it has come up with
conclusive resulis ahesd of the expected date of completion; and b) when it
aannnt deliver the expecied conelusive results within the planned time frame
and budget, For both cases, the Project Leader shall prepare amd submit w
the Director the necessary. Terminal Repon (TR) within three (3) months
alter the termination of the project.

- The Lender of medium and long term prijects for continostion in the

succeeding year shall prepare annual WFP subject to the overall timetable
of activities and periodic secormplishments. Catch up plans for delays and
backlogs, should there be uny, sholl be included.

Belore the acwal daie of completion, the Project Team shall conduct
programy  project  phase-oul activitics. They shall ascertain the prompt
preparstion ol reports. inventory of tools and equipment and the conduet of
related activities that shafl clear the Research Team of any hubilitios andior
obligations related 1 the implementation of the PAPs,

T focilitate the prepartion of Terminal Report (TR), all feld
implementation activities shall be condluded three (3) months before the
completion dite of the prajec.

ETRB shall dewignate reviewens from among the Techaleal Experts of
ERDE and or may call on external cvalusiors for the evaluation of terminal
reports:  Evaluation shall be based on but not limited o, the attainment. of
objectives. the technical soundness of the report, and s utility w0 the
clientele, polcy implications, contribution 10 science and body of
knowwledge, implications 10 ENR Management, [EC. and possibility of
farther research.

. The vvaluntion shall be iterative. IF the need 0 wirrants, the process off

reevilumtion and revision will be repeated until the ETRB decided far the
finalization of the TR and endorsement of the same lor spproval of the
Directior,

. The Program/Project Leader sholl finalize the TR. prepares popular smicle

lor publication and whenever applicable. prepares pertinent policy paper and
submits the same 10 the Director.

. The Technology Transfer Dyvision (TTD) m ERDB-MO shall evalunte the

submitted popular article for publication. Evaluation shall be in accordance
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8.

1o the requirements of Canopy Intemational, the popular jewmal publication
of ERDB.

7220, A PAP is decinad complete after the finalizution of the TR, the popialar
article  ond the policy paper  amd  settlement of  adminlstrative
accountubilives. Project leaders who did not satisfy the requircments in due
time may not be given new Program/Project Lesderhip assignments

FROCESS OUTPUTS
The outputs of the process are ux follows:

2.1, Produdts produged:

8.1,1. ENR generated technology refors 1o informaticn, process, product, or service,
which when put o use. comtributes towards the enhancemenl of the
productivity income and general welfire of an individual or specific groups of
dividuals, firms and organizations, incliding conservation and msnagemeni
of resources.

802, Information — refers 10 a type oF lechnology that is processed daty with
significant findings that may indicae valuable socio-sconomic and technical
database for policy formulation and subsequent Rescorch, Develonment and

_ Extenston (RDE) programs/projects’ activitics.

8.1.3. Process or protocol — refers 1o a type of technology which prescribes schemes
o improve production, post productipn, or procedures. This may mvolve
strmtegios for efficient utilization, technology transfer, commercislization, wrid
marketing system _

8.14. Product — refers 10 2 type of technology in the form of physical goods. 1t &
vormally directed toward g specilic market demanid.

X135 Service - refers 10 @ wype of wohnology that provides the complementary
nctivities/facilitien to enhance programs policies of the government.

82 The documents or technicel inlormution produced once ENR technology s
generated developed include ihie terminal repons.
8.1 Records produced in this process include:

8:3.1. Program/project/siudy proposals

8.3.2. Memorandum/a containing the spproval of thie praposals,

B33 Approved work and financial plans with wisched approved mavel plans,
annual  procurcment plans, and  project management procusemient  plans,
approval

84, Serviees produced can be in the form of wechnical assistance depending on the
regueit of the internal and external stakeholders.
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I. SUMMARY

This document defimes the transfer of ENR technology process o dewdl.

2. REVISION AND APPROVAL

| Rev, Bare Nature of Changes | Approved By .
0, 2016 Origrinal issue Linderseervtary Emesto D. Adobe, Jr.

3. PROCESS DEFINITION

The transfiér of ENR technology is the process of moving the results of research
from the generator to the end-user (DENR Admunmstrative Order No, 1696-27),

4. PROCESS OBJECTIVES ANDMETRICS

4.1 The process aims o provide support 10 the implementation of projects through
the introduction of technologies that will enhanee productivity and benefits w
the scosystem.

4.2 The resull of this process shall be made part of the documented information and
shall be subject of management review.

5. PROUCESS OWNERS AND RESPONSIBLE PARTIES

The owner of this process s the Ecosystemns Research and Developsien! Bureau
(ERDB). ERDB is composed of the Main Office and Research Centers. The Main Dffice
hus three technical divisions, two service divisions, and sdminidtrative and Fnancial
management division {the latter being the suppor division). There are six ERDB
Rescarch Centers, which ere Jocated m the clustered regions,

6. PROCESS INPUTS

6.1, For the technical information, the ENR gonerated wehnologies 1o be transfernad
are those thot are already jdentified, classified (whether the tochnology is mn
information, process, product or service), chamnaenzed, verified, and axsessed,

6.2, Technical staff, who have the knowledge'expertise 10 assess the generied ENR
generated technologies o help improve sccess, qushity of output, and innovate
further and promote wider understanding of ENR technologies, are needed for
the ENR generuted technology assessment activities.
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7. PROCESS STEPS

1.1

T3,

T4,

T8,

.

TH.

.

The following is the process steps in transforring ENR echnology.

Technologies  generated  in. Phise 1l (Process  Definition;
Generation/ Development of Environment and Natural Resources Techralogy)
shall be extended o clients in Phase 111 through transfer and extension. This
phose includes identification, classification and  charmcterization of
candidate technology/ies: pepermted From RDE  PAPs:  technology
ssiessment; verification aod pilol testing whenever necessary; packaging;
dissemination; cstablishment and  promotion  of  demonstration  areas:
prepurehon of draft policy whenever applicable;: application of ERDE patont
whenever fensible: commercialization and mpact assessment.

Subject to the provisions of the Philippine Technology Transfer Act af 2000
IRA 10055), ERDB shall pursuc technology transfer and extension works aid
strafegies directed towards the dissemination of research results and transfer of
technology 1o ity clientele and mainstrenening them (o the operations of DENR,
The Technology Transfer Division (TTD) of the ERDB-MO shall formulaté the
extension and technology transfer programs of the Burenu, The Research
Centers, on the other hand, shall conduct ficld eoordination and direct
implementation of technology transfer and extension activities 1o the clientele
Technnlpgics genereted from RDE PAPSs shal] be classified by TTD as product,
process, information and servioe and shall be sssessed for therr feasibility,
packuged and transferred acconding to the needs of the clients.

Technologies classificd as products or process shall pass through the review of
the Technology Assessment Team (TAT). The TAT shull be an ad hue body of
Technical Experts that shall conduct asscssment of specific technologies. The
TAT shall assist TTD in determining whether the candidate technology is ready
for packaging and dissemination,

Technologies classified as informatlon and service shall underpo similar
eviluntion process cxocpt that instend of the TAT, TTD shall conduct the
netivity,

TTD and the TAT shall adopi ENR Technology Assessment Protocol (ENR-
FAF) cstablished by the ERDE-MO throogh ERDB-MC No. 01, Series of
2014. The nssessment process inclwdes technology screening and feasibility
test. TTD may either recammend for packaging of a candidate technalogy if it
passes the feasibility 1t or for verification of said candidste technology
whenever it [ails the test,

A candidute tochnology that shall be recommended by TTD for verification
andor pilot-testing that shall be conducted in 2 similar manser as that of «
regular RDE projeet.

TTD shall tuke the lead In the packaging ol technoléygy for extension and
imnsfer. A Package of Technology (FOT) shall include among others,
descripion of the techmical, social. financial/economie, environmental and
political dimension of the products, process, or infiemation including pictures,
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iHustrations, Nowcharts, and other documents that are useful for the
appreciation of chents and in the cvaluation process.

A packaged technology shall be endorsed by TTD to the ExeCom for their
review and for the approval of the Director.

Upon the Sccretary's approval of the MC. ERDB shall conduct dissemination
activities for the lechnology.

The Program/Project Leader, out of the spproved TR shall submit article(s) for
publicanion at the Silvertip, In such case, the editing and publishing activitics
shall he coordinmtad by TTD in cooperation with the Silvertip Editorial Bogrd,
Manuscripts should not have been published in another journal pror to the
submssion,

T fast trsck the publication process, the ERDB may hire the services of cditors
in the immediate scientific community with expertise and the track record of
publication in journuals revogniced by intemational scientific bodiea (ep
Institute for Sciemtific Information (1S0)). Hefshe i coordinntion with the
Silvertip Editorial Board shall necommend to ERDB the general ncceptability
of articles for publication in the Silvertip. The remunerations of hired oditons
shall be Eﬂ:rjﬂt toexisting muiles and regulnions of the Government.

ERDB through ETRB shall detenmine the profitability of its genermted
technologics und may pursue for commercialization and patenting of such
technologies. Application for patent protection shall be subject w the
pravisions of the RA 10053 or the Philippine Technology Transfer Act of 2009,
The InventorProject Leader shall prepare the necessary documents and
requirenents and attend (o motters for fhe commercialization of the technology.
ERDB may request the assistance of the Technnlogy Application and
Promotion Institute of the DOST on technology commercial zation,

The applicable provisions of RA 8293 on Intelleciunl Propenty Righis shall be
applicd ms wamaniod with regard to disclosure of information and the utillzation
of the generuted DENR technologies and informntion,

PROCESS OUTPUTS

8.1.

8

8,

The products produced sre ENR generated technology. It refers to information,

process, prodiuct, or service, which when put o use, contributes fowards the

enhancement of the productivity income aml gener] welfare of an individus] or
specific groups of individuals, firms and organizations, including conservation
and management of resources.

L1 Inloemation - refers 1o a type of technology thut fs processed data with
significant fAndings that may indicste valunble socio-coonomic and
technical ditabase for policy formulation and subseguent Reseurch,
Development und Extension (RDE) programs/projects/nctivities:

12, Process or protocol - refers o a' type ol technology which' prescribes
schemes 10 improve produchion, pest production, or procedures, This may
invilve  simileies  [or  efficiemt  utilization,  technology  transfer,
commervialization. and marketing system.
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8.1.3. Product - refens (o o type of technology in the fiorm of phvical goods, 1t is

_ normaily dirceted toward & specific mirket demanad.

%14, Servive - refers to o type of technology that provides the complementary
activities focilitios 10 eahunce programs policies of the govermment.

8.2, The documents or technical information produced once the generated ENR
technology is verified, tested, and ussessed can be in the form of manual,
brochures, technical bulletin, book, published articles, und science-based draft
pulicies for review of DENR Central Office through Policy Technical Werking
Group (PTWG),

¥3. The records produced included the submission of terminal repors; resulls of
evalustion done by ERDB Technical Review Board (ETRB), and the revieed
terming] reports bosed on gaid review and evaliation by ETRB.

8.4, Serviees produced can be in the Torm of technical ussisinnce depending on the
rogquest of the intérnal and extermal stakeholders.

Prepared hy: Approved by:

ILDA M. GERVACIO ATTY. - ADOBO, JR.
DENR Central Office Quality Manapement DENR Quality Managemient
Representative tabive
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1. SUMMARY

1.2

This procedure defines the requirements for the creation; review, approval,
distnbution, use and revision of DENR quality management system documented
informntion.

This procedure applies 1o Levelv -2 (documents) snd Level 5 (Records) of the
DEMR structure of documented information described in the QMS Monual.

“Documents™ provide instructions an how' 10 carry activities and tsks anad
mcludes guidelines and  procedures, policies, circulurs, orders. manuals,
orgamzation and office plan s required (o implement the QMS.

. “Records™ provide evidence of DENR having mel/or nol mel requirements.

This provides evidence of conformity and of the effective operation of the
quality management system.

2. REVISION AND APPROVAL

g

Date - Nature of Changes | Approved By

18

2016 |

Original issue. Uindersecretary Emesto D, Adobo, Jr.

3. DEFINITION OF TERMS

3.1

32,

i3,

4.

Record Officer - Record Officer of each covered Office. The Chief, Records
Management Division will be the Record Officer at the DENR Central Office
and will be responsible for managing the centml repository of QMS documented
information. The Records Officer shall distribute documented informution
through hard copies and through electronic medin according to the approvesd
distribaition Hsi and maintain records of inventory, updating, revisions, archiving
and Jor disposition of documented information.

Record Controller = The Record Controller for the QMS shall be the Central
Office QMR ussisted by the Chief. Records Munagement Division and the QMS
Socretarint. The Records Controller shall be responsible for ensunng the
integnity of all documented information and recommend 1 the QMR actions
relating to management of documentod information.

Records Manaspement Division —A division o0 the DENR Central Office
responsible for salekeeping and munsgement of DENR records, mcloding
maintensnce und disposition according to the gudelines set by the Nahonal
Archivies of the Philippines Act of 2007,

Document Action Tracking System (DATS) - A Syvatem muplemenied at the
DENR Offices that keeps trock of the documentsireconds from point of receipt
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up to iis releude or final action through the DENR Network. The e-DATS is the
enhianeed mnd updated aystem implementation of DATS.

15 Document Number - o unique number generated by the DATS for o specific
document/record  which  allows the DATS wmser th search for that
documentirecond in the system and obtam its status and other actions taken
relited o it

36. Hetention Period - The number of months or vears within which the
documented information shall be kept and maintained

37, Revision - Changes: to an approved document, whether comrolled, or
uncontrolled:

33 Termination - the system by which documenmed mformation is considered
absolete.

. FPROCEDURES

4. 1. Duocuments
1.1, Creation

Documents  providing puidelines on implementation of plans, progeams,
activities, projects and processes are pencrully created as required o provide
uniformity tn implementation und s basis for policy and regulation enforcement.
Some documents are created by law such as those passed by Congress, through
!m:sidnminl visuances, by responsible mnplementing ageneics. and'or through joint
LSS,

Docoments tssued by  the depatment are creatod by the conecerned
officesunits responsible for planming, monitonmg. fmplementation, and policy
formulation.  The types of documents, orginating OfficesUnits and approving
authorities are found in the st of documented information.

