B. Individual Performance Commitment and Review Form

INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW FORM
I, Cedrick M. Masongsong , of DENR PENR riental Mindoro, Division of Administrative Section to commit to deliver and agree to be_rated opthe attainment
of the following targets in accordance with the indicated measures for the period January to June 2021.
SONG
Date:  April 23, 2021
Reviewed by: Date Approved by: / | Date
BUEAP%A N N. CUASAY
Immédiate Supervisor In-charge, Mgt. Services Division
/ . Rating
Output Success Indicators Actual Accomplishments o E2 3 A4 Remarks
(targets+measures)
GENERAL ADMINISTRATION AND SUPPORT SERVICE
Implementation of Good Governance One (1) Statement of Assets, Liabilities and Networth|One (1) Statement of Assets, Liabilities and 4.50 5.00 4.750
conditions (SALN) prepared and submitted to In-charge,|Networth (SALN) prepared and submitted to In-
Administrative Section on February 28, 2021 charge, Administrative Section on January 4, 2021
100% of SALN of CENRO Socorro personnel reviewed|100% of SALN of CENRO Socorro personnel 5.00 5.00 5.000
and submitted to In-charge, Management Services|reviewed and submitted to In-charge, Management
Division Services Division on January 12, 2021
100% Notice of Salary Adjustment (NOSA) of all{100% Notice of Salary Adjustment (NOSA) of all 4.50 5.00 4.750
personnel prepared and submitted to In-charge,|personnel prepared and submitted to In-charge,
Administrative Section on prescribed period Administrative Section on February 1, 2021
One (1) IPCR (Commitment) based on approved SPMS|One (1) IPCR (Commitment) based on approved 4.00 5.00 4.500
guidelines prepared and submitted to In-charge,|SPMS guidelines prepared and submitted to In-
Administrative Section on precsribed period charge, Administrative Section on April 23, 2021
100% of IPCRs (Commitment) of CENRO Socorro{100% of IPCRs (Commitment) of CENRO Socorro 4.00 5.00 4.500
personnel reviewed and submitted to In-charge,|personnel reviewed and submitted to In-charge,
Management Services Division on precsribed period  |Management Services Division on April 14, 2021
Actions on Documents/ Requests 100% of referred documents acted upon with{100% of referred documents acted upon with 4.50 3.00 3.750
partial/minor revision need 7 working days for simple|partial/minor revision need 7 working days for
documents and 15 days for complex documents upon|simple documents
receipt
Total Overall Rating 0.000 26.500 | 28.000 | 27.250
Final Average Rating 0.000 4.417 4.667 4,542
Adjectival Rating VERY SATISFACTORY

Comments and Recommendations for Development Purposes
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Discussed with Date Assessed by Date Final Rating by: Date
I certify that I ghscussed my assessment of the
perfol e with the employee.
216 ] 2a2) 8( 25 [ 3[2]a0a)
RICK M. GSONG NE J N. CUASAY ME F. MAYPA
Administrafive Kide VI In-charge, lh‘?t. Services Division PENR Officer




Name: CEDRICK M. MASONGSONG

Section: Administrative Section/ Personnel Unit

Position: Administrative Aide VI

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM for: January 2021
Type Nature Details of the Activity
Other
reguTar Type of Document/
PBB Office Field Work Activity (indicate date : . < - oy Time
S bt:;g:t:n Work (indicate TO #) e dacimast Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) R
WFP received)
Preparation and submission of Statement of Assets,|Prepared and submitted one (1) Statement of Assets, Liabilities
A. TARGET- RELATED / / / Individual SALN Liabilities and Networth (SALN) as of December 31, 2020{and Networth (SALN) to In-charge, Administrative Section on 1 day
ACTIVITIES to In-charge, Administrative Section January 4, 2021.
: £ g 100% of SALN of CENRO Socorro personnel reviewed and
\/ ‘/ ‘/ SALN of CENRO  [Review and submission of SALN of CENRO Socorro| e = “y ot Tt omont Services Division on| 3 days

