WORKFLOW CHART

SERVICE: AVAILMENT OF YOUTH FORUM (out-of-school youth)
(and other OSY related trainings)

CUSTOMERS/CLIENTS OFFICE STAFF
v v
Receives/records request of clients
Prepare/submit requests. and forwards request to Ma. Melanie B.
" Aposaga, Admin. Asst. Il 3 minutes

In-charge: MARGELYN V. DEGALA

M. Aposaga reviews and forwards
request to the City Population Officer 2 minutes

v

City Population Officer approves and
refers request to Lizandra F. Delfin 10 minutes <+———
AHYDP (OSY) In-charge

In-charge receives approved request and |10 minutes

confers with the City Population Officer. < N

may interface

In-charge: LIZANDRA DELFIN,
Clients follow-up /coordinate with the coordinates with the clients: schedules, | 10 minutes
AHYDP (OSY) in-charge < topics and other needs.

-

v Processing time: 35 min.

Clients facilitate attendance of Conduct Youth Forum 5 hours RP Seminar 5 hours
participants, prepare venue. as scheduled.




WORKFLOW CHART

SERVICE: AVAILMENT OF YOUTH SYMPOSIUM (In-School Youth)
(and other ISY related trainings)

CUSTOMERS/CLIENTS OFFICE STAFF
v v
Receives/records request of clients
Prepare/submit request. and forwards request to Ma. Melanie B.
" Aposaga, Admin. Asst. Il 3 minutes

In-charge: MARGELYN V. DEGALA

M. Aposaga reviews and forwards
request to the City Population Officer 2 minutes

v

City Population Officer approves and
refers request to Nora A. Delfin 10 minutes <——
AHYDP (ISY) In-charge

In-charge receives approved request and |10 minutes
confers with the City Population Officer. —

may interface

In-charge: NORA A. DELFIN,

Clients follow-up /coordinate with the coordinates with the clients: schedules, | 10 minutes
AHYDP (ISY) in-charge < topics and other needs.
v Processing time: 35 min.
Clients facilitate attendance of Conduct Youth Forum 5 hours RP Seminar 5 hours

participant, prepares venue. as scheduled.




WORKFLOW CHART

SERVICE: COUPLES REPRODUCTIVE MANAGEMENT SEMINAR (CRMS)
FAMILY LIFE ADVANCEMENT THRU MANAGEMENT EMPOWERMENT SEMINAR (FLAMES)

CUSTOMERS/CLIENTS OFFICE STAFF
v v
Receives/records request of clients
Prepare/submit request. and forwards request to Ma. Melanie B.
" Aposaga, Admin. Asst. Il 3 minutes

In-charge: MARGELYN V. DEGALA

M. Aposaga reviews and forwards
request to the City Population Officer 2 minutes

v

City Population Officer approves and
refers requests to Emperatriz D. Tanala |10 minutes <€¢———
RP In-charge

v

In-charge receives approved request and |10 minutes
confers with the City Population Officer. D

may interface

In-charge: Emperatriz D. Tanala
Clients follow-up /coordinate with the coordinates with the clients: schedules, | 10 minutes
RP in-charge < topics and other needs.

Processing time: 35 min.

Clients facilitate attendance of Conducts CRMS/FLAMES 5 hours RP Seminar 5 hours
participant, prepare venue. as scheduled.




WORKFLOW CHART

SERVICE: AVAILMENT OF FILM SHOWING

CUSTOMERS/CLIENTS OFFICE STAFF
v v
Receives/records request of clients
Prepare/submit request. and forwards request to Ma. Melanie B.
g Aposaga, Admin. Asst. I 3 minutes

In-charge: MARGELYN V. DEGALA

M. Aposaga reviews and forwards
request to the City Population Officer 2 minutes

v

City Population Officer approves and
refers request to Film Showing 10 minutess <+——
In-charge: Margelyn V. Degala

In-charge receives approved request and |10 minutes
confers with the City Population Officer. < i

may interface

In-charge: Margelyn V. Degala

Clients follow-up /coordinate with the coordinates with the clients: schedules, | 10 minutes ¢
Film Showing In-charge < Film and other needs.
v Processing time: 35 min.

Clients facilitate attendance of | » Conduct Film Showing as scheduled | 1 hours Film Showing: 1 hour




participants, prepare venue.

Evaluation/Reactions

CUSTOMERS/CLIENTS

WORKFLOW CHART

SERVICE: AVAILMENT OF FAMILY VIOLENCE/
GENDER SENSITIVITY TRAINING (BRGY. LEVEL)

v

OFFICE STAFF

Prepare/submit request.

v

Receives/records request of clients
and forwards request to Ma. Melanie B.
Aposaga, Admin. Asst. I
In-charge: MARGELYN V. DEGALA

M. Aposaga reviews and forwards
request to the City Population Officer

v

City Population Officer approves and
refers request to GAD In-charge
Nida A. Villaruz

v

In-charge receives approved request and
confers with the City Population Officer.

Clients follow-up /coordinate with the
FV/GST In-charge

In-charge: Nida A. Villaruz
coordinates with the clients: schedules,
FV/GST and other needs.

3 minutes

2 minutes

10 minutes ]

10 minutes

10 minutes <

may interface



v $ Processing time: 35 min.

Clients facilitate attendance of Conduct FV/Gender Sensitivity Training 5 hours FV/GST: 5 hour
participants, prepare venue. as scheduled.