4.1.2. Approval

Major policies e issoed through Depattment Administrative Onders which
contnins, mnong others. the legal basis and rules and regulstions govemning specific
activitien.  Administrative Orders are legal issvances and' requires | 3-days after
publicatinn in major newspapers before they tuke ¢ffect. Other issuanges which serve
1o mnid-;. intermul guidance and mimmabion such 25 Memorandum Circular do nol
reyuire publication. The Secretary approves top-level documems such as DAG,
Memorandum Circular and Memorandum Orders, including those jointly issuod witly
other agencres.  Other documents can be signed by concemed Undersecretanes or
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officidls, & it {s within the gscope of the officials aubonty o approve based on &
svsiem of delegaied authornity.

The propasal 1s vetred through the Palicy Technical Working Group (PTWG)
and by the concerned Dircctors, USocs and ASecs. The Undersecretary for Policy
and Planming thence, recommends this for approval of the Socretory.  The approved
DA is published in major newspapers for public scrutiny before its final adoption.

4.1.3. Storsge

+13.1.

4,132

41335,

4.1.14,

41335

The Recirds Mamayement Division (RMD) shall mointain its records
management system in the safekeeping of regular doouments of the
DENR, mehading DA antd other issuanges in secordance with

OMS required documents and those generated for the purpose of the
implementabion of the QMS shall also be maintsined at the Records
Muonagement Division which will be stored in separate files, folders
and approprate filing system and electronic stornge through the DENR
SCTVETS.

Counterpart Rocords Officers of congerned officesunits will also
provide physical storage and c-filing stomge for ther respective
documented information.

A back up document system will be cstablished ot the QMS Secretariat
under the supervision of the Central Office QMR All OMS relared
documentation in sofi copy will he stored and organized in the QMS
docoment system 10 be housed in the DENR. servers and which will be
riade aviilable duning sudits and management reviews, The document
system will include all the documents credted by the GMS.

A Document Matrix will be prepared by the RMD and updated a2 least
once every year indicating current documents ‘and records mnd thiwe
that have been meviewed, updated, amended, supessoded, revised and
disposed of and declared as obsolete. The QMS document system will
also be updoted and reconciled with the Document Matrix.

414, Control and Distribution

4.14.1.

Approved Documents are forwarded 1o the Records Management
Division where they controlled,  DAGs, DMCs, DMOs, SOs aml
Moemos are gven DENR Numbers.  All documents required by thw
QOMS will be controlled and will be assigned an 1D, These 1Ds will be
noted in the description of the document in storage to facilitote
refricval.
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4.1.4.2. DENR documents shall be identified as follows:
| g Adminitmtive Order | Type of document
No, 2017 - ' Document Number: Year of issgance |
! nmd Senes Number
Date Stamped of the upper right comer.
midicites the date of approval of the
Barcode Official Bar code control of the office
) of the Secrotary
Diry Soul Seal of the Office of Approving Oificial

4,1.4.3. Controlled  QMS documenis/records will have a header as follows:

s [ |
Dt SEERVG sl IR :Ir-mn-'h | [P—— j |
| T, 1|
DMS MANUAL — |
e ]
RDocument Mame Mame of Docoment found in the Title
| Spuco
Docionent LI | Uinique tdentifving wamber for the class
of oot
Revision No. | Current revision numbor of the
document indicating the last
| amendment maile
ssue Number® Series number based on the nuimber of
c-gﬂcj_ﬂﬁf the document record 1ssued
Date lssued | Dyt of Release E
Originating (ffice Office that prepared the |
! document/recond
“CONTROLLED” Stamped in Blue or Purple Ink to |
denoie that the document is controlled |
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Docurment 112 Definition

AAA - TAAA- OMS 000
Classification of ' Type of Relemng to Series Number
Duacument Ducument/Becord | the [SO 9001 of the document
i Refer 1o Document
Code)
4144, Dismbution and release W the difforent offices
The Records Monagement Division (BMD) will contiol the
records/document.

Issue No, | - Original, For file'storage

e Iszue No. 2 - Central Office QMR / Secretariol for back up

= Issue No. 3 - For uploading to network where Offices can
download ther copy. Offices  shall change the issue
number to “ollice-(E0" e BMB-025

o lIssue No. 4 o xx for membérs of Coie Team ond other

suthonzed recipients of the documentrecord.  The Distnibution

List shall be approved by the DENR OMR.

The respective Records Officer shall prepare & Distribution Summory

for submission and consolidation of the CO-Reconds Officer

4.1 4.5,

4.1.4.6.

Controlled QMS documents are 10 be distributed only to pre-identified
members of the OMS teams 10 be wsed in relation w QMS activities
and/or for planning and cvaluation purposes.  These documents arc 1o
be marked “CONTROLLED DOCUMENT™.  These include the
Quality Manual, Quality Policy, Orpenizational Ohjectives. Audit
Documents, Processed and Procedurcs, Minutes: of Muanagemen
Review, etc.  Regular DENR Documents when wused as part of
documented information of the QMS shall, likewise be controlled.

Personnel may request @ copy of a controlled document, clearly
tndicating the reason or intended use of the documient, A reguest may
be submitied 10 the RMD or the QMS Scerctarinr for: approval of tie
QMR.

4.1.5.  Review and Roevisions

4.1.51.

Documents are reviewed when new pelicies are adopled such as when
luws affocting the operstiond of the DENR are enacted, when new
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policies are issued through presideotial orders or bused on new
povernment priorities adopied in the Medium-Term Development Flan.

41,52 The Bureaus or other offices concermed will initinte the review of

policy documents (DAOS, MCs, MOs, Manuals and procedures, [RR)
and make recommendations for amendments, revision or updating of
the above policies and guidelines. When a new document is approved.
it will be given the same 1D as the previous version, indicating s
Revision No. A coversheet will be appended 10 the document which
will identify the Revision History and changes and smendments made.

4.1.5.3. Request using the Revision Request Form shall be submitied 1o the

QMR and reviewed by the QMS Core Team. The DENR QMR, upon
finalization of revision shall recommend their approval dunng the
Management Review or dunng EXECOM,

4,154, Documnents are 1o be held in permarient slorage. However, revisions

made will be reflected in the filed document which will be maorked
“REVISED™ OR “OBSOLETE"™ s the case may be, if all the contenis
have been changed. The status of the document will be indicated in the
file’'s Revision History. Obsoleie documents i the QMS. document
system shall he moved to anether [blder which wiil hold afl obsalele
documents.,

4155 All terminated Documents/Records on file in hard copy will be marked

“OBSOLETE".

4.1.5.6. The Documented Information Matrix shall be used to inveniory and

account for all the QMS documents on file and on storage at the RMD.

42 RECORDS

4.2.1. Creation

Records are created by Process Owmners o provide evidence of their

implementation of the QMS and its processes. Recornds are also produced through

regular provesses of the Department that supports QMS implementation, such as
Accomplishment Repors, Financial Records and other reports.

422 Approval

Al records fire Epproved by the responsible Officer or Office Head before

they are submitted fo the reguesting Office or to the Office responsible for
collecting und collsting such Repons.
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421, Transmital of Records

Records are imasmitted through the submission of hard copies. Records
may also be transmitted through fecsimile and eclectranic copics. Records are
usually subimitted to the responsible Office requining the contained information or
knowledge product to update implementation of plans, programs, activities and
other information and data holdings of the department. '

Transmittal of Reenrds 15 recorded in the DATS, when received in hard
cupHies

424, Updating of Records

Rocords such as reports are submitted based on the requirenvents of the
Work and Financial Plans or basal on agreed schedule of submission of repotta,
such sy monthly, guarterly, semi-annually and anmually, Updated (latest reports
are used for the most current datu and information ond wsually contan the
consolidated nformation for the poned.

4715 Storage

Reconds are kept in hard copy by the responsible Offices and Process
Crmers, '

~ Records required by the QMS shall be submitted 1o the QMS Secrotarial in
hard copy which will be scanned and converted into electranic files which will be
stored in the designoted folders in the DENR Server. The hard copies shall be
forwarded to the RMD for physical stormge and managemenl.

The RMID shiall matatain the records and repons of the QMS m designated
filiny and storage space.

426, Contral of Records

The respective Burésu and Office Reconds Officer shall conwol documents
and records of their processes and implementation of QMS activities. Copy of the
records and documents shall be transmitted to the OMS Seécretaniat in hard copy or
through elecironic copies.

Thee Reports shall be forwarded 1o the RMD where information ahout the
record/document shall be taken and registened in the documented information
mntrix, and controlled for Central Office use and distribution,

Controlled records and reponts shall be identified as deseribed in the
contrel of documents.
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Only the most recent and epdated records will be wsed.  Records and
reports containing data that has been Incorporated with the new records'reports
shall be placed in conditional termination for eventual dispoesal in accondance with
the rules set by the National Archive of the Philippines.

The Documented Information Matrix shall be used to imventory and
secount for the records and reports on storuge [iled at the RMD.

3. FORMS

5.1, Listof Documented Information

3.2 OMS Documented nformation Distnbution Sumimary

5.3, OMS Documented Information  Distribution List

54, OMS Dooument Revision Reguest Form

5.5 OMS Documented Information Revision History

.6, OMS Documented Information Revision Moniloring Summsary
5.7, Enhanced Document Action Tracking Systern (eDATS) Form

Preparcd by: Approved by //'\

L/
ATTY. ERN ADORBD, JR.
DENR Quality Management
Represchintive
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CLASSTFICATION
CODE

Type of Dacument
!

Chrigknaring (Mo

Approving Clficial

LEVEL 1 - PROCEDURES, GUIDELINES, POLICIES, CIRCULARS, ORDERS, MANUALS AND

iffices

ORGANIZATIONAL FLANS
T Laws and Leghlaiom | Coagres [T
IRR: hnplemeniing Rales und Responsibie G’y Respemuilile Gy
== Bgulasrs Ageriey Ageney
ED Presidentinl Executive Oftice of the Presidem Prewikem
Owden
MO Fresidential Memomndum | Office of the Presdent. | Presudent
‘Urder
MC Presidentlal Memormndum | Office of the Fresideni President '
Cersulor
PMDP Philippine Medisspterm | NEDA Prevident
Develapment Plas
DBM LA isuinces DEM DBM
COA CON izsances (including | CUA C0A
audit oheervations. ALM)
=C Civil Service Commisman | 50 [
RO | i
ERXX | nher NGA lssusnees | Resprmsible Agenyy Responailsbs Apenuy
GRD | Ordinance ' Responable LOL Renpomible LGU
JAD Jorimt Adttindnizative Odar | LIENR amid other Secreiury and other
Agencies Secreirkes
| TME Joint Menmrandut DENE and other Secretry aml othes
! ! Circular Agencies Scorelarkss
% ] Toim Memwramdim Onker | [DENM snd other Sevieinty abild olher
g Al Secaeiaries
| DAD PENR Adminstmtive Concemesd Office, Seureiary
. Oriles Bucuws )
i DeC Memorandum Cywealar Comperned Diice, Secneary
Bugss
DMO Memorsndins Owler Conpermed Difice, | Sepretary
- Busesus
M Memamndom Cromoerreed DMice. | Secremry, LiSes, ARée,
Budwaus Ling [hr.
Y] Techmieal Hulleim - Higrra | Buresu Drectoe
&0 Special (rder Coneerned Ollive. Undersecretary.
Biircais (delegnied), Socreiary.
Buresu [hr. Reghmal
T—| Lhi
AEALT Mamon] of Amboritics Corcemed Uses Bedietaly
DAY [
£C iiieen s Chanes Crseens Cliatter Ciiren’s Charer
Commines. concernéd Conmmyintde; comeems
official official
ETs Approved wpsdated Concemed CHifine. SocTeiary
Ohrganiranonal Struchere of | Plumos
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List of Documented Information

LEVEL I - DENR (M5 NANUALS AND DOCUMENTS

MA OMS Manual gl‘ﬂ Cors Team, OO Secremry
. QMR
QP Cunlity Py (M Core 1 esm, C0) Ceoremry
- QMR
25 LM Scope QM Core Team, [0 Seoretary
QMR
[57d] Cunlity Chgectives OM Core Team. OO0 Seomaiury
K !
INr Conbe=r Imieresied ['ariis ...%E Cote Tenm, 00 “hCTehry
R
155 T Conext: Listof lssues ’%Lcm Tewm, OO Secnamy
PSM-SUP Criteria for Selectam of M Cove Tenm, €O Heod of Procurisg
= supgiliers (LA 9154) QMR , Latiry
AT Actien PMan OM Corw Tesm, CO DENR Qualry
QMK Ml asiagement
- _ Reprewentaiive
OR Opportunily and Risk OM Core Team, COr 1N Quality
Asspasment QAR Mustagensen
== Reprosentublve
LAY Heference Matrin % Cinres T o, COY Criality Mansgement
QMit Reproscutative
Co Complance Obligatinn M Care Toam. CO Crunlity Manugement
oM Repreventative
LEVEL 3 PROCEDURES
it TOMS Procedure. QM Core Team, GO Quality Management
MR _HRepresenntive
FD M Process and Process Caore Tean, C0 Uhality Musageaeny
| | Diefimition QM e Repressmintive
M Formes OM Core Team, CO Qrunlity Management
— al | Kepresemative
ALLFR . Audii Program M Care Teary, €0 Oueality Managesnenr
N QMR HReprescommive 1
ALLPL Anidil Flan IO Core Trewst, CI0 iQuality Managesen
| CIMR Represenmin
ALLLT | Al Timerary OM Core Toam. CO Cualiy Manspencn
{ Riprosichiniie
COM-INT | M livernal Cencemod Qrundity Murmpothun
| Communicathi Cimatides QML Represenintive
COM-EXT | CINIS Extermal Concemed Dualiy Manugemen
Carmmunicarus ekl ORI L Repiesaiitaiive