Socorro

personnel to In-charge, Management Services Division

January 12, 2021

Memo, Special Orders,

Preparation of memorandum and special orders. Action

Prepared/encoded memorandum and special orders as

~20 to 30 mins

Requests, and : b instructed by the immediate supervisor and requests of internal|  per simple
Communications todifferant communications: and external clients. document
To assist in the conduct of cascading of FY 2021 Work|Assisted in the conduct of cascading of FY 2021 Work and
Travel G and Financial Plan (WFP) of DENR Oriental Mindoro as|Financial Plan (WFP) of DENR Oriental Mindoro as per
No. 2021-006 T per approved GAA. This activity will be conducted on|approved GAA. This activity will be conducted on January 19 to
(Jaﬁua 19-21 Coordir?aﬁon January 19 to 20, 2021 at CENRO Socorro and CENRO|20, 2021 at CENRO Socorro and CENRO Roxas respectively. 3 days
20';1) ' Roxas respectively. To coordinate with the designated|Coordinated with the designated CENRO Administrative Officers
CENRO Administrative Officers regarding the submission|regarding the submission of Personal Data Sheet (PDS) for CY-
of Personal Data Sheet (PDS) for CY-2021. 2021.
Travel Order Kisedin &t To assist the In-charge, MSD to conduct meeting|Assisted the In-charge, MSD to conduct meeting regarding
No. 2021-019 Coordinat?on and regarding administrative matters. And to follow-up the|administrative matters. Coordinated with Chief, RPS and In- 3da
(January 26-27, Contracté contracts of RLTA and Extension Officers of CENRO|charge, Admin Unit regarding the contracts of RLTA and ¥
2021) Roxas, Oriental Mindoro. Extension Officers of CENRO Roxas, Oriental Mindoro.
B. MISCELLANEOUS ACTIVITIES
gtﬂg)%:ect;\:tb;;;zfe:g::rthe;glws:on / / NOSI Preparation and submission of Notice of Step Increment|Prepared and submitted 15 Notice of Step Increment of some S
ge of some personnel to the HRMO I personnel to the HRMO || for review and initial
Consolidation of SALN from 3 offices and preparation of|Consolidated the SALN of all personnel and submitted to
/ SALN endorsement and list for submission to Regional Office.|Regional Office thru JRS on January 13, 2021. And 100% 4 da
Producing scanned copy of SALN of all personnel of the| SALN of DENR PENRO Oriental Mindoro personnel scanned a2
province for database purposes. for database purposes
/ Email Any email receive for action and/or for information Roguiar mon_ttonng of.emall fqr thi racking orany-decuments daily monitoring
that need action or for information purposes only
o - Submitted DTR for the previous month with attached Travel
/ Sl Submission of Daily Time/Record Order/s (If any) and approved application for leave (if any) 10w
Psn Y7 4




Type Nature Details of the Activity
Other
regular Type of Document/
PBB Office Field Work Activity (indicate date . " . -~ o Time
related bt:srgst:n Work | (indicate TO # and tine the docunient Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) Gt
WEP received)
TR TR Ty e v p—— Prepared and encoded the Agency Control Checklist for CY
Agency Control p prepmic P 2020 of DENR-PENRO Oriental Mindoro including all
’ Agency Control Checklist for CY 2020 of DENR-PENRO : ¢ : 3 days
Checklist for CY 2020 4 : b / supporting documents and submitted to the In-charge, Admin
Oriental Mindoro to Commision on Audit = :
and Finance Section.
Attended and participated in the conduct of different
procurement activites (Opening of Quotations, Prebid 1 hour to
/ BAC Meetings Attendance to all Procurement Activities Conference, Opening of Bids, Bid Evaluation, scheduled and 4 hours
special meetings and others) and took pictures for| per meeting
C. OTHER FUNCTIONS AND photodocumentation.
DUTIES (other activities not related to Invitation to BAC
the Division but other designations, r:nena1bzn OTWG Pre tion of invitation/ reminders to BAC Members Prepared and forwarded the invitation/reminders to BAC
functions and concurrent capacities) e F paratio s '[Members, TWG, Secretariat and end-user to attend the 15 mins
and Secretariat TWG, Secretariat and end-user to attend the G s » il
R scheduled Procurement Activities (3 Observers - if the mode of| per invitation
(to 3 observers for  |Procurement Activities . ) iy
b ot procurement is Competetive Public Bidding)
public bidding)
/ BAC Resolutions and ; ; Numbered all BAC Resolutions and Contracts and forwarded to| 5 mins per
Contracts Humbifieg 5 BAC Resplibans dHY QoA my Co-member, BAC Secretariat. document
/ Priotodocumantatiorn Preparation and submission of photodocumentation of all|Prepared photodocumentation of the conducted meeting and 1 hour per
meetings conducted by the BAC forwared to the minutes preparer. photodocs
i
Signature of the Employee: CEDRICK M. M. SONG Verified by the Immediate Supervisor: BUEANA P. FLORIDA