WORKFLOW CHART

SERVICE: AVAILMENT OF GENDER SENSITIVITY TRAINING (OFFICES & AGENCIES)
(and other GAD related trainings)

CUSTOMERS/CLIENTS OFFICE STAFF
v v
Receives/records request of clients
Prepare/submit request. and forwards request to Ma. Melanie B.
" Aposaga, Admin. Asst. Il 3 minutes

In-charge: MARGELYN V. DEGALA

M. Aposaga reviews and forwards
request to the City Population Officer 2 minutes

v

City Population Officer approves and
refers request to GAD (LGU) In-charge 10 minutess <4¢——
Joanne A. Azarcon

v

In-charge receives approved request and |10 minutes
confers with the City Population Officer. —

may interface

In-charge: Joanne A. Azarcon
Clients follow-up /coordinate with the coordinates with the clients: schedules, | 10 minutes




A

GAD (LGU) In-charge I | Topics (LGU) and other needs. |

v v Processing time: 35 min.
Clients facilitate attendance of Conduct Gender Sensitivity Training and 8 hours GST/other GAD related trainings: 8 hour
participants, prepare venue. other GAD related training as scheduled.

WORKFLOW CHART

SERVICE: AVAILMENT OF POPULATION DATA

CUSTOMERS/CLIENTS OFFICE STAFF
A
Fill-up office guest book In-charge: Merian C. Dyseco, Advises
, clients to fill-up guest book. 2 mins.

Inquire/request for Population Data IF DATA NOT AVAILABLE

Advises and refers clients
In-charge confers with the clients, to appropriate agency and/or 5 mins.
evaluates data needed 5 mins. explain why data requested

. are not available
IF OK l

v

v

v

In-charge releases the data. Advises the 10 mins.
Avail population data needed. Clients to photocopy the document.
Sign in the logbook

PROCESSING TIME: 22 minutes

!



Referral to agency concerned
When necessary

WORKFLOW CHART

SERVICE: PRE-MARRIAGE COUNSELLING SEMINAR

CUSTOMERS/CLIENTS

A4

Fill-out PMC Seminar Application
Form and Marriage Expectation
Inventory Questionaires.

Pay PMC Fee of PHp 20.00 to the
City Treasurer's Office

>

v

Submit PMC Application and OR to
the PMC In-charge

}

Attend PMC Seminar

OFFICE STAFF
In-charge: Mary Ann Fernando

PMC In-charge assists the filling-up

of PMC forms and informs the

customers to pay corresponding fee

of Php 20.00

30 mins.

Cashier recieves
payment and
issue OR

!

IF NOT OK

PMC In-charge evaluates forms

5 mins.

IF OK y

Files PMC forms, records OR and
inform the customer of the PMC
schedule and venue.

5 mins.

y

Resource Speakers Conduct PMC
Seminar.

7 hours

!

IF NOT OK

Resource speakers evaluate

v

»
>

Informs the customer
of deficiences

Advise couples to complete




'

Receive PMC Certificate and sign
in the logbook

CUSTOMERS/CLIENTS

!

Visit the Office for a briefing
Fill-up mass wedding information
sheet and submit requirements

y

Attend scheduled interview and
comply other church requirements

!

Attend scheduled PMC seminar

!

| attendance | 5 mins.
IF OK
Signs certificates 5 mins.
Records and Releases 10 mins.
Certificates
WORKFLOW CHART

SERVICE: FACILITATES MASS WEDDING

OFFICE STAFF

J

Assists Couples, fill-up mass wedding
information sheet.
Checks mass wedding requirements:
Baptismal, Confirmation and Birth Certificates
Forwards/refers clients to PPO in-charge
In-charge: Margelyn Degala

Assesses Mass Wedding requirements

PPO In-charge (Brgy./Clusters)

25 min.

5 min.

IF NOT OK

the session no completion,
no PMC Certificate

IF OK

:

Apply for Marriage Lincense at
Local Civil Registrar

Endorses couples to Roxas City
Metropolitan Cathedral for

interview and compliance of 5 min.

other church requirements

v

Advise couples to
comply the requirements

Conduct PMC Seminar
and refers couples to LCR
for Marriage License

application. M. Fernando

IF NOT OK

¢ IF OK

8 hrs.



Attend briefing for Mass Wedding
Ceremony preparation

|

Advises clients
to complete the
requirements

Coordinates with couples
compliance of mass wedding
<+—| requirements both Metropolitan
Cathedral and LCR

Attend Mass Wedding Ceremony
as scheduled

Note: for civil married couples no need to attend PMC seminar

CLIENTS

4

School Representative visit CPO
for details of the contest.
Fill-up Participation Registration

Form.

Submit approved nomination form
and oration piece

5 min.

WORKFLOW CHART

SERVICE: ORATORICAL CONTEST
HOW TO JOIN THE CONTEST

OFFICE STAFF
In-charge Nora A. Delfin

tion Form.

Briefs the School Rep. of the Contest
Records filled-up Participation Registra-

Issues nomination form and mechanics

|

Receives, reviews, confirms nomination
forms and oration piece.

Conduct contest orientation

Set date of
mass wedding

Conducts briefing

. |with qualified couples

. |Mass wedding

—> . > . L
with the church for mass wedding as scheduled. | 3 hrs.
E. Tanala ceremony preparation
20 min. 40 min. i
Enters names of
wedded Couples in
RPM Registry Book.
3 hrs.
15 mins.
10 mins.
1 hr.




Attend contest orientation as
scheduled (contestants & coaches)

'

i

Attend the Oratorical Contest

Conduct Oratorical Contest as scheduled

5 hrs.

PROCESSING TIME: 25 minutes
Orientation : 1 hour
Contest proper: 5 hours


