LEVEL 4— OFFICE PLANS, MANUALS AND FROCEDURE

PM Chporamons Marmnl nd T Comeomed (1iTice, i Adupred themarh DAL
. Procodutes . Burvaus | -
abp Orperations PlanDilece Plan | Concered Office, Conternad Livee, A%pe
{ingbudmg WTF and Budgey | Bureags
Procumens. GAA amd
respeciive 1 argsis) e =
STP 5 - Plasn, ther Conerned Ofice, USEC | Seoremary, Dhrectors
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List of Documented Information
argamizational plac Ty Planming
SPAS SPMS Grndelines USEL for Policy and Usce for Poficy und
TEH PEB Galdaline usns‘c"'ﬂu iy and o
Plonni -
GRCH | Difice Puerformance Eﬂn-:m?nd_ﬂﬂim Copczmed Head of
e Comanittien Review Biireou CHTice
il ] Division Perlbrmance Clascernd Dhvislon Copcemad Dltcclr
Commitment md Review
TR Individua! Performance Cincertal peliy il Concettend Supers it
Cammitmeni Review _ o Heal af Ol
Wi Work snd Financial Plun | Concerned official Concertyed Head of
. i Ol
[ Fropemy Procursinent. | Comseomed Office | Cowcerned Head of
Marmgement Flan | e
PSM-ACH Agcrodited Supplioms Property and Supgply Higad of Procuriag
" . Mamnpement € hict  Eariy ASEC Admin
PEM-ASH Accredized Service Propery and 'i.unﬂrr | Viead of Procurmg
" providers Managoment Chief | Eniy"ASEC Admin
PSMCSC Lt of Conpultens and Property and Sapply Head of Procurng
Service Contruives | Masugernint Chicl Entity ASFC Adnasi
STRCS0 List of Civil Sty Simiyc SOTh Tend
Chegariieations -Pariten Communicution aod
_ [oitistive Service - L
COM-INT Imternal Communbesions Cohcered Persood snd | Ceoncerned Oificiul
| oilicial
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Distribution Summary
DOCUMENT NAME ISSUE NOD. DISTRIBUTION TOTAL NUMBER
DOCUMENT 1.1, OF COPIES
{Office
Code+Tssun No,
¢.g. BMBL3)

 Record Officer | Date
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Distribution List
DATE DOULUMENT ISSLE NAME OF OFFICE
NAME/LD. NUMBER COPY

|_ HOLDER

s e

—_—f— -

by b b —

Record Officer / Daie
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QMS Document Revision Request Form

FOR . Thet Undesecretary and Qualdy Managamant Representatve

DENR Ceniral Office
FHDIM - {REQUESTING OFFICERPERSONMNEL)

Posmon
DATE

| DOCUMENT PROVISION | PROPOSED REVISION
Reason for proposed revision
(Signature)

Recommuendation of OMS Cora Team:

APPROVED / DISAPPROVED:

[DENR QMR

DATE
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Document Information Revision History

T Ravision Date Mature of Changes Approved By
[ Fov, 01, Dec 15, -
6 2016 Original ssue. (DENR QMR
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Documented Information Revision Monitoring Summary

DOCUMENT
LD,

RECOMMENDED
BY

DRIGINAL
FROVISION

NEW
PROVISION

DATE
APPROVED
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Enhanced Document Action Tracking Syvstem

Document Mo
Sapdar-
addrens;
Subject

Fapublic of e Philippmes
Doparmant of Emdronmant and Naturs Resounces
Document Action Tracking Syatam
Docurment Rouling Siip
Prird Ciate:

Subject: {Action Offica}

Addresses{s)|

CC Addresses(s):

DatnTime Rocehod

ROUTING AND ACTION INFORMATION

FROM

DATETIME FOR/TO DATETIME ACTION REQUIREDY
RECEIVED RELEASED TAKEN REMARKS!
SATATUS

E o fur
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L. PURPOSE

The purpose of this procedure is W provide guidelines on undertaking an intermal
audit within the scope of the DENR QMS as defined in the QMS Marial,

2, SCOPE

The intermal audit shall cover the systems, processes and operations of the
Department snd included Offices with reference to the components of QMS as definad in
the Quality Manual.

3. REVISION AND APPROVAL

Rev. | Date Nature of Changes | Approved By f
00, 2016 Original fssue. Undersecretary Emesto D. Adobo, Jr, |

4. DEFINITHON OF TERMS

4.1.

4.2

43,

4.4.

4.5

0,

4.7,

4.8

Auditee - the office or person bemg audited.

Auditor — the person with demonstrated personal attnibutes and competenice 1o
condict on andit.

Audit. Team - composed of more than one aoditor who sre assigned 1w
conduct an audit in & particular office and prepire nocessary report of findings;
led by an Audit Team Leader,

Audit Plan - a documeénted plan prepared prior 10 the conduct of audit which

detmis activities such os where o go, what tp do, when o do, and ‘whom o
el

Aundii Itinerary - set of one or more sudits planned for a specific timeframe,
directed towards o specific purpose

Audit Cheeklist - a set of varmables which serves as a gude 10 an auditor,

Aundit Criterin - set of policies. procedures, or regquirements which are used
as reference against which audit evidenoe is compared.

Audit Evidence - qualitative or quantitative record, stutement of facts or other
formation, which is verifishle and relevant 10 the sudit criterin.
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4.10.

4.1

4,12,

4.13.

414

Audit Finding - result of the evaluation of the collected audit evidence againg
audit ertenn.

Conformity — fulfllment of o requirement,

Corrective Action (CA) — action faken to eliminate the cause of o detected
noncanformity or other undesirable situation W prevent its recurrence,

Opportunity for Improvement (OF1) = a situation or process that may lead
W patential nonconformity.

Quality Management System Audit — process of pssessing whether the OMS
canfirms 1o the reyuirements of 15O 9001:2003 and has been offoctively
implemented and maintained.

Request for Action (RFA) - & 1ool/form used to record the audit findings and
the corresponding root cause analysis and appropriate sctions laken o sddress
it

3. PROCEDURES

a:b.

A
i

R B

54,

5.5

The Audit Program is a document that guides the exccution of one ar more
audifs to be conducted within a specific timeffame to nchivve delined audit
objectives. This is prepared by the Intemal Quadity Audit Commitiee (HQAC).

The Audit Plan 15 a document that provides the gubidanee duning the conduet of
o particular sudit. It provides o deseription of the sudit objectives. criterin,
scope, on-site activities, and roles and responsibilities of the suditee and gudit
tenm. The scope will include the requirements of [50 Y001 :2015 Standard and
the rosults of previous audits. The status of action taken on non-confisrmanoes
will be prioritized in the andit,

The Audit Team is composed of the Team Leader and members who will be
selected from the IQAC. The independence of the Team o conduct audit of
activities or ureas is a requisite to have an unlnassed report,

The Audit Team performs the audit based on the Audit Program and as may be
determined by the Management Review.

The Awdit Tesm prepares the Audit Mun ond provides the same to the suditee
priot o the conduct of the audit. The Team Leader coondinates with the
representative of the office o be audited and conduct an opening mecting or
preliminary eonference to discuss the purposc and scope of the audiv
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Prepared by;

DENR Cgntradl Office Quality Managemont

5.10,

1,

The Audit Team shall conduct interviews, examines documents and observes
pefrvities amd records conformumee, non-conformance or opportunitics for
mprovement in their checklisg

An exi conference or closing meeting with the suditée tokes place after thie
netust] gudit to discuss the conformance, non-conformance, or opportunities for
improvement. The Team shall discuss and consolidute the audit findings and
prepares the Audit Summary Report to be presented 1o the nuditee during (he
exit conference.

The Audit Team shall prepare and document nor-conformance acconding 1o
the procedure Corrective and Prevenfive Action, Corrective Action Request
(CAR) shall be prepared and fssved to the auditee for observations on non-
confonmance.

The Audit Team shull determine the close out date of the CAR hased on the
Audit Program and the réquirement of the Management Roview.

The Audit Team shall follow up and/or validate the corrective actions taken by
the puditee. If found positive, the CAR shall be closed. Otherwise, the CAR
shall be re-issued,

The Team Leader shall prepare the Audit Final Repon o be submitted for
Management Roview. SThe shall also report the evaluation and status of non-
conformance for Management Review,

FORMS

6.1, OMS Awdit Program

B2, OMS Audit Plan .

6.3. OMS Internal Aundit Checklist

6.4, OMS Internnl Audit linerary

6.5 QMS Internal Audit Summary Report

Representative
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Audir Plan

L OBJECTIVES

I, AUDIT SCOPE

0. AUDIT METHODOLOGY

V.  AUDIT COMPOSITION/TEAM

V.  AUDIT SCHEDULE
IS0 9001:2015 i AUDITOR
CLAUSES/ACTIVITY |  AUDITEE ATE

Prepared by Approved hy:

QA Team Leader H-'I.mwgnm;ml Representative
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Aundit Checklist
Souree Document{s):
Seope of Aadin: Offices:
Clause / veiopy | Findings /
Vi ftems CINCIOFY | ol ke




SA

————
—
Audit Itinerary
Scope
Objectives
Andit Team | Team
Leader
Members
Audit Activities
Date Timwe Activity Auditee Auditors
| Preparad by: Approved by:

Audit Team Lender Management Representative




i

a—

Audit Summary Report
Orifice: Awdit Scope:
Date: ——
Furpose:
Criteria ' Evidence

No (what should be huppening) {what is actually happening) Cluss
Define the requirements that must Desgribe youn observativns on Cor
- be satisfied. (L. customer. the oxtent of confGrmance with NC

== regulatory, process, 150 9001 the specified requiremenis.

' Commendable Findings (Note down nmﬂ:l_ry practices, aciivities, methodologics, ate,
which demonstrate significant innovations that go bevond the requirenients/expectations.)

Opportunities For lmprovement (Nore down obwerved situations where the results
achieved are perhaps not optimal, less than well-organised or over complicated that.
. basied on the auditor's juigment and experience. necessitate improvement.)

Preparad

by | Acknowledged by;

Audit Team Leader

Management Representative
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1. SUMMARY

11

12,

13,

This procedure defines the requirements for jdentifying, processing  and
dizgposition nonconforming service,

Nonconfommng service is any service provided to smkeholdens'clicns that does
not  conform 0 requirements, which may  include  smisoryreguintory,
sdministrative, procedural or that of the DENR or the Standand,

Noncunforming service can be identified wt any time, by any person or entity,
including employess, the customer, regulalory muthoritics, et

2. REVISION AND APPROVAL

Rev. | Date | Nature of Changes | Approved By ]
00, 2016 | Original issoe. LUndersecretary Emusto 13, Adobao, i,

3. FROCEDURES

31,

3

33

34,

When nponconforming services are Mdentified by employees, this shall be
documented on the Nomconforming Service Report (NSR). 1T the nonconlorming
service s reported by a thind party, mncluding & customer. the Public Assistinee
Desk Oflicer shall capiure the information provided by the third pany on the
NER, mcluding referencing any apphicable notes, emails. or other documentation.

The NSR is sent 10 the Quality Managemeint Lesder (QML) of respective offices
for review apd innial confirmation of the nonconformance. IT the verification
shows that nonconformance didd not oceur, the NSR is closed without further
Ao,

For verified nomoonformonce, the concerned QML shall assign the NSR
appropriate emplosee who will docoment details of the NSR and conduct ' rool
catise analysis. S'he shall vversee the disposition of the nonconforming service,
This may include providing comeched services, filing of Curmective Action
Request (CAR) or other actions. All such actions shall be documented on the NSR
farm,

Thie QML shall submit summary of the NSR to the QMR, who will present thes
during the Management Review,
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4. FORM

4.1, Nonconformng Service Roport (INSR)

Prepared by: Approved By

BRESILDA M. GERVACIO ATTY.
Crffiee Quality Managemen DENR Qualify Management
Represemative



i

Nonconforming Service Report (NSR)

Date: Reported by: Rocorded by:
Summarize the reported service nonconformity. Attach of rofevente pppicable documantation
(emady, alc.)
L] Noncanfarmity affirmed, procead with wvestigation
Initial ] Nenconformity could not be affirmed of replicaled, slop and mandor foe furthar
Rl i COLUTBNCEs
[] Na nancanformify, stog.
Initinl Raview by: Date:
Assigned o: Date

Root cause analysis:

] Provide comoctad servica, Details:

Disposition
(check all that [} File CAR; referance CAR &
aoipd
7 ] Oihar action. Details:
Notea
Wﬁm‘l Date

- Approval by:
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I. SUMMARY

1.1 lInoan eflon 1o ensure continusl improvement, DENR engoges in cormective and
prevenlive action to discover, investigale, and correct non-confimmances related
1o DENR servicew, itx processes, nnd it quality system. '

1.2 For imemal issues, the DENR shall refer to thin as the Comodtive Action Request
{CAR) sywtem,

I3, For issues which are found 1o be the fault of supplicrs. the Sipplier Corrective
Action Request {SCAR) systern shall be used! this is defined in the procedure
Coritredd il Exteviignl Pronviglers,

2. REVISION AND ATPROVAL

_Rev. | Date Nature of Changes | Approved By -
(00, 2016 _ Driginal issoe. Underseerctury Emesio DL Adobo, Jr.

3. PROCEDURES

3L The Comective Action Riquest swvatem shall be used o oddress all of the
following:

300 Customer complaings:

312, Employee repons of problems with squipment. procedures, processes,
buildings, infrastruciune;

3.1.3. Emplovee suggestions for improvement;

304, Resolving trends associated with service nonconformities;

315, Process nonconlormities;

216, Audit findings {internal or external )y and

ELT. Mansgement review action iems.

32 All employees may submil a comective o preventive action request when they
discover an existing or potential nonconformity ngoinst (SO 001 requiremaents,
DENR plocedures, cusiomer requirements, or statutorsregulatory reguirements.

33 When wends are noticed within nonconforming services, then o Corrective Action
Request muy be issued to investigate the cause ol the trend.
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34, This system shall provide for the reporting and resolution of both corrective
action requests (existing problems) and Prevenrive action requests (potential

problems).

33 The Commective Action Request system shall be comprised of 1wo forms:
*  The Corrective Activn Reguest (CAR) shall he used by cmployees o
requesl comective: or preventive action. or to suhmit suggestions for
MOV ement, _
* The Correerive Action Request Lag (CAR Log) shall be used 1o track
CARs and 1o provide trend data on the CAR system for later maragerment
reviow,

36,  The CAR may be obtained from the DENR Internul Wb ponal. the DENR
Internal Audit Cominintee, the office of the OMRs or the Public Assistance Desk,
I'he employee requesting sction shall fill out the following iterns on the upper
partion of the form:

ltem

Instruction

CAR number

Leave blulk, will be filled out later by the DENR Internal Audii
Commitiee

Type of agtion
reguested

Choose one of the ollowing:

I, Cormrective - when reporting cxisting problesms

2, Preventive - when reporting potential problems

3. Opportunity for improvement/suggestion - when reporting a
pure imprivement action, unreluted 1o any particular problem

Indicate where the report ariginates from. In most cases, this will be |

' from emplovees, but if un employee is filling the CAR on hehall ol

someone else. indicaie the original source (i.¢.; customer, supplivr,
clg.)

Indicate the process for which the issue being repurted is mos) likely
covered by. This may be revised by the DENR Internal Audit

 Commince. as needed.