Date Accomplished: February 3, 2021

Administrative Officer IV (HRMO II)




Name: CEDRICK M. MASONGSONG

Section: Administrative Section/ Personnel Unit

Position: Administrative Aide VI

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM for: February 2021

(PDS) for CY-2021

MSD for signature

Email

Any email receive for action and/or for information

Regular monitoring of email for the tracking of any documents
that need action or for information purposes only

daily monitoring

DTR

Submitted DTR for the previous month with attached Travel

1 hour

Type Nature Details of the Activity
Other
regular Type of Document/
PBB Office Field Work Activity (indicate date s s 2 - . Time
relatad bt:;g:t:n Work | (indicate TO #) and time the document Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) Gonstited
WEP received)
A. TARGET- RELATED
ACTIVITIES 5 - . = Prepared and submitted Notice of Salary Adjustment (NOSA) of
/ / NOSA P,\:eop: L?b(;n ﬁ ni;‘;ﬁr:;ﬁf:ig&tgi s b personnel to HRMO I for review and initial. And scanned for 3 days
( Sralp database purposes.
Memo, Special Orders, : . . |Prepared/encoded memorandum and special orders as| ~20 to 30 mins
/ Requests, and :’rz;;?rahotn orfnmen:o:igg:m il el nidars. Heton instructed by the immediate supervisor and requests of internal per simple
Communications bl LS ’ and external clients. document
Travel Grder To assist in the conduct of manual posting of Public|Assisted in the conduct of manual posting of Public Notice for
No. 2021-081 Manaal Bosting and Notice for NGP Establishment “Bamboo”. To assist in the|NGP Establishment “Bamboo” and meeting with In-charge,
(Fébrua 23 . uaM :ﬁsnng conduct of meeting with CENRO designated|/Admin Unit, Marites B. Landicho regarding admin /personnel 2 days
24 20r2y1) eeling Administrative Officer of CENRO Roxas regarding admin|matter.
' /personnel matter.
s L . . Prepared/Encoded certificate of leave credits and leave card of
/ LeaveLCemﬁéahgn and Pre:arfednglrndssubmlsswn of leave certification and leave refirees and forwarded the accomplished to the Personnel 5 days
SRRt Sl OrienRe Section of Regional Office
Consolidation and submission of Travel Plan for the 1st Encoded and consolidated the Travel Plan of PENR Office,
/ Travel Plan t ' ?2%';'1 CENRO Socorro and CENRO Roxas and forwarded to Regional 2 days
fHSEsE Officer for aprroval
B. MISCELLANEOUS ACTIVITIES ) . ) ) )
(other activities related to the Division / / NOSI Preparation and submission of Notice of Step Increment|Prepared and su:’r?mtted 2 Nohge of StAep‘ Increment of some 20 mins
or Office outside of the targets) of some personnel to the HRMO Il personnel to the HRMO || for review and initial
Preparation and submission of Individual Performance ; .
i ' ; Submitted my accomplished IPCR for July to December 2020
/ / Individual IPCR gggOCOmmttment Review (Rated) for July to December to the HRMO Il for review and signature 1 day
/ Individual PDS 2021 Preparation and submission of Personal Data Sheet|Submitted a fully accomplished PDS for CY-2021 to In-charge, = Ko

Submission of Daily Time Record

Order/s (If any) and approved application for leave (if any)