Priority

| Choose one of the following:

1. Low - Respond s availability allows; may extend deadline with
permission ol the DENR Internal Audit Commintes

< Medum - Respond as soon as lcasible: deadline cstblished. but
may be intermupted by higher pripty activities.

3. High - Rewpond by established deadline, which may Fnterupt
other sl working low or medium priority sctivities.

4. Urgent/Critlcal - Respond immuediately with :uﬂaimﬂ-cﬁm

wiing all pvailable resowrces untl resolved. Company at legal or
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| Item | Insiruction _ _ C——
other compliance msk. V—
| Beszribe the problem being reported or the sugeeston ofTered; bo as

’ﬂmm.

detniled us possible. Internal audit [indings must comply with the
reuirements put forth in the procedure Faternal Awdits

3.7.

33,

19,

310,

3al4

The employee shall then send the CAR form o the DENR Intemal Audit
Commitiee.

The DENR Audit Commiltee shall fill out the CAR form in the CAR Log by
entening the information in the next available line in the lop. The information
entered should match the indicated pattern an the CAR form (e, the PIOCESR,
priority, cie.), Under “Briel Description”, only n short sentence describing the
tsspe whall be entered, not the ente text of the issue; this s only 10 help
remember the nature of the CAR later,

The DENR Audit Commitiee shall assign the CAR 1o onc or more employees
who are best able 1o research ind resolve the issue, aml enter this in both the CAR
fog and the CAR form undeér “Assigned To Field™ This pémon is hereinafier
referred to a8 the * Asdipnee ™

The DENR Audit Commitice shall assign o ressonablc response timeframe for the
CAR with the assimance of the assignee. The timeframe will teke into
connideration the level of effon expected, couts, risks, et

The DENR Audit Committiee shall then send the CAR to the nssignes,

The log shall highlight when CARs are overdue, based on the ussigned dare. Tn
the event of an avendue CAR, the DENR Audit Commines will cither negotiate a
revised date with the Assignee, or escalate the CAR 1o the Assignec’s manager for
Bilention.

The Assignee shall conduct a roor cause analysis 1o determing the cause(s) of the
pritlem, This exercise should be thoughtful and detsiled: %o as to onsure the
octunl oot causes are identified. Failure 10 properly condoct oot cause analvsis
may result in the wrong cause being sctesl upon, und thus the probilem not being
permancnily resolved,

Riwn eaiise annlysis is mandstory for cormective or preventive actions: i is not
required for opportunities for improvement or suggestions sinée these may not be
ottached 1o any known problem; in such cases root couse analysis is optional.
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3.15

118,

k5 e

1.18.

19,

a2

321,

322.

124

The Asaignee will then develop an eciion plan 1o address the rool cnuse and
eliminate it By eliminiting the root couse; the problem should never oCcur or
recur,

For sume preventive and correstive action jssues, management iy glect 1o
pertorm arisk assessment as part of the action plan determination.

The Assignes shall then implément the plan, updlating the CAR as the plan
Prvgresscs,

Once the action is complete, the assignee shall sign the CAR und indicate
completion date. Shehe shall then return the CAR 1o the DENR Anuit
Committes,

The DENR Audit Committee will update the log entey for the CAR, Indicating the
activn complete dote

The DENR. Andit Comminee shall perform independent verfication of the actions
taken to ensure the dotions are ellective in renolving. the root cause(s]. This
verification shall examine evidence and take into consideration the lollowing:

Hies the: action plan remoyed the mot chuscis)?

Does the sction appear to eliminate the onginal lssue reported?
Were any refated documents updated, as needed?

Was trnining conducted, i required !

Dives the action requine an update 1o the miemal sudit schedule?
Wiero all intercsted parties properly notified of the sctions taken?

The DENR Audit Commintes shull record the resulis of the verificaiion ACTIVELY In
the log.

IFthe issue is sotisfaotorily addressed, the DENR Audit Committes may close the
CAR by indicating this in the final column on the log. The CAR form is thin
liled.

If the DENR Audit Comminee determines the issue is ot properiy addressed, the
Corrective Action Request may be re-assigned for furtber agtion. or a now CAR
filed. This s indicated in the log,

The Convetive and Prevemtive actions over tine shall be reponted  during
Munagement Review,
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4. FORMS

+1.  Corregtive Action Roguiat
4.2, Comective Action Request Log

Prepared hy; Approved

ATTY.E

by

N\

o
..r""?

. ) D ADOBO, IR
DENR Qualily Management

Rep ative
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Corrective Action Request (CAR)
[ CAR P
(CAR) = KEV D |
Type O Comrective Action [ exising issuei O Proventive Action Mame -
Checkupe [ Oppartunity for Improvement | suggestson ) Erate -
Source O Fmployee Feodbuck T Cystomer Feodback T Supplier / Subconmactor Feodbuck
Check ane g_luh'mul Aodit Fistlng [ Internal Aoditing Finding 0 Munagement Review Action [iem
Chther |
Provess/(ther
Obseryulion
rificate
Princicy Chesk One
0] Low O Meldium CIHizl O Urgent | critical
Deseribe the lWeue or probles b delll
Cor Assigned o Daate Assignied : o Respimid by

T o C wimiprbitond by Apwigmmed

Mot couhe ol the predslen {Requinnd fee all cereryive and prevemine bomps :mﬂ'ﬂlu-lfﬂ'Tl';i_Ilﬂ'HHlfnfhﬂrpu'm_

Actipw I"an: ¢ Acriane trken ko ellmeato roor s, Toslie swene sl preve rroseec)

Dhaty Avtlam Cuirphoed: Hantt -
' CAR effectroenes sorificd by, Mumg - =
Rl CIrass [ PAIL Betiorned by further Processing

Motes apl justifeation
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L. SUMMARY

S

1.4,

This procedure defines the processes in the control of and motitoring the
services provided by external providers thut are necessary in the delivery of
cquality service by DENR o its clients. The control of extemal providers of
services shall include delivery of produets or poods. und sutsourced services.

The externally provided services ore penerally poquired s procurement in
aceordance with the Republic Act 9184, otherwise known as *Govermment
Procurement Reform Act’ and ité 2016 Revised Implementing Rules and
Regulations (IRR).

To ensure transparency, sccountability, streamlined process, competiveness
and conformuty of specifieations of services reguired, the DENR establishiad
procedures and protocals o be followed hased on RA 2184 and s IRR

The Bids and Awards Communtees of the vanous ofTices (e.e. Central Office,
Bureaus and Regionnl CfTices) and their Secretanats and Technical Working
Groups and their Heads of the Procuring Entity (HePE) implements the bidding
processes a8 stipulated in RA 9184 and s implementing rules and regulations.
The Inspection and Pre-Inspoection Committees and the Procuning Entitics play
an imporant role in ensuring that the services are delivered in acconlinee with
the specificanons or Terms of Reference before any pavment is made.

2. REVISION AND APPROVAL

Rev,

Date Nature of Changes  Approved By

00, 2078

Criginal issne. Undersceretary Emesto D, Adoba, Jr,

e

3. DEFINITION OF TERMS

il

Control of External Providers of Services - refers 1o 4 set of requirements to
ensure that extermally provided services conforms 1o relevant rules; laws, and
regulations in sccordance with RA 9184,

External Providers - third panty providers contructed 1o provide products and

Services - performance of o consultancy. work and/or sct of detivities to be
provided by on external provider in socordance with the terms of reference of
the eoniracl

Outsourced Services - controvted delivery of products and services
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5. Project Procurement Management Plan (PPMP) - document prescribed by

4.

1.6,

37

1.8

RA 9183 containing the nequirements for goads and services of the projest,

Annual Procurement Flan (APP) - consolidated list of poods and serviced
required by the agency.

Procurement - refers 1o the neguisition of goods and consulting services in
accordanee with RA 9184,

Approved Budget for the Contract (ABC) - refers to the budget for the
contract duly approved by the HoPE as provided for in the GAA

PROCEDURES

4.1.

4.2.

4.1

4.4,

4.5,

4.6.

All offices shall prepare and submit their PPMP which will form pan of the
DENRE APP.

Based on the approved PPMP and APP, all procurements shall have approved
Procurement Requests, Terms of Reference (ToR) (Fapplicable, und Cemificute
of Availahlity of Funds (CAF),

Omnibus Resolulicnn are prepared by the BAC unnually to sircamline the
process of procurement. The Omnibus Resolutions allow for the scquisition of
products and services through allemnative mode of procurement as stipulated n
RA Q184 and its IR

Al other procurements not covered by the Omnibus Resolutinns shall be
subjoct 10 the evaluation of the Bids and Awards Comminee hesed on the
financial and technical capabilitics of the extemal providers. The BAC shall
prepare a resolution indicating the mode of procurement. for the approval of the
Hol'E or his'her duly outhorized representative

The Supply Manogement Sectien of the Property and Supply Management
Division (SMS3-PSMD) ¢r its counterpant in the Bureaus, Regional and PENR
offices shall prepare the Request for Quotation. All Reguests for Quolation
shall be posted in the DENR website and bulletin board nnd fiaxed or ematled 1o
prospective suppliers. For procurement with Approved Budget for the Contract
(ABC) more than PSOO0G.00, the Reguest for Quotmtion shall also be posted at
the PhIMGEPS website,

The following sieps shall be followed depending on the amount of ABC!

46,1, Small Value Procurement, which covers ABC of below 1 million pekos
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46,11 An Abstract of Quetation shall be prepared by the SMS-PSMD or

‘I-.ﬁ.l-.-z.

46,13,

4614,

4.6.1.5

4616,

4.6.2. Public

is counterpart affer getting af least three {3) guotations from
bonatide suppliers. The Abstract of Quotation shall be endorsed to
the Procuning Entity tor the evaluation, The Procuring Entity shall
recommend 10 the HoPE or hisher duly outhorized representative
the most advantapeous bid,

The SMS-PSMD or its counterpart shall prepare the Notice of
Award (NOA) for upproval ol the HoPE or kisher duly suthorized
representative. Once approved, the NOA shall be provided to the
winning bidder,

Omge the winning hdder acknowledges the NOA. the Purchase
Crder (PO)Contract and the Nolice to Proceed (NTP) shall be
propared by the SMS-PSMD or its counterpart to be kigned by the
HoPE or his/her duly authorized representative,

The SMS-PSMD or its sounlerpart shall submit the signed
PO/Conttact (0 the Budget and Accounting Divisions for fund
obligution,

The PO/Contact and NTP shall be provided 1o the winning bidider
for their acknowledgement pnd conformance. The PO/Contract
shall contain the terms and conditions of the delivery of procured
producis or services.

The procured products or servives are delivered and sccepted by

the SMS-PSMD or s counterpart in mecordance with the
MY Comntract '

Bidding Procurement, which covers ABC ol | million pesos and

nbove, Tollows the procedure stipulated in RA 9184 and its IRR.

4.6.2.1.

4022

The Public bidding process s eonduct through BAC and assisted
by the BAC secrctunint und fochnical working group with o
representative from the pool of fechrical und: financinl and legal

experts, and representative of end user.

The PSMD and its counterpart in the offices concerned shall
prepare the bidding documenis with the guidance the BAC
following (he standard forms and manual prescribed by the
Cwvernment Procurement Policy Board (GPPB).
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4623, lovitstion o bidirequest for expression of interest shall be posted in
the webgite of PMIGEPS and in newspaper of daily circulation
d:rpmmng on the ABC, The same information is also provided 1o
prispective bidders from the DENR database of dligible providers.

4624, For Consulting Services, an eligibility check and shom Hsting shall
be conducted bused on the required legal. technical and finencial
documents as stipulated in RA 9184 and 11s IRR. The eligibility
envelopes shall be submitted on ar before the desdline specificd
und opened before the pre-bid conforence and bid conference in
order 1o determine elighility of prospective biddery using a non-
dizeretionary “pass fuil” criterion. The BAC shall draw up u short
list of three (3) w seven (7) consultants from those prospective
bidders gvaluated as cligible using a set of eriteria specified in the
Request for Expression of Interest, The BAC shall recomnmendd the
shortlist of consultants to the HoE for considerntion und approval.

6023, Pre-bid conference shall he comiducted and opendd to prospeetive
bidders and for consulting scrvices, the short-listed hidders, It is
cosducted 1w ¢lanfy or explain the requirements. terms amd
vonditions stipulated in the hidding documents. If there are changes
of clinfication m  the odgnal bid  document, a  hid
supplement/bulletin shull be issued.

46,26,  All bidders shall submit their proposals in accordance with the
bidding documents and RA 9184 and is [RR. The sealed bid
envelopes shall be received by the BAC Secretaniat on the doie,
thme ane place specilied in the nvitation 1o bul. Bids submitted
after tho deadline shall no longer be accepted. The BAC Secretaniat
shall notify in writing all bidders whose bids 11 has received.

4627,  The BAC shall open the bid in public to determine each hdder's
comphance with the documents roquired 1o be submitted for
eligibility buscd on the checklist of nequined documents using a
non-discretionary “puss/Tail™ criterion. Bids that fails w0 include
any requirement or are incomplete shall be conssdered failed.

46,28 The financial proposals of the bidders whoe passod the first stage
reening shall be evalugted to the determined the lowest
ealeulated hidehighest rated bid. Bed price that exceeds the ABC

shall be vonsidened * Dafled™.

46,29 The BAC shall then prepare and sign the Abstract of Bids and
attach theretod nll the bids with their corresponding bid sccurities
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mnd the minuies of procecdings of the bidding. The Abstract of
Ricls shall contuin the following:

4.6.2.9.1, Name of contruct and iis location, if applicable
462493 Timie, date and place of bl opesang: and
46203 Namies of hidders ond their corresponding caledlatod bid

+.0.2.10.

prices armanged from lowest o highest, the amount of bud
security and the nsme of the ensuing entity,

For Consulting Services, the BAC shall notify and mnvite the
consoltant with the highest rated bid for the opemng of financial
propossl lior the purpose of conducting negotiation with the said
consultant. In the letter of notification. the BAC shall inform the
consultant of the ssucs in the techinical proposal the BAL may
wish to clarily during negotintion. The segotiations shall cover the
following: '

46.2.10.1. Discussion and clanfication of the terms of reference and

scope of services]

4,6.2.10.2. Discussion and finalization of the methodology and work

program proposed by the consuliant;

462,103, Considerstion of appropnoteness of  qualifications  jnd

pestinent compensation, number of person-months and the
personne] to be assigned to the job:

462104, Discossion on the services, fcilities and data, if uny;
462105 Discession on the financial proposal submitted by the

consuliant, und

462106, Provisions of the contract.