Type Nature Details of the Activity
Other
regular Type of Document/
PBB Office Field Work Activity (indicate date : e Acti A Et Time
tion Tak indicate the stat f th t/activit
olatad targets Work (indicate TO #) G e BcuRiHl Subject/ Activity/ Event ction Taken (indic e status of the document/activity) Constned
based on received)
WFP
Attended and participated in the conduct of different
procurement activites (Opening of Quotations, Prebid 1 hour to
/ BAC Meetings Attendance to all Procurement Activities Conference, Opening of Bids, Bid Evaluation, scheduled and 4 hours
special meetings and others) and took pictures for| per meeting
photodocumentation.
Invitation to BAC - .
C. OTHER FUNCTIONS AND " o o, . Prepared and forwarded the invitation/reminders to BAC
DUTIES (other activities not related to FIEIrbers, TWG Preparation of mvntatnon/ reminders to BAC Members, Members, TWG, Secretariat and end-user to attend the 15 mins
( and Secretariat TWG, Secretariat and end-user to attend the s a
the Division but other designations ‘ i e scheduled Procurement Activities (3 Observers - if the mode of| per invitation
o gnatons, (to 3 observers for  |Procurement Activities P ; Houegson
functions and concurrent capacities) public: bidding) procurement is Competetive Public Bidding)
BAC Resolutions and ’ : Numbered all BAC Resolutions and Contracts and forwarded to| 5 mins per
/ Contracts Numbering of BAC-Resolutions and Confracts my Co-member, BAC Secretariat. document
: Preparation and submission of photodocumentation of all|Prepared photodocumentation of the conducted meeting and 1 hour per
Photodocumentation »
meetings conducted by the BAC forwared to the minutes preparer. photodocs

Signature of the Employee: CED

NG

Date Accomplished:March 1, 2021

K M. MASON
7

Verified by the Immediate Supervisor:

Administrgtive Officer IV (HRMO II)




PR ae

Name: CEDRICK M. MASONGSONG

Section: Administrative Section/ Personnel Unit

Position: Administrative Aide VI

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM for: March 2021

Type Nature Details of the Activity
Other
regular ) ) Type of Document/ )
res targets i _F|gld ke ACt'Y'ty (ndeale onie Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) Tiwe
A. TARGET- RELATED related Py Work | (indicate TO #) and time the document Consumed
ACTIVITIES WFP received)
Memo, Special Orders, Preparation of memorandum and special orders. Action Prepared/encodeq mer_norandum_ and special ordgrs as| ~20to 2}0 mins
Requests, and i b oo instructed by the immediate supervisor and requests of internal|  per simple
o to different communications. -
Communications and external clients. document
Travel Order d To cqordmate wrth .CENRO Admmlstrgtrve Offigers Coordinated with CENRO Administrative Officers regarding the
IPCR (Commitment), |regarding the submission of IPCR (Commitment) for CY G .
No. 2021-466 submission of IPCR (Commitment) for CY 2021 and Travel Plan
2nd Quarter Travel |2021 and Travel Plan for the 2nd Quarter of CY- 2021. ) Y 3 days
(March 17-19, 7 ; ! e for the 2nd Quarter of CY- 2021. Conducted meeting regarding
Plan and meeting [To conduct meeting regarding administrative matters. e A : ;
2021) . h administrative matters. And to Transmitted official documents.
And to bring official documents.
Leave Certification and |Prepared and submission of leave certification and leave Prgpared/Encoded GRIEIDHNS B ABhye .credlts SIPRc Ak (CHED 01
. retirees and forwarded the accomplished to the Personnel 3 days
Leave Card card of retirees : :
Section of Regional Office
B. MISCELLANEOUS ACTIVITIES
(other activities related to the Division
or Office outside of the targets) / Rated IPCR Consolidation and submission of all Rated IPCR for July|Consolidated all submitted IPCR, and scanned and submitted to 1 da
to December 2020 of all personnel Chief, Personnel Section of Regional Office thru email. e
. ; ; s . a Regular monitoring of email for the tracking of any documents| | . g
/ Email Any email receive for action and/or for information that need action or for information purposes only daily monitoring
o E Submitted DTR for the previous month with attached Travel
/ Rk Submiission ot Bty Tne Record Order/s (If any) and approved application for leave (if any) 4 honr
Attended and participated in the conduct of different
procurement activities (Opening of Quotations, Prebid 1 hour to
/ BAC Meetings Attendance to all Procurement Activities Conference, Opening of Bids, Bid Evaluation, scheduled and 4 hours
special meetings and others) and took pictures for| per meeting
photodocumentation.
C. OTHER FUNCTIONS AND IERAENE i ERC Prepared and forwarded the invitation/reminders to BAC
= B members, TWG Preparation of invitation/ reminders to BAC Members, P ;
DUTIES (other activities not related to » : Members, TWG, Secretariat and end-user to attend the 15 mins
. 5 ; and Secretariat TWG, Secretariat and end-user to attend the e ; o e
the Division but other designations o e scheduled Procurement Activities (3 Observers - if the mode of| per invitation
i itiex {to 3 observers for  |Procurement A - rocurement is Competetive Public Bidding)
functions and concurrent capacities) public bidding) p p g
BAC Resolutions and . . Numbered all BAC Resolutions and Contracts and forwarded to| 5 mins per
/ Contracts Numberingiol BACResslitionsiand Cantrags my Co-member, BAC Secretariat. document
/ Bldlodociantation Preparation and submission of photodocumentation of all|Prepared photodocumentation of the conducted meeting and 1 hour per
meetings conducted by the BAC forwared to the minutes preparer. photodocs