46211,

46212,

4.6.2.13.

The bidder with LOBHRE shall undergo post qualification e
verify, validate amnd uscertain all statements made and documents
submitted based on the legal, techmeal and finoncial requirernents.
The bidder shall submit 1o the BAC hisher latest income and
husiness tax returns and other appropriste licenses and permits us
required by law,

Onee validated, the BAC shall declare the LCB/HRB as the Lowest
Coleulated and Responsive Bid (LCRByHighest Rated and
Responsive Bid (HRRB) and recommiend to the HoPE or hisher
duly autherized representative the awand of contrict 1o the said
bidderat its bid price,

If the bidder with LOCB/HRB fuils the post-gualification, the BAC
shall initiate and complote the some post-qualification process on
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the bidder with the next LCB/HRB until a bidder pass the criteria

for post-quali fication and declared s LCRB/HRRB,
40214 Once approved, the HoPE or hisher duly authorzed representative
shall issue the Notice of Award (NOA) to the LCRBHRRB. The
BAC shall notify in writing all the losing bidders of the bid results,
The NOA shall be posted in the PhilGEPS ond DENH websates,
4.6.2.15  The HoPE or hisher duly wathorized rmmmmﬁw gholl sign the
contract and issue the Notice o Procesd in accordance with the
provisions of RA 9184 and its IRK. The Contract and the Notice 1o
Proceed shall be posted in the PHIGEPS and DENK websites.
4.6.2.16. The procedure for public bidding of consulting service shall follow
the pro

4.6.2.17. The HoPE shall declare Failure of Bidding provided that:

4.6.2.17.1. No bids are received;

4.6.2.17.2. Al prospective bidders are not ehgible;

462173 All bids fail to comply all the bid requirement or fail post-
qualification; or

4:6.2.174. The bidder with LCRB/HRREB refuses withowt justifiable

cutrse the award of contracl.

4.7. Onee delivered, the DENR lospection and Pre-Accepiance Commuitee (IPC)
shall inspect the products and serviees us diseribed in Procedure: Inspection
and Acteplunde,

4.5, The procurnng cntity shall accept the delivered products and/or services in
terms of the specification, quantity and quakity.

4.9. Opce inspected, Disbursement Voucher is propared then forward fo Budgel and
Accounting DivistonsSections for processing of puymenl

5. CONTROLS
51, All extemally provided products and serviees sre subject 1o the following

eontrols:

21,1,
b B
513,
514

Complianoe with RA 9184 and itz TRR:

Specifications or Terms of Reference;

Service Contracts, specifving the delivery terms (dote, ime and place).
Green procurement and life cycle reguirements:
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5.1.5  Inspection by independent committes; and
%£.1.6.  Acceptance of Procunng Entity.

SUPPLIER CORRECTIVE ACTION REQUESTS

6.1.

A Supplier Corrective Action Requests (SCAR) log shall be mamiained by the
internal Audit Comumittee (1AC) for menitoring of the corroctive sclions o
address nonconformities. The SCAR allows for the flow down of cormective
action requirements 10 & supplier when 4 supplier bs fbund to be resporisible for
a particular nopconformity.

Amy procuring entity may submit 2 SCAR Form jo the PSMD. The PSMD shall
notify the external provider, who has shown quality problems, of ther
nonconformance for their comrective action, Failure of the external provider to
corect nuneonformance may result to the negeive sdjustment of that
provider's evaluation standing or blacklisting depending on the degree aof
nonconformance.

The SCAR log shall be updated regularly and shall be reported lor the
Munagement Review.

FORMS

7.1, Supplicr Corrective Action Request {SCAR)

7.2

Suppher Corrective Action Request Log {(SCAR Log)

Prepared by: Approved by: /_\

7

ATTY. ERN: . ADOBO, JH.
DENR Quulity Management
R fative
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Supplier Corrective Action Request (SCAR)

This section fo be completed by DENR

. Suppliar | Attantion: |
“Phone & Foax & I
Descrption of Nonconformance: I the non-conformance is parts-related,
comploto the follorwing:
PO No: il
Part No: il
“Part Description:
Quantity Affected
" Date Sent to Supplier.
- Sant by:
'“Iffmu Recetved.

T This saction 1o be completad by Supplier

' Root Cause of
. Nonconformance:

w i ——

“Corrective Action Taken or

Planned:

‘Signature of responsible
_Supplier Manager:

| Dater

Print

ety b

“The secton 1o be completed by DENR

Comechioe Acton .

Data;
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L. SUMMARY

L1

12

This procedure definus the process und methods of inspection and pre-
acceptance of purchased products tw ensure that the same is in nocordance with
the specifications contained in the purchase urders Toguests,

The Inspection and Pre-Acceplance Committes {(IPC) 15 responsible for
mmplementution and management of mspoction and pre-aceeplance activitics

1. REVISION AND APPROVAL

Ry,

- Date  Nature of Changes | !Lppr;'mi By |

L0, 3016

Eangmal isue. Undersecretary Ernesto D, Adobo, Jr. |

3. PROCEDURES

3.1.

3.2

33,

The Requests for Inspection are recervd from the Property and Supply
Manugement Division.

The Reseiving Clerk will record the Requests for Inspection in thi datibase dt
the IPC.

The IPC Chair assigns the requests for inspection 1o the micmber/members of
the lnspection und Acceptance Committes for the conduct of the actual
Enspection 1o determine/verify the following aguinst the Purchase Order

33 Quantity
332 Specification
133, Delivery Tomms

LG

L

Any discrepancy on the quantity and specifications as verified during the
actual inspection will be reported 1w the Property and Supply Munagement
Division for correction and/or replacenient

i there 15 & delny in the dolivery of the purchased  goodsservices,
comespanding penulty will be computed and imposed.

I the quantity and specifications have been fully somplied, the Inspection and
Acceptance Report will be signed by the IPC lnspector and the IPC Chair and
submitterd o PSMD for further processing. Goods that are covered by Property
Acceptiunce Receipt (PAR) andrer Inventory of Custodian Slip (1CS) will be
subject to subwnission of duly npproved PAR and 1CS. Further, poody services
purchased must be covered by Centificate of Acceplunce by the end-user.
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3.7, The mspection report and the corresponding findings of the IPC Ispector will be
recirded in the ditnhase prior 1o submission to PSMD,

3.8, The Receiving Clerk of the IPC will forwurd the documenis to the PSMD for
further processmg,

4. FORMS

4.1.  Property Acceptance Receipt (PAR)
4.2, Ioventory of Custodian Slip (ICS)

Prepared by

1L . GERVACIO
DENR Central Office Quality Management
Reprenentalive
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Property Acknowledgement Receipt

. . Appendix 71
PROPERTY ACKNOWLEDGMENT RECEIPT
Entity Namg ;
_Fund Cluster: PAR Mo.:
Hity Unit Description Property Date Acquired | Amaurt |
e —— Mumber |
|
e ) |
|
= _;'- |
_Received by: Issued by:
Sigraturs over Printed Name of End Usier Signature over Printed Name of Supply andioe
' Property Custodian
Position/ Office PosiorOffice
= |
Dale Dale |
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Inventory C

todian Slip

_ Appendix 59
INVENTORY CUSTODIAN SLIP
E Momei
Cluser 168 Mo -
Quantity | Unit | AT Dheweriptin Tventony Eaurnated
Line Tentnl Cisg ligm M Lisetu] Life
Camt
Received from: | Mexzved by !
Signature Cver Prinied Same Shgmature Crvee Printed Name
© Position/OiTies Ponition OMfice
Dhare o e
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. SUMMARY

1. This procedure defines the requircments fior messuring  stakcholder cliem
satisfaction.

1.2 To momior the service oulcomes in erms of meeting the client’s requirements
and  expectations, DENR periodically obtains  stakeholder’s feedback  and
perception.

1.3, Stukcholder client satisfaction is determined through Walk-1n Clent Satisfuction
Survey and Third Party Stakebolder Satisfaction Surviy.

2. REVISION AND APPROVAL

Rev. | Datc Mature of Changes | Approved By

00, 2016 | Owrigingl jsyue. . Undersecretury Emesto . Adobo, Jr,
3. PROUEDURES

3.1 Walk-In Client Satisfaction Survey

J.1.1. Feedback from transacting or walk-in clients shall be gathered through o
Walk-In Client Satisfaction Survey Form which is facilitued during their
visit wany DENR office,

3.1.2. Each office shall desijmate an officer of the day who is responsible for
recetving  chent requests and inguiries  ud consequently provides
assistance noeded by the clients. Sthe shull evaluste und cateporize
requests and compluints based om the aress of convemns and/or urgency of
the issues and refer them o the appropriste office or unit, Upan
campletion of client tmisaction, the officer of the day shall facilitate the
handling out of the Walk-In Client Satisfaction Survey Form,

313, The sceomplished survey forms shall be collected by the officer of the day
and forwarded 1o the SCIS or respective counterparts in the bureaus and
ficld offices for amalysis 1o determine the extent of stakeholderclient
satisfaction with services received from the DENR,

L14. The SCIS or respective counterparts in the bireaus asid tield offices shall
also prepare and submit a report on the stakeholderclient feedbacks anid
recommend proposals [or improvement of the DENR services 1o ihe
concemed office.
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3.2, Third Party Stakcholder Sutisfaction Survey

321, Tis survey shall be outsourced 10 ensure objectivity of the results and
shall be conducted us required by the mansgement based on its nssessment
of the pressing issnes and concerns of the Department.

322 The respondents shall he selected based on the sampling frame or
databases of cliomts who svailed of the service of the DENR in 4 given

32.3. The result of the sarvey shall be forwarded b the Policy and Planning
Service through the Program Mondtoring and Evaluation Division and
shaill be used as hasis for continual improvemnent of the DENR services.

1.3 Foodback may also be gathered through interviews, socinl media and use of
sugtirestion boxes in all DENR offices.

3.4, The redull of the stakeholder/client satisfaction surveys shall be documented and
presented for Management Review.

4. FORM

4.1, Walk-In Client Satisfaction Survey

Prepared by: Approved by //'—'\
|/
BRESILDAM. GERVACIO ATTY. ER - ADGRO, JR.
DENR Central Office Quality Management DENR Quality Management

Hepresentative Tativis
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Walk-In Client Satisfaction Survey Form

Walk-In Client Satisfaction Survey Form
Name of Clivni:

Cirentaret Detinfls:
Purpose af Vikie! Transaction:

fHfice Visited:

Name of Attending Pervonnel:

Yousr Seedhack muibor & s Kimdly aniiays bhe fosllo nitimg uieiatinns o' Buapesily o poasible

§ Were guviir concerres puroperly uddresssi? Vs Nu
I N plvass promide detyifs: _ a
2 W vour reguest sttepded promptly? Yes Mo
J 0 Was the aliending persoupel nynﬂmﬂ' Fes Nt

What is your everall satisfaction ratiog of vur servieos?
i 3 3

4 5
Puor Fair Sdivlnetiry Viery Exreliem
Sistan fgory

Sugrestions'Comments:
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I. SUMMARY

[ f

1.3,

1.4,

This procedure provides direction on the process of conducting Managemicent
Roview W evaluate the effectivensss of the DENR QMS.

The Management Review shall address the possible need for changes 0
Quality Poliey, Quality Objectives and other elements of the QMS in the light
of the QMS Audit results, chunging circumstances and the DENR's
conmutinent fo contingal improvement.

The DENR Exccutive Commitiee shall attend the muinagoment review
meelings.

The DENR Quality Mamagement Representative (QMR) is responsible for
implemiéntution of this procedure,

2. REVISION AND APPROVAL

Rev.

00, 20186 |

Date Nature of Changes | Approved By I
Originnd issue, | Undersecretury Emesto D. Adobo, Ir,

A DEFINITION OF TERMS

£ P

tat
[

33

i4

DENR Executive Committee (EXECOM) - is composed of officials of the
DENR from the Secretary to the Dircctor Level, Head Exvoutive Assistant,
and employee's representative that conducts regular meetings to discuss policy
issucs and prionty issues and concerns,

Management Committee (ManCom) - the counterpart of the EXECOM in
the Bureaus and Regional Ofice composed of the [hrector, Assistant
Director and other officials that conduct regular mectings 1o discuss and
review implementation of DENR plans and programs in their respective areas
of jurisdiction,

Continual improvement - process of enhancing the quality management
system to achieve improvements in the delivery of service and overall ENR

management sysiom,

Management Review - the periodic assessment by the EXECOM ot the lop
maragenent level and the MANCOM ot the Bureau and Regional levels of the
quality management system fo ensare its continuing suitubility, adequacy,
cffectiveness and  alignment with the mandates of the DENR. The
manggement review process shall ensure that the necessary information is
collected o allow munagement 10 carry owt this evaluation. It shall uddress
possible need for changes 1o Quality Policy, Quality Objectives and ather
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clements of the Cruality Managemunl Svstem, hased on the resulls of the QMS
audit. changing circumstances and the commitment 1o continual improvement,

4. PROCEDURE

4.1

44,

4.5

The MANCOM at the Bureaus and Regional tevels shall conducts s mcetings
ns necessary, atiended by the concerned officials and personnel and OMS
lenders (o review the implementation of QMS in their respective affices;

The MANCOM reports 1o the EXECOM through submission of documented
information or through the expanded EXECOM, the results of their respective
management roview, ond make recommendations either for eormective nctions:
or improvement of implementation.  The MANCOM shall also report on the
sdoquucy of the Quality Policy, eppon services and other resource
requirements; '

The EXECOM at the Central Office shull conduet Masagement Review
Meetmgs ot least once 4 year or s the need urises w review the suitability,
ndequacy, ellectiveness and alignment with the mandates of the DENR of the
QOMS.