CTp




SKELETAL WORKFORCE (MARCH 29-31, 2021)

Signature of the Employee: CEDRICK M. OJ%ONG Verified by the Immediate Supervisor: BUENA P. FLORIDA
e Officer IV (HRMO II)

Date Accomplished:April 5, 2021 ‘// Administr




Name: CEDRICK M. MASONGSONG

Section: Administrative Section/ Personnel Unit

Position: Administrative Aide VI

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM for: April 2021
Type Nature Details of the Activity
Othe
regularr Type of Document/
PBB Office Field Work Activity (indicate date : z.3 . S gL Time
| Event Action Tak dicate th f th
A. TARGET- RELATED related targets Work | (indicate TO #) and time the document Subject/ Activity/ Even ction Taken (indicate the status of the document/activity) Consumed
based on
ACTIVITIES received)
WFP
Memo, Special Orders, Preparation of memorandum and special orders. Action ~Preparedlencode<_j memorandum‘ and special orde_ers as| ~20to ?’0 mins
Requests, and 4 B instructed by the immediate supervisor and requests of internal per simple
P to different communications. .
Communications and external clients. document
,I? eglongl‘Spemal e 509 Sefioy Sh208) Participated in the conduct of webinar on Environmental and
. Authorizing the conduct of 3rd and 4th Batches of : ;
Webinar . .~ |Natural Resources (ENR) Frontline Course on April 26-30, 2021 6 days
Environmental and Natural Resources (ENR) Frontline ; e, ; :
Course” and submitted Individual Learning Report to Regional HRDS
/ IPCR for January to |Scanning of returned IPCR for January to June 2020 of|Scanned all returned IPCR for January to June 2020 and 3 da
June 2020 all personnel forwarded to Personnel Section, Regional Office thru email ¥e
B. M'SCE.L!-ANEOUS ACTMT!ESI I o Encoded and consolidated the Travel Plan of PENR Office,
(other activities related to the Division \/ Travel Plan Consolidation and submission of Travel Plan for the 2nd) e\ e Socorro and CENRO Roxas and forwarded to Regional| 2 days
or Office outside of the targets) quarter of 2021 Officer for aprroval
; : ; : : : Regular monitoring of email for the tracking of any documents| |, . .
/ Email Any email receive for action and/or for information that need action or for information purposes only daily monitoring
/ DTR Submission of Daily Time Record Submitted DTR for the previous _mo_nth with aﬂa(;hed Travel 1 G
Order/s (If any) and approved application for leave (if any)
Attended and participated in the conduct of different
procurement activities (Opening of Quotations, Prebid 1 hour to
/ BAC Meetings Attendance to all Procurement Activities Conference, Opening of Bids, Bid Evaluation, scheduled and 4 hours
special meetings and others) and took pictures for| per meeting
photodocumentation.
C. OTHER FUNCTIONS AND Invitation to BAC Pre invitati ;
. ey ; pared and forwarded the invitation/reminders to BAC
DUTIES (other activities not related to J members, TWG Preparation of mvrtabon/ Iemincers. 1o BRC Mamoers. Members, TWG, Secretariat and end-user to attend the 15 mins
the Division but other designations, tanad Sb:cretanaft ;WG‘ Sec{‘:a{i'\% and end-user to attend thel ., ., 104 Procurement Activities (3 Observers - if the mode of| per invitation
functions and concurrent capacities) pad obesresrs for | | Rrocaremant Acites procurement is Competetive Public Bidding)
public bidding)
BAC Resolutions and ; : Numbered all BAC Resolutions and Contracts and forwarded to| 5 mins per
/ Contracts Numbering ar GAL Resclitions-and Comtiecs my Co-member, BAC Secretariat. document
/ Bisolodosuiisitation Preparation and submission of photodocumentation of all|Prepared photodocumentation of the conducted meeting and| 1 hour per
meetings conducted by the BAC forwared to the minutes preparer. photodocs

SKELETAL WORKFORCE (April 5-23, 20217 )

Signature of the Employee: C

CK M.

Date Accomplished:May 3, 2021

SONG

Verified by the Immediate Supervisor:

BUENA P. FLORIDA

Adminis)/ative Officer IV (HRMO )




Name: CEDRICK M. MASONGSONG

Section: Administrative Section/ Personnel Unit

Position: Administrative Aide VI

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM for: May 2021

Type Nature Details of the Activity
Other
regular Type of Document/
PBB | targets | Office | FieldWork | Activity (indicate date Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) Thne
A. TARGET- RELATED related baxedian Work (indicate TO #) and time the document Consumed
ACTIVITIES WEP received)
Memo, Special Orders, : ; . _|Prepared/encoded memorandum and special orders as| ~20 to 30 mins
/ Requests, and Preparahon &t mem_orgndum Bl Al EEeTE fetoan instructed by the immediate supervisor and requests of internal|  per simple
c Pl to different communications. n
ommunications and external clients. document
To coordinate with CENRO Administrative Officers|Coordinated with CENRO Administrative Officers regarding the
Travel Order
No. 2021-1456 Health Monitoring  [regarding the health status of personnel. To conduct|health status of personnel. Conducted meeting regarding Sicle
(Mé 6.7, 2021) Status; Meeting meeting regarding administrative/personnel matters. And|administrative/personnel matters. And to bring official ys
Y51, to bring official documents. documents.
;:c:zi's‘é;i;?: f:oar;ﬁ(;?natlogav:rt]h S;,-ﬁzgfoﬁRa%ﬁc‘gnzzg Assisted in the coordination with the CENR Officer and Section
Travel Order SUABIEE TaF His rgnonthgof Mayv 2029. To assiet in the Chiefs regarding Cash Utilization and various payables for the
No. 2021-1926 i Eoif ol i a'V Mavors of Bamsug ang|month of May 2021. Assisted in the coordination with the Bk
(May 19-21, 9 Buldlacae  reaadin e pand c{ment B gudl Municipal Mayors of Bansud and Bulalacao regarding prior and ye
2021) : 9 9 p » >ntyears audll e rrent year’'s audit observations.Conducted meeting regarding
observations.To conduct meeting regarding administrative adrnicaive Faters a6 bina oifical decarmsms
matters and to bring official documents. 9 )
Employment Safekeeping of all applications received until May 24, . oy . . ’
/ Applications 2021 Consolidated all applications received physically and thru email 3 days
B. MISCELLANEOUS ACTIVITIES
(other activities related to the Division 2 . . Participated in the conduct of online meeting with Regional
or Office outside of the targets) v . . Orientation on Select ORAOHRA (Omnibus Rules on|, pyinep (egarding the Orientation on Select ORAOHRA
Ll App_omment' e Hgman Resourqe Aptians], arel (Omnibus Rules on Appoinment and Other Human Resource e
Mt SRlection and rromaton Pian Prveons Actions) and Merit Selection and Promotion Plan Provisions
/ Notlﬁqatlon to Preparation and sending out of notification to all next-in- Prepared and sent notification to all next-in-rank employees 3 days
next-in-rank rank employees
/ Genergl List Preparation of General List of Applicants Prepared General List of Applicants 2 days
Applicants
. ) . . ; : Regular monitoring of email for the tracking of any documents| . -
/ Email Any email receive for action and/or for information that need action or for information purposes only daily monitoring
/ DTR Submission of Daily Time Record Submitted DTR for the previous month with attached Travel 5 ouE