The Management Review Meetings shall include anslvsis of the followmg
inputs:

44.1.  Status of actions from previows managenent reviews;

442 Changes in external url infernal issues that are relevant to the QMS;

443 Information ‘on the performance and effectiveness of the QMS,
including trends n:

443 1. Customer satisfaction and feedback from relevant Interested

parties;
4.4.3.2. Extent (o which qualily objectives have been met;
4433, Process performance and confirmmty of services;
4434, Noncontormities and correclive actions;
4.4.3.5, Momtoring and messurement results;
4436, Audit results; and
4.4.1.7. Performance of external providers;

444, Adejuocy ol resources;
445  Effectiveness of actions taken 1o address nsks and opporiunitics; and

446,  Opportunities for improvement

Thas neview shall include assessing opportunities for improvement il (he
need for changes to the OMS, including (he Quality Policy and Quality
Objectives.
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46, The Management Review Meeting sholl generste Corrective and/or Preventive
Action Hequests (see procedire Corrective and Preventive Aciian), or taky
other recorded setion, as & result of roview fopics in an effort 1 improve the
management system, products; processes and services, and to address resource
neods,

4.7 This includes any decisions and actions related W the improvement of the
effectivencss  of' the quality muanagement system nnd s processes,
improvemnent of product related to customer requirements, and rosoures needs.

48, Minutes of the meetings are tuken and moinmined. The form Management
Review Meeting Minures may be used ns a template for thi reconds, or muy be
completed and filod as the finished record.

49.  The results of the Munagement Review shall be mude part of the QMS
documented information und shall be bosis for continual improvement and
cnsunng the suitability, adequacy and effectivencss of the QMS.

5. FORM

51, Minutes of Management Review

Prepared by; Approved hy:

BRESTLDAMA. GERVACID ATTY.
DENR ¢entral Office Quality Management DENR Quality Management
Representative Ve
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Minutes of Management Review
Minutes of Management Review
Ne, 20097 -
Cate:
Wenes:
Aftendons:
1
2
|
4.
8.

Summary of Procosdings:

Praparad by EXECOMMenCeom Sagratarial
Accepted by: DENR OMR' Bureau MR/ Regen QMR
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L. SUMMARY

L1, The purpase of this procedure 15 lo defing the process for hiring emplovees o
onsure these roquirements ane mel,

1.2 The Personnel Dhivimon of the Human Resource Development Service (HRDS) s
respansible for the implementation and management of this procedure.

2. REVISION AND APPROVAL

Rev. Dhate - Nature of Changes | Approved By |

10, 2016 | Original issue. Undersecretary Emesto D. Adobo, Jr. |

3. PROCEDURES

31, The Glling up of vacant position in the DENR shall follow the process as
stipulated under the Ment, Selection and Fromotion Plan (MSPF).

3.2 Itis mundstory thot the applicants meet all the mimimum regquirements of the
position 'I:H:mg applied for, The applicants are initially evaltuated hased on the
following:

321,  Educatiomal Attainment

322, Relevant Training(s) Attended
323, Relevant Experiencels) Attended
324, Ehgibihty

33 A Position Descoption has been defined for cach position a5 a pulde in
determining the competency of the applicams.

34, All appointments are submitted to the Civil Service Commission for
validation.

335 All newly appointed personnel are required to undergo emplovee carientation
about DENR functions and mondates, Civil Service rules and regulations, and
other relovial topics. A recond of the completion of the onentalion s
maintained in the emplovee's truining file.

Prepared by: Approved by:

BRESILDAMN. GERVACIO ATTY.

DENR Central Office Quality Monagement
Representilive
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1. SUMMARY

1. 1.

The purpose of this procedure is 10 defing the process for Leaming and
Development {L&D) of emplovees in arder o meet the required competencics
towands the delivery of yuality core services, This also covers the evalustion of
the effectiveness of the L&D programs provided.

The Training Development Division of the Human Resource Development
Service (HRDS) is responstble for the implementation and management of this
procedure.

I, REVISION AND APPFROVAL

l

Rev,
00, 2016

Date Nauture of Changes | Approved By |
Original issue. Undersecretary Emesto D. Adobo, Jr. |

3. PROCEDURES

3.1.

33

34

3.5

L&D interventions pre deliberately and symtematically designed, developed,
implemented and evalumied in secordance with the standards provided in the
Program 16 [nstitutionalize Meritocracy und Excellence in Human Resource
Munzgemnent (PRIME-HRM) system of the Civil Service Commuission,

The L&D interventions shall be based on identified and verified needs that nre
directly aligned to the DENR's mondates and delivery of service These
interventions shall be fdentified in the Honian Resource Development Plan
prepared sanually. '

L&D interventivns shull be implememed by the TDD-HRDS thru in-house
programs, poveriment training centers, or third-party providers with qualified
L&D practitioners.

The effcctivensss of L&D interventions shall be assessed by verifying
sttsinment of the objectives of the Jenrmng event. This: shall be wsed for
updating and continual improvemenits in L&D design, administration amd
delivery

The TDD shall maintain o database of the L&D events attended by all
emplovees, Other training shall be recorded on individual employee training
records, which include the following information:

3.5.1. Personnel trained
3152, Typeoltraining
3.5.53, Durstion of trainimg
354, Date of completion
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3,55, Locition of training
31.5.6. Training provider/Name of mstructor who conducted the traning

Persontic] undergoing third ity trnining shall submit o copy of the L&D
certificnte to the TDD-HRDS for verification and wpdating of hisher L&D
recionds.

Reports are prepared and maintained by the TDD which includes post-training
evaluation.

L&D ON DENR QMS

4.1

The TDD-HRDS shall implement L&D program for the awareness on the
requinements of the DENR QMS. The TDD-HRDS shall assess the
effectiveness of the said program.

The L&D on DENR QMS shall be included in the audit process. The resull of
the audit shall be made part of the Management Review and shail be the busis
for continual improvement,

L&D EVALUATION

3.

5.4,

L&D programs are cvaluated and epdated in response 1o developments
policies, programs and projects of the DENR or the nationa! govermment. As a
result, new competencies ané alse required.

The L&D programs shall also be evaluated to sddress the identified weaknesses
in the employee’s work performance andior delivery of service These
weasknesses may  be  identified through the  Individual Performance
Commitment Review (IPCR), customer comploints, or implementation of

DENR processes.

Pre- and post-tests may he developed and @ven o assess training effectiveness.
Procedures shall define the method for giving the leyt and the passing grades |
eriteriu required and the actions fo be tnken when an exployes fails such a test.

The Internal Audit process shall evaluate the effectiveness of trining and its
effects bn guality of service delivery, The result of the nudit in the L&D
program shall be included in the management review as part ef the continual
mmprovement of the DENR QMS,
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Instructions:  Asscss your -t*n'l'np:inl:r s bevel om each compeisney by chedking the comesponding level

Adisposition

/3

A

&2

LNA Form for Administrative Assistance/Frontliners

f

NAME OFFICE/DIVISION | POSITION/ DESIGNATION

1

bied on e seils halow
(‘[:I!-IFL'I'E&C"! LEVEL SCALE

= Righ: My lzvel of competence i the KSA s Ingh. This  my stroogh, may ot be o griodiy imiing |
ot prafensions] develoganent nend, bui | should contisue 1o enhance ths campetency

§ - Swibstetory: My fevel of comperence in the KSA is sstisfactory, 1 would benefit from fiumher waering
and peofosseonl dervelopamieni.

F-Falr: My level of compeience in the KSA i fur | need futther training sl professional development as
& priofify.

L-Law: My level of competrnce in ihe KEA bs low'. | urgenity need training 2nd professional developrssat,

Alsn identily the bevel of imparunce of the compeicacy o your jobs secording fo the Mimportance™ mnd
freguency scale provided.

| = Low: necded for job soccess wilized 10-40% of thye tme

2= Modernte: esaenlial W job sieees: @fficud but o1 mposaible i e ok withou i sl J0.60%
3~ High: eriticul to yob success; tmpossible fo the job without it; utihaed 60-50% of the time
ADMINISTRATIVE SUPPORT SERVICES Comp. Level | Importance
TECHNICAL COMPETENCIES (AS) H{S|F[LI1 ]2 I3

1. Records Munagement L

Knowledge and skills required to:

o effectively maintin un updated and ordetly filing
svstem to facilitate retricval & ensure that confidential
and/or personial files and records are properly secured
ancd maintained,

= maintain‘implement record schedule of disposal.

L Computericed Records Management

Knowledye und skills required 1o

o svatematically handle documents and communication
ard track its flow;

¢ maintmn Aling system  (electronic ¢ manual) for
reference und sy retricval;

» underiake efficient transmittnl of directiviess, policies. I
regulations for the guidance or compliance; |

arrange archival materials for retention and its eventual

i Tllﬂlﬂmnlﬂlll:lﬂﬂm i

Knowledge and skills required o install, maeinizin and
trouble the DENR's PABX and other telephones;




i

LNA Form for Administrative Assista

4. Clerical/Secretarial/Executive Assistance Skills

hnowledge and skolls required 10:

* Effectively convey and receive the intendod message,
observing and practicing proper business ctiguette and
office decorum. It also inclodes the knowledge nid
ability to operate vanous office equipment

* Guther. disseminste and safe keep Information wmd
other confidential data and orgunize information into
speeific need and purpose. It includes monitoring and
coordinsting  with other units'offices und apencies
prograoms wnd activities for specific end-users and
purpoLes.

Demonstrate total commitment in dealing with custimens,

Technieal Cross (FC) Cutting Competencies | Comp. Level _ Importance
! :

5. FC1 = Basic Computer Skills

hnowledge  and  skills needed in hundling  and
mumpulating varous  information, materials  (oudio,
video, ete.] using available computer software application
andd vechnology. ————
6. FC2 - Database Managemeni
knowledpe and skills required 1o opernte; update, access,
maintain and secure the ofMice unit's datshase software

Core/Organicational Competencies
7. CO1 - Exemplifying Integrity

The ability 1o exemplify high standards of professional
| behavior as public servants, adbering 1o cthicsl as well os
moral principles, values and standards of public office.

——— nl.

- 8. COZ - Delivering Service Excellence

The shility 1o provide proactive, responsive, accessihle,

courieous and effective public service 1o antain the hipghest
ovel of customer sebisfaction.

%.C03 - Solving Problems and Making Decisions

nce/Frontliners

——

S |F[L]1 |2

_cﬂ_ﬂlil_..rl_.l'i'_ﬂ_‘{ | lmportance
3

The ahility v resolve deviations and exercise nond
Judgment by using Fact-based analysis and penerating and
sclecting uppropriate courses of setion to produce positive
resulis




i

i

LNA Form for Administrative Assistance/Frontliners

10, €04 - I'h;[ﬁﬁ'hltrﬂi;g_ Persannl Effectiveness

The abulity o demonstrate-and display seif-diection or

self-motivation as well as engaging in ongoing personal

L

11 CO6 - oning and Applying Innovation

The ability lo increase productivity and efficiency gt work
by upplying new ideas and creative solutions 1o existing
processes, mothods, and services,

12. CO7 - Writing Fffectively

The ability to wrile in @ clear; concise and coherent
manner wainy different tools 10 convey information or
expreas wens effectively.

13. COB - Speaking Effectively

The ability w sctively listen, understand snd respond
appropristely  when intemcting with  individuals ond
Lroups.

END of TRAINING NEED ASSESSMENT

Note: Competencies osed were from the DENRs Updsted Compewney-Based Sywiam (CHS | Mamnl
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End-of- Learning Evaluation Form

Drar Learners,

Wao would Itke @ seck your opinion sbout the daily smmoneactivities which' you huve just
atieded and partsdpatold in.

Kmdly help s 1o baprove the course by giving i your valuable feedback 10 the questions. kelow
[Plense indicate by chocking ihe appropriale bos with blackBhie ball per). The daty thas you will provide
will servo us huses in the cominuous nprovermuent of fiture lenming programs

Thenk you

l..“rlln'! Stuffl

COURSE TITLE: |
COURSE DATES

PARTICIPANT S NAME POSTTIONTHESIGRATION.
PLACE OF ASSIGNMENT: —— =
OFFICE CONTACT NO: ==
CELLPHONE NO
E-MAIL ADDRESS

1 Absirr the Course

]

1 ] 4

1
(Swrongly  (Agrod) (Mewtral) (Thusigree) [(Strangly

MAgeeed
DHsagroes)

e Cosrie Chsesiives

hawe heen mist

The tgsic covered in ihe
oS worg relevmn wowork

The course methodoliges

were effecine

The course dursion
wa just eghy

The ol poce was [ I .

fuwt rght

The cimurs maierials
werr willbryunired

aad relevaml



i

i

End-of- Learning Evaluntion Form

2. About tie Reourer Persvn | Traluer

The vvardl] perfsrninncs af
thie triinenls) wis o fective in

defivery of the courss

Cemmends, if say, i indvidng trdaers b b Gllowipy ereis

[P P ——— person trimnee e
¢ Boowledee'caperience in ihe lioplit

= Presenininon mmenals:

o Eatblines sad vaiemmciion with pRtCE

- l'_‘]ll'lﬂ'l'
COmenanls

3. About the Facilitica

(Srongly [ Aprech ( Weuemi
Agree)

Facilities for triining
were adioguiie

®»  (hber Commeoniz-

{Dyeagroe)  (Seromgly
I nagree)

4. Learning CGained

| have gamed pew skillv
knovw ledge from the course

£, Participant’s overall Satisfaction

| am satisfied witly 1he coune

. General




7. Consent

i

——

End-of- Learning Evaluation Form

Would vou recommendid this

ouarir o vour colleagues’

I mot, could you let un have the
ednoia for nol recommending™

YES

WO

Are (here ateas (hat need mprovement

Whid other courso would you be intcresiod 1o aitend™

| wauld allow my comments 1o be quoied for
the promotion amd publicity of this foume
NO

YES




MAME: (Plaass Print your Full Name Lagibly) NISHKNARE
TBEN CLAGSIFICATION " CIVIL STATUS; AGE
Male e
7 == DATE OF BIRTH:
PLACE OF BIRTH.
FOERTIONDESIGNATION:
DUTIES & RESPONSIBILITIES

- OFFICE {unil, section, division, office service, oo

. OFFICE ADDRESS

TOFFICE TEL. NOL | FAX NG

- MOBILE PHONE NG | EMAIL ADDRESS:

EDUCATIONAL ATTAINMENT

BACHELOR'S DEGREE.

MASTER'S DEGREE

DOCTORAL DEGREE:

HELATED SEMINARSWORKBHOPS PREVIOUSLY AT TENDED:

TYPES OF RELATED TRAINING YOU MAY WISH TO ATTEND IN THE FUTURE:

DATE BIGNATURE

PLEAEE BUBMIT YOUR ACCOMPLISHED FORM TO THE SECRETARIAT. THANK YOU
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Resource l’l:nun s Evaluation

| Please chack the I,pm prnﬂdﬂ witileh

Can ba 'Pw

Very |
||.p~|:|ﬂ:i|ridli describas the spaaker Excellent Satlinfactory Suilss )

! 1. Mastery of the subject matiar 4

ilg__ihlnlhn-dl of Pressniation

2.1 Presantad In loglcal sequence

1 Polse & Personalily (Volce, Dictien,
Articulation, Ability 1o hold interost
__of participants) l

4_Ability to sficit group involvemant
[encourage questions, comments and
&)

5, Effective use of time {(managed his/her
i time effectively by giving mome time and
al8 on more important toplcs)

I Comment of the relevance and valug of the subject matter to your position

Please check the appropriste box and complete the following sentence.
1. [ Wery ralevant and valusble

2 [ ] slightly relavant and valuable

3. [ | Less relevant and valuable

The subject mattar would have been mare valuable and relavant (o me if:

TN In general what at the weaknesses in the presentation/discussion of the subject matter;

"IV, How would Yok like the topic Lo be discussediprosented in the fulure asssion™?

T e cormenialmecrnmsndetions:

HName of Participant

Position
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AND NATURAL RESOURCES
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Laws, Rules and Regulations
related to QMS Implementation
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|| LAWS, RULES AND REGULATIONS | Deeiwae | (77 1 |
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l. LAWS
NO. | LAWS TITLE DATE ENACTED
1 Republic Act No. 460 | An Act Regulating the Operstion of | June ¥, 1950
Suwmills, Reguiring Operators of
Sawmills to Obtain from the
Director of Forgstry Permits for the
Cperation of such Sawmills, and
Providing Penalties for the
_ Viglations Thereaf
2 Republic Act No. Anti-Graft and Comupt Practices August 17, 1960
3019 Ad
3 | Republic ActNo.  An Aet 1o Ordain and Institute a August 26, 1872
| 6541 national Bullding Code of the '
| Ihitippines
‘4| Presidential Dectee | Reonmanizing the Department of May 17, 1974
| No4ol .-’Lgriculm anel natural Resources
min Two Departments, namely:
Department of Agriculture and
Department of Environment and
Nutural Resources, amending lor
this purpase Chapter L Part Vi1l of
N | the It tzation Plan
5 Presidentinl Decree . | Creating the Forest Research December 1%, 1074 |
Now 607 Instituie in the Department of
L Natural Resources
6 | Presidential Decree | Requiring the Planting of Trees in July 6, 1976
No, 953 Certain Places amd
Linauthorioed Cutting, Destruction,
Damaging and Injuring of Certain
Trees, Plunts snd Vegetition
7 | Presidental Decree Creating the Philippine Fish August 11, 1976
| No. 077 Marketing Authority defining its
Functions and Powers, and for other
- Popoes ____________
5 Presidential Decree Creating the Natural Resources October 25, 1976
No. 1041 Mumnagement Cienter in the
_ Department of Natural Resources
9 | Presidentinl Decree | Creating the Nationg) April 18, 1977
| Na. 112 Environmental Protection Council
10 | Presidentinl Decree | Creating the Mineral Reservations Fehraary 27, 1978
No. 1305 Development Bonrd, defiming its
Powers and Functions, providing
Funds Therefore, and for other
Purpnscs




| BENELOQMRR)

Dhagiimam (0
&a Depanment of Envimnment and Natural Reswrees | Moo he. | et
| LAWS, RULES AND REGULATIONS SN el | TLiFE
— RELATED TO OMS IMPLEMENTATION ﬁuﬂwﬂﬁu NN Camii ] i
- Fnr'-u- Talis
NO. LAWS TITLE = | DATE ENACTED
1T | Presidentinl Deeree | Establishment of Environmental June 11, 1678
No, 1586 _Impagt Stetement System N
12 | Presidential Decree Environmental Impact Assessment June 11, 1978
No. 1386 System
13 | Presidential Decree Amending und Codifying the Luws June 11, 1978
No. 1529 redative (o Regstration of Property
and for other purposes
14 | Presidentinl Degree Establishment of Enviranmierntal June 11, [U7K
No. 1586 Impact Statement Sysiem and ity
IRR
15 | Presidentinl Decree | Philippine Environmental Policy June 6, 1979
No. 1151, 1977
16 | Republic Act No, Comprehensive Agranian Reform June 10, 1984
6657 - Law (CARL)
1T | Republic Act No, An Act instituting o comprehensive Jume 10, 1958
6657 Agrarian Reform Program to
Promote Social Justice and
Industrialization, Providing the
Mechanism for its Implementation,
L and e other purposes =
I8 | Republic Act Noo Codde of Conduct and Ethical Fehruary 20, 1989
6713 Standards for Public Officials and
Emplovees
19 | Republic Act No, - Act Providing For An Organic Act August 1, 19589
| 6734 For The Amtonamous Region In '
! Muslim Mindanao (ARMM) |
120 | Republic Aat No, Toxie Substances and Hasanlous | October 26, 1990
| GO0 ~ N and Nuclear Wastes Act of 1990
i 21 | Republic Act No, Matiopal Integrated Protected Arcas Tune 1, 1949
, 7586 Swalem (NIPAS) Act :
22 | Republie Act No. Local Govermment Code of 191 Oxctober 10, 199]
Than
23 | Republic Act No. Revised Forestry Code of the Cctober 10, 1991
761 Phalippines
24 Republic Act No. Laocal Government Code af 199 October 10, 1901
T160
25 | Republic Act No, Consumer Act of the Philippines April 13, 1992
T304
26 | Repubho Aci No, Anti-Sexual Harassment Act of Febiruary 14, 1995
| 7877 | 1998
27 | Republic Act No, Philippine Mining Act ol 1998 March 3, 1993
| To42
18 | Republic Acl No. Philippine Mining Act of 19493 March 3, 1993
7942 |
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NO.| LAWS TITLE DATE ENACTED
20 Republic Act No. Patemnity Leave Act of 1996 Jung 11, 1996
| RI8T
30 | Republic Act N, An Act Amending Presidential May 30, 1997
R29] Doeree No. | 146, ag amended,
Expunding and Increasing the
Coverage and Benefits of the
Govermment Service Insuranoe
System, Instituting Reforms therein
and for other purposes
31 | Republic Act No. Intellectual Property Code of the Jung 6, 1997
B9 Philippines
32 | Repuhlic Act No, Indigenous Peopley’ Rights Act of October 29, 1997
| BAT7L 1997
33 | Republic Act N, Ecological Solid Waste Tuly 24,2000
L - . Mamagement Act of 2003 -
34 | Republic Act No. | Solo Parents” Wellare Act | November 7, 2000
i !
35 | Republic Act No. Wildlife Resources Conservation July 30, 20401
0147 and FI'UIEI..'EL‘II‘I At |
i6 | Republic Act No, Giovernment Procurement Reform Janupry 10, 2003 |
9184 | At
37 | Republic Act No. | Governmicn! Produrement Reform January 10, 2003
L9184 Act [ |
38 | Rupublm,mn Nuo, Government Procurement Refomm Jamuary 113, 2003
| 9184 At .
3| Republic Act No, The 2016 Revised implementing January 10, 2003
G184 Rules and regulations of Republc
Act No. 9184, Otherwive known as
the Government Procurement
Eﬁmﬂ Mt. T TS S |
40 | Ropublic Act No. Tobaceo Regulutions Act 2003 June 23, 2003
ozl
41 | Republic Act No, Philippine Clean Water Actof 2000 | March 22, 2004
9273 ‘and PD 856 Sanstation Code of the
b ) Philippines
42 | Presidennal Decrec Revised Forestry Code of the March 22, 2004
|| No. 705 Philippines as smended
431 | Republic Act No. Philippine Clean Water Act March 33, 2004
9375
43 | Republic Act No. Alternative Dispute Resolution Act April 2, 2004
9285 of 2004
45 | Republic Av No. Alternative Dispute Resolution Act April 2, 2004
G285 ol 2004 ‘W
|46 | Republic Act No, . National Archives of the Philippines May 21, 2007
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NO. LAWS TITLE DATE ENACTED
0470
47 | Kepublic Act No. An Act 10 improve efficiency in the June 2, 2007
9485 delivery of government service to
| the public by reducing Burcaveritic
. | Red Tape, preventing graft and
- corruphon, and providing penalties:
_therefor
s | Ebﬁ: Act No, Anti-Red Tape Act of 2007 June 2, 2007
4% | Republic Act No. An Act to Improve Efficiency tnthe | June 2. 2007
| DARS Delivery of Govermment Service lo
the Public by Reducing
Bureatcratic Red Tape, Preventing
Graft and Corruption, and providing
Penalties
50 | Republic Act No. | An Act firther Strengthening the July 28, 2008
Q679 Home Development Mutual Fund,
und for other purposes
il | Republic Act Mo, An Act eslablishing a December 19, 2008
9514 Comprehensive Fire Code of the
Philippines. Repealing Presidentinl
Decree No, 1183 and Tor other
: Purpsiscs
52 | Repubhc Act No. Magna Carta of Wamen August |4, 2000
G710
33 Republic Act No, Ecological Solid Waste March 9, 2010
1023 Management Aot
34| Republic Aot No. Philippine Dizaster Risk Reduction May 27, 2010
10121 and Management Act of 2010
53 | Republic Act No. Clenn A Agt June 23, 1999
B740
2. DENR ADMINISTRATIVE ORDERS
NO.  ADMINISTRATIVE | TITLE DATE ISSUED
 ORDERS T
| DAO 1987.78 Interim Guidelines on the Cutting of | December 28, [987
Narra and Other Premium
Hardwood Species
= DAC 1988-33 Repulations Governing the May 6, 1085
Exportation of Lumber and
PMlantation Logs
B DAL T98R-H9 Amending Certmn Portions of December 29, 1938
! Ministry Administrative Order Mo,
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50, Series of 1986

Revisad Regulations Governing
Rattim Resources

Jatuary 10, 1989

DA [900.44

| Policies and Guidelines on the

Munagement of DENR Research
and Development (R & ) Svstem

May 7, 1990

DA 1900.22

Cutting, Trangport and Disposition
of Premium Species inside Private
Larnids

Seplember 19,
140)

5
T TDAO 1591-54
m

Rules and Regulations Governing
the Explomtion of Finished and
Semi-finished Wood Products

Seplomber 24,
109

DAO 1963-3]

Giuidelines on the Organizanion and
Functions of the Policy Units for the
Policy. Dievelopment Svstem in the
Diepartment of Environment ad
Naturil Resources

July 3, 1992

DAC 1992.33

Manuul for Performuonces
Monitoring of DENR ngnnmmi
Projects

Tuly 13, 1062

DAD 199407

| Revised Guadelines Govemning the

lssuance of Certiffcate of Origin for
Logs, Timber, Lumber and Non-

DA 19H94-08

February 17, 1994

Additional Requirements in the
lssunpce of New Sawmill Permits
and Certificates of Registration as
Lumber Dealers, Including
Kenewals Thereof

February 17, 1994 |

| DAD 199417

Regsiration of Agents, Contracins
and Dealers on Imported Logs,

Lumiber, Veneer and Commercial

May 25, 1994

13

"DAD 190600

Poles and Piles

Interim Cuidelines Governing the
Issunnce of "Muyong Resources
Permit™ in the pravinee of Higno

Januney 23, 1996

14

ALY 199624

Rules and Regulations Goverming
the Socialized Industrial Forest

_Manggement Frogrum

Algust 23, 1006

(AD 199627

' Administrmtive Drier No. 44 Serles

1

of 15945

S E——
DA 1996-29

Rules and Regulations for the
implemnentation of Executive Order
263, otherwise known s the
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Commumnity-Based Farest
Management Strategy (CBFMS)

DA 1996-37

DAO 199717

Implementing Rules and '

Regulations (IRR) for the Philippine
Impact Statement (EIS) System

Decomber 3, 1496

Establishing the Disposinon
Program for Confiscated and
Donated Wildlife in the Custody of
DENR Wildlife Rescue Centers and
Similar DENR Focilities and
Providing Guidclines Therelone

-April 39, 1997

DAO 1995-36

Revised Rules and Regulations
Goveming the Administration,
Manbgement, Development and
Dispasition of Forest Lands Used
for Grating Purposes

August 10, 19499

DAD 190044

Revited Regulations Governing the
Entry and Disposition of mported
Logs; Lumber, Yeneer, Plywood,
Other Woods Based Panels, Poles,
Piles Mulpwood and Wood Chips

Novembar |0,
1990

DAD 19909-53

Regulafions Govemning the
Integrated Forest Mamsgemen
Program (IFMP)

December 13, 1999

DA 2000-21

Revised Guidelines in the lssuance
of Private Land Timbet'Special
Prvate Lund Timber Permit
(PLTIMVSPLTI)

February 28, MK |

DA 2000)- 28

Implementmg Gaidelhines on
Enginecring Geological anl
Geolnzard Assessment as
Additional Requirement for ECC
Applications covering Subdivision,
Housing and other Land
Development and Infrastructure
Projects

March 14, 2000 |

DAL 2(00-81

Implementing Rules and
Regulations of RA 3749

November 7. 2000 i

DA 2(HH1-30

Institutionalization of an "Adopt o
Creck” in the DENR Programs

November 8, 2001 |

DA 2001-34

Implementing Rules nnd
Regulations of RA 2003

December 20, 2001 |

DAD 2003-30

Implementing Rules and
Regulations (IRR) for the Philippine

Envirommental Impact Statement

June 30, 2003 |
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DAQ 2003-24

“wiolations thereol and for other

Fmplementng Rules and
Regulations of the Chainsaw Act of
2002 (RA 9175) entitled, * An Act
Regolating the Ownership,
Poszession, Sale, Importation and
Use of Chainsasws, penalizing

[PUITHSES

Jurie 30, 2003

DAG 2003-27

Preparation and submission of self-
monitoring reports

July 4, 2003

DA 200341

Amending certain provisions of
Mimstry Administrotive Orndor No,
50, doted November 19, |ORS
(Integrated Regulation on the
Establishment and Operations of
Wil Processing Plants)

August 21, 2003

Admiimutrstive Order
No. 90

Directing the Secretary of Foreign
Affars 1o Orgamee and Supervise
thie Hosting of the 2004 Forum for
East Asia-Latin Americn

cpaperation (FEALAC) Meetings

DAL 2(04-2%

December 15, 2003

Rules and Regulations Governing

the Use of Forestlamils For Tourism

August 25, 2004

DALY 2004-2%

| Management Sirategy (CHFMS)

Purposes

Revised Rules and Regulutions for
the Implementation of Executive
Chrder 263, otherwisé known as the
Community-Based Forest