Order/s (If any) and approved application for leave (if any)




Type Nature Details of the Activity
rg:::arr Type of Document/
PBB Office Field Work Activity (indicate date : = . ) . Time
Subject/ Activity/ Event Action Taken (indicate the status of the document/activit
related btarg;ts Work (indicate TO #) and time the document PRIREE Bty Sk . ( y) Consumed
a;leFPon received)
Attended and participated in the conduct of different
procurement activities (Opening of Quotations, Prebid 1 hour to
J BAC Meetings Attendance to all Procurement Activities Conference, Opening of Bids, Bid Evaluation, scheduled and 4 hours
special meetings and others) and took pictures for| per meeting
photodocumentation.
Invitation to BAC o -
C. OTHER FUNCTIONS AND ; e : Prepared and forwarded the invitation/reminders to BAC
DUTIES (other activities not related to / me;nge 9 ;I’WC: ?wgarahgn Oft "?"':'"‘“g"g rer:r:rc;djsrzrto tgAinh::énbiri Members, TWG, Secretariat and end-user to attend the 15 mins
the Division but other designations, ta% b(:cre anaf P ! e,ftr f\:t?\?itie i . scheduled Procurement Activities (3 Observers - if the mode of| per invitation
functions and concurrent capacities) Go i Ll D procurement is Competetive Public Bidding)
public bidding)
BAC Resolutions and : : Numbered all BAC Resolutions and Contracts and forwarded to| 5 mins per
/ Contracts HEAREIRR] B8 ERC-EESalitons a0 Canems my Co-member, BAC Secretariat. document
/ Plistsdosuienitation Preparation and submission of photodocumentation of all|Prepared photodocumentation of the conducted meeting and 1 hour per
s meetings conducted by the BAC 'beNared to the minutes preparer. photodocs

Signature of the Employee: CE

ONG

K M. MA
7

Date Accomplished:June 1, 2021

Verified by the Immediate Supervisor:

BUENA P. FLORIDA

Administrative Officer IV (HRMO II)




Name: CEDRICK M. MASONGSONG

Section: Administrative Section/ Personnel Unit

Position: Administrative Aide VI

Division: Management Services Division

A. TARGET- RELATED
ACTIVITIES

MONTHLY ACCOMPLISHMENT MONITORING FORM for: June 2021
Type Nature Details of the Activity
h
rzufarr Type of Document/
PBB Office Field Work Activity (indicate date : ;. : — 5 Time
d
related btarg:ts Work | (indicate TO #) arditiom llis ) Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) ANy

a;leF Pon received)

Memo, Special Crders,

Preparation of memorandum and special orders. Action

Prepared/encoded memorandum and special orders as

~20 to 30 mins

B. MISCELLANEOUS ACTIVITIES
(other activities related to the Division
or Office outside of the targets)

Order/s (If any) and approved application for leave (if any)