August 25, 2004

az

"DAD 200457

The Revised Cuidelines in the
Issuance of Cuming Harvesting
Permits in Privete Titled Lands

Augusd 3, 2004

Rules and Regulations Geverning
Special Uses of Forestlands

August 31, 2004

Revised Rules and Regulations
Governing the Socialized Industrnl

Forest Management Projrim

August 31, 2004

DAD 200235

Amending cortmn Sections of DAD
99-34 Entitled, * Revised Rules and

Regulations Governing the
Adrministrabon, Management,
Development and Disposition of
Forest Lands Used for Grizing

Furposes™

August 31, 2004
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36 | DAD 100510

Implementing Rules and
Repulanons of the Philippine Clean
Water Actof 2004

May 10, 2005

37 DAD2005-18

Adaption of Altemanve Dispute
Resolution { ADR) Principles and
Proviedures tn the Resolution of
Appropriste Environment and
Natural Resourees-Conllicts

September 1, 2003

|38 | DAD 2007-22

Guidelines on the Requirements for
Continuous Monitoning Systems
and Other Acceptable Protocols
thereby modifying and clarifying
certmn provisions of DAD 2044)-81

and other related provisions

July 31, 20007

{39 | DAD 2007.31

Amending Certain Provisions of

' DENR Administrative Order No,

07, Series of 2004 and Prescribing

' the Use of Computer Genermted

Cemificate of Timber Ongin (CTO)
and Cermificate of Lumber Origin

CLOY) Forms

| October 26, 2007

40 | DAQ2010-12

| Rules and Regulations for the

Issunmee of Free Patents 1o
Residential Lands under Republic
Agt, No. [(H23

May 5. 2010

41 | DAD2010-13

Amendments (o Sechon 15
(Ancestral Lands) and o Chaprer
XIV [Developrient of Mining
Communitics; Sciences and Mining
Technology) of DENR
Administrotive Order KO, 96300 as
Amended. the Revised
Implementing Rules und
Repulations of Republic Act No.
T2, ptherwise Known as the
“Phitippine Mining Act of 1993"

May 5. 20111

| DAD 201402
|

5|

Revised Guidelines for Pollution
Control Officer Acereditation

February 7, 2014 |

43 | DAD 2014-03

Manual of Authorities on Human
Respuree Development and
Administrative Motters

March 26, 2004

44 | DAO2DIZ-22

Revised Procedures and Standands
fior the management of harardous
winstos {Revising DAO 2004-36)

December 4. 2014

45 [ DAQ 201504

Implementation of Vehcle

March 24, 2015
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Emizsion [imits for Ewro 47V and
- of vehicle emvsion standards
46 | DAD 201508 Kules and Procedures for the May (9, 2015
impléementation of of the globally
harmonized system of classification
and labelling of chemeals {LiHS) n
preparation of Safiety Datn Sheet
(SDS) and labelling of toxic
47 DAO 2016-27 Amendmient of DENR Manual of November 7, 2016
-Authorities in Technical Mattors
48 | DAD 201607 Manul of Authoritics on Technical May 19,2016
I — Mmm TS e — |
40 ' FAO RS Series of 1941 Rules and
Regulations Governing Special
Lises of Foredl Lands
3. MEMORANDUM CIRCULARS
N Memorandum Title | Date Issued
Circulars |
i DENR Memorandum | Intenm  Guidelines Governing | February 9, 1996
Circular No, 1996-02 [ the  Ispuopce  of  “Muyong
Respurces Permit®  in the
provinee of Hugas
] DENR Memorandum | Preseribing  Guidelines  and | September 5.
Chreulur 6. 1997-15 | Progedures on 997
3 DENR-EMB Procedural Moanoal for DENR . | January 5, 2005
Momorandam Admimistrative Ovder No, 50,
Chroular Mo, 001, Series of 2003 (DAO 03-30)
_ Series of 2005 o o
4 | DENR-EMB Revised Procedurn]l Monua] for | Augost 21, 2007
Memorandum DENR  Administrative Onder
Ciroular No. 002, | No, 30, Senes of 2003 (DA
Series of 2007 03-30)
5 | DENR Memoramdim | DENR Code of Ethics Drecember 3,
Circular No, 2 TN
6 DENR-EMB Guidelines for Coverape July 7, 2014
Memisrandum Screoming and Standardized
Chroular No, 005, Reguirements under the
Sericsof 2014 Philippine Environmental
Impact Staternen! Sysiom
{PEISS ) umending relevan
portions of MC 2007-002
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Pagsr Mt WibieT 13
7 DENR Memorandum | Service  Exeellence  throuph | June 8, 2013
Cireular Ne. 201504 | Continuous Sydtems Innovition
Monitoring &  Evaluation
(SECSIME)  the Appmisal,
Sclection. snd  Approval of
Project Proposals Submitted 1o
the Central Office for Funding
s Specinl Projects
4. ORDINANCE
| _No. | Ordinances | Title _ Date Enncted
| | Ordinanee No. SP+ | RegLinng owners, dperators, Much 2, 1998
651 Scries of 1998 lessiees, pocupants and
emmeessinnaires of business
catablishments, contractors and
developers and persons required
1o secure business and/or
| building permit in doing
business o undertaking
constructiom or repair work in
| Queezon Clty o secure public
| habality insurance, providing:
penaltics for violations theeeol
and [or other purposes.
5 COA CIRCULAR NUMBER
M. COA Circular Title Date Enacted
Mumber —
I COA Cireular No, Instituting a Ciovermnment December 19, |
O1-368 Accounting and Auditing 53]
| Munual und presenbing its use
2 COA Circular No, Prescnbing the Revised June 14,2012
2012-0001 Guidelines and Docometitury
Requirements for Common
| Giovernment | ransachions
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Na. OF ssuances | Tille © Date Issued
. — : _
1 | Exccutive Drder No. | Fucilitating the State Funeral of | January 30, 1978
13] Decensed national Artists and
_ _ National Scientists _
|2 Executive Omder No. | Creating the Natural Resources | March 19, 1982 |
Th6 Development Comordtion,
Defining its Rmections, powers
and responsibilitics and for
olher purposes |
3 Fxecutive Onder Mo, | Saentific Career System (SCS) | July 19, 1983
o0l = 1953
4 - Executive Onder No.. | Morstorium on the Cutting and | June 26, 1986
23 Harvesting of Timber in the
Marural and Residuoal Forests
5 Execotive Onder No, Narional CGireening Program July 1, 1986
20
& | Exccutive Order No. | Providing for the June 10, 1987
192 Recrganization of the
| Department of Enyiromment,
Energy and Natuml Resouroes:
Repaming it as the Department
of Environment and Natural
| Resources imd for other
! purposes !
7 Exccutive Onder No, | Expanding the Coverage of the | June 10, 1987 |
193 National Greening Program
% | Executive Order No, | Disposition of the (1) Bicol | October 30, 1989
iT4 River Basin Development
Program Office, (2) Bohol
Intograted Area Development
Project Office, (3) Cagayan
Inteprated Agricoltural
Development Project Office, (4)
Mindoro Integrated Rural
Develapment Project Office
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Executive Onder Mo,
A0

Mandating cenain Departments
and Agencies o align their
respective Progmms and
Projects with the
Comprelensive Agrarian
Reform FProgram, directing the
DAR 10 secelerati the Agrarion
Reform Benoeficiones
Development through the
Provision of Econtimic und
Soctal infrastructure Support,
ardd Providing the nocessary
implementing Mechanisms for

the Murpose

June 14, 1990

| Exceutive Ornder Mo,
|49

Streaming of the Offico of the
President

Decomber 24,
I 14993

Executive Order No.
263

Community-Based Forest
Munagement Stritegy

July 19, 1995

Exacutivie Order Mo,
kL]

Amending Execative Ornder Mo,
309, 5. of 1957, entitled
"Reorganizing the Peace and
Ovder Council,™ as amended by

Executive order No. 317, of
1988 and Executive Order No.
20, 5. of 1992 wnd Orpunizing
the Barnngay Peasce and Order
Committess as the
mmplementing gm of the

| City/Municipal Peage and Order
Council ot the Barungny Level

September 5,
19496

13 Executive ODnder Mo,

25 2016

Right to Information and the
State Policles 1o Full Public
Diiclosure And Transparency
I The Public Service {Freedom
of Information) '

July 23, 2016

T. MEMORANDUM ORDER

™. Memorandum

Order

| Title

Date Enacted

l "DENR Memorandam
| Cirder Mo. 198711

Processing of Applications o
Establish and/or Operate o

Pecember 22,
1987
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No. Memorandum Title Date Enacted
Order ~
| -‘ SawmillMini-SawmillRe-saw |
2 | DENR Memorsndum | Supplemental Guidelines | Jime 11, 159499
Order No. 199920 | Governing the Registration, '
Haryesting, Transpart and
| Murketing ol Timber By-
Products Coming from Private
Mantations within Private
Ly of Tix Declured
Allenable or Disposable Lands
8. COMMONWEALTH ACT
N Commonwenlth Aet | Title Diate Enncted
| Commonweilth At An Act Creating the Bureau of | November 07,
N, 136 Minies 1930
2 Commonwenlth Act | An Aet Approprinting the May 22, 1930
N8 Amaount of Twp Hundred and

Fifty Thousand Pesos, Out of
the Ol Excise Tax Funds in
the Nathonal Treasury No
Otherwise Appropriated, 1o be
Used Fab Hastening the
Agronomicsl Survey ol the
Fhilippines

9. NON-REGULATORY/ VOLUNTARY COMPLIANCE OBLIGATIONS

No, Other lssuances Title Date Issucd
i Act No, 1120 Administration and Temporary ~ April 26, 1904
Lensing snd Sale of Foar
Lands
2 Letter of lnstruction Avgust 19, 1977
No. 588 dntod August
|9, 1977
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3 Proclamation Nao. Procluiming Certaln Areas and | Decemnber 14,
21465 10R] Types of Projects as 1981
Envirmnmentally Critical and
| within the Scope the
| Environment al Trpact
| Stutement System Established
under Presidennial Decree Mo,
1556
3 ‘National Budget Manual on the Dispossl of January 28, 1992
Circular No. 425 dated | Government Property
Jan, 28, 1092 |
5 Nations! Budget Manunl on the Dispasal of January 2¥, 1992
| Circular No. 425 dited | Government Propeny
Jan. 28,1992
6 "DENR Code of Code of Conduet and Ethical | Decomber 9,
Condugt Standonds of the DENR 208
7 Jaint CSC-DOH | Proteetion of the Bureaucrucy | June 29, 2010
Circular No, 2010-01 | ugainst Tobawoo Industry
on Smoking interferende
5 CSC Resolution No. | Hevised Rules on November 8,
11-01502 Administrative Cases in the 2011
| Civil Service (RRACCS)
[ Nationul Budgpet Restering Compliance with Aupust 29, 2012
Cireular No. 542, Section 93, the Tmnsparency
issucd on August 29, | Seal Provision, of the General
2012 Appropimtion Act of 2012
10 Act No, J874 Public Land Act T
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11 Philippine The State shall protectand |
Constitution, Amicle {1, | advance the right of the people
Section 16 1o halanced and healthfil
ecology in socord with the
rhythm and harmony of nature.
(Comducive workploce good
working enviremment )
12 Circulur No, 86-296 | General guidelines on the
divestment or disposal of
| pssets of govermment-owned
and/or controlled corporntions,
and thear subsidhiories.
|
Prepared by

ILDA AL GERVAUIO

Representalive

| OHfice Quiility Manugement
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Reference Matrix
1SO 9001:2015

Quality Management Manual
December 15, 2016
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' E‘ﬂ"‘ Title: Reference Docaments
Section | | Iatroduction
Section 2 | Terms and Definitions
"Section 3| Agency Profile Act No, 2600

Commonwealth At Ko, 136
Commonwealth Act No, 418
Presidential Decree No. 461
Presidential Decree No. 607
Presidential Decree No, 977
Presidentisl Decree No, 104
Presidential Decree No. 1121
Presidential Decree No, 1503
Republic Act Mo, §749
Executive Order No. 125
Exceutive Order No. 636
Executive Order da, (89
Esecutive Order No. 734
Exceutive Order Mo, 798
Execative Onder dos T8O
Exgcutive Order No, 131
Exceutive Order Mo, 192
Executive Onder No. 149
Admninistrative Onder o, 90
Republic Act Na, 7942
Exeoutive Order No. 574
Executive Order No. 406

| Executive Order No. 366
Admmistrative Order No. 2014-0]

Section 4 | Management Responsibility

Sectiont & | Quality Munagement System Republic Aot No. a1%4
DENR Administrutive Order No. 30 Serics
of 2003

Scction 6 | Resource Managemeni - COA Cireular 201 2-00)

| Republic Act 9184

COA Circular No, 91-368 dated Dee, 19,
g

COA Memuorandum Circulor No. 83533
Republic Act No, 5285

DENR Administrative Onder
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No.

Heference Documents

No, 20(5.18

CSC Resolution No, 11-01502 dated 18
November 2011

DENR Special Order N, 201 3-5387 dated
May 6, 2015

DENR Memorandum Circular No, 2010-16
dated October 08, 2010

Section 7

Environment and Natural
Resonrces [ENR) Manogement

__...----—I
I
|

DENR Memorandum Cireular No, 2015

doted OF June 2013

DENR Administrative Order 31 Scries

1992

DENR Administrative Onder No, 1096.27
nt Administritive Onder Mo, 33

dated 13 July 1992

DENR Memorandum Circular No, 1997-15

DENR Adiministrative Order 201012

DENR Administrative Order No, 97-17

DENR Administrative Order 201015

Sedtion §

Context of the Ef:ﬁ
Interested Farties

Presidentinl Deoree Noao 1586

DENK Administrutive Order No. 2000-28
dated March 14, 2000

Republic At No. 7160

Natonal Budget Circulur Ne. 425 duted
Jan. 28, 1992

Republic Act No %184 5, 2H3

National Bodget Circulur No. 542, jssued
on August X9, 2012

Crrcular No, $6-2596

Republic Act No, 8241

Republic Act 96749

Admmistrative Code of 1987

Republic Act No. 9485

Republic Act No. 9514 dated Dec. 19, 2008
Republic Act No, 6541

Republic Act No, 9184

Presidentinl Decree Mo, 1520

Republic Act No, 6657

Republic At o, 8371

Republic Act No. 9485

Secton 9

| Improyement

Measurement, Analysis and
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