J Request§, gnd Wi Pl -y instructed by tr_le immediate supervisor and requests of internal|  per simple
Communications and external clients. document
Travel Order To coordinate with CENRO Administrative Officer|Coordinated with CENRO Administrative Officer regarding the
No. 2021-2221 Meeting and regarding the health status of Personnel. To conduct|health status of Personnel. Conducted meeting regarding some 2 da
(June 10-11, Coordination meeting regarding some  administrative/personnel|administrative/personnel matters. And transmitted official ys
2021) matters. And to bring official documents. documents.
To coordinate with the In-charge, Administrative Unit of|Coordinated with the In-charge, Administrative Unit of CENROs
Travel Ord CENROs regarding updates on the filling-up of vacant|regarding updates on the filling-up of vacant positions in the
N azvgz 1 22ezrz Keeting and positions in the province.To coordinate with the LGUs|province. Coordinated with the LGUs within the jurisdiction of
(?l-une 1; 16 Coordir?aﬁon within the jurisdiction of CENRO Roxas regarding prior| CENRO Roxas regarding prior Years' Audit Observations. 3 days
2021 e Years' Audit Observations.To assist in the conduct of|Assisted in the conduct of meeting regarding some
) meeting regarding some administrative/personnel|administrative/personnel matters. And transmitted official
matters. And to bring official documents. documents.
1P cqordmate ) "SR Admmu;tratwe Qfﬁcers Coordinated with CENRO Administrative Officers regarding the
OB : regarding the schedule of the pre-screening of applicants. : ;
Meeting and ; ; schedule of the pre-screening of applicants. Conducted a
(June 23-25, S And conduct a meeting with the members of the ; . 450 3 days
Coordination s ; L meeting with the members of the Provincial Human Resource
2021) Provincial Human Resource Merit Promotion and " : 4
: Merit Promotion and Selection Board
Selection Board
J Candidate Evaluation |Preparation the Candidate Evaluation Sheet of all{Encoded and prepared the 115 Candidate Evaluation Sheet of 3wtk
Sheet applicants for the Pre-Screening all applicants and submitted to HRMO Il for review .
v |V PENR Office SECSIME | Submission of PENRO SECSIME 2021 to Admin Section |- rePared SECSIME 2021 of PENR Office to In-charge, Admin| 5 4, ¢
Section for review
Consolidation and submission of SECSIME 2021 of|Consolidated the submitted SECSIME 2021 of the 3 offices and
/ / SECSIME 2021 PENR Office, CENRO Socorro and CENRO Roxas to|submitted to the Chief, Admin Division of Regional Office thru 1 day
Regional Office email
; . . : i < Regular monitoring of email for the tracking of any documents| _ . i
/ Email Any email receive for action and/or for information that need action or for information purposes only daily monitoring
/ DTR Submission of Daily Time Record Submitted DTR for the previous month with attached Travel T




Type Nature Details of the Activity
Oth
regu‘l:r Type of Document/
PBB Office Field Work Activity (indicate date : - . - .- Time
t/
related btarg:;ts Work | (indicate TO #) i T Vi ool Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) St
a;veF Pon received)
Attended and participated in the conduct of different
procurement activies (Opening of Quotations, Prebid 1 hour to
/ BAC Meetings Attendance to all Procurement Activities Conference, Opening of Bids, Bid Evaluation, scheduled and 4 hours
special meetings and others) and took pictures for| per meeting
photodocumentation.
C. OTHER FUNCTIONS AND idtation fo BAG . s . Prepared and forwarded the invitation/reminders to BAC
DUTIES (other activities not related to members, TWG  |Preparation of invitation/ reminders to BAC Members, Members, TWG, Secretariat and end-user to attend the 15 mins

the Division but other designations,
functions and concurrent capacities)

and Secretariat
(to 3 observers for
public bidding)

TWG, Secretariat attend the

Procurement Activities

and end-user to

scheduled Procurement Activities (3 Observers - if the mode of
procurement is Competetive Public Bidding)

per invitation

BAC Resolutions and : ! Numbered all BAC Resolutions and Contracts and forwarded to| 5 mins per

/ Contracts Nuniberingaf BAL ReSoliions dnd CoHies my Co-member, BAC Secretariat. document
J Photod tation Preparation and submission of photodocumentation of all|Prepared photodocumentation of the conducted meeting and 1 hour per
il meetings conducted by the BAC kn‘WérYd to the minutes preparer. photodocs

Signature of the Employee: CE

ICK M.

NGSONG

Date Accomplished:July 1, 2021

Verified by the Immediate Supervisor:

P. FLORIDA

ve Officer IV (HRMO Il)




