|, NOEME P. ALCANCIA , of PENRO_OQriental Mindoro

INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW FORM

following targets in accordance with the indicated measures for the period _July to December 2021.

, of General Records Section Commit to deliver and agree to be rated on the attainment of the

Ratee:; N@CIA

P& Date
Reviewed by: Date Approved by: Date
Mm&{/\l. SUPLEO NES N. CUASAY
In-Charge, Admin and Finance Sector In-Charge, Managg¢ment Service Division
Performance Indicators : Rating Remarks
P/A/Ps ( targets+measures ) Actusl Aocompiishments Q1 | E2 | T3 A4 |
ACTIONS ON DOCUMENTS/REQUESTS 100% of documents/correspondence receive | 100% of documents/correspondence received 5 3 4
and encode (DATS) and forwarded to the | and encode (DATS) and forwarded to the
PENR Officer/other concerned personnel upon | PENR Officer/other concerned personnel upon
receipt with 100%accuracy receipt with 100%accuracy
100% of documents/correspondence sorted, | 100% of documents/correspondence sorted, 5 3 4
prepared transmittal/mails for delivery to | prepared transmittal/mails for delivery to
CENRO's. Regional Office and other agencies | CENRO'’s. Regional Office and other agencies
upon receipt with 100% accuracy upon receipt with 100% accuracy
100% documents/correspondence certified, | 100% documents/correspondence certified, 5 3 4
Clearance signed and numbered PENRO | Clearance signed and numbered PENRO
Special Orders wupon receipt with 100% | Special Orders upon receipt with 100%
accuracy accuracy

IPCR - Legend 1- Quantity 2- Efficiency 3- Timeliness 4- Average




100% of documents requested by personnel | 100% of documents requested by personnel 5 3 4
were provided on time upon request thereof | were provided on time upon request thereof
with 100% accuracy with 100% accuracy
Total Over All Rating 20.00 | 12.00 | 16.00
Final Average Rating 5.000 | 3.000 | 4.000
Adjectival Rating VERY SATISFACTORY

C<I>/'nments and Recommendations for Development Purposes

MMFRM o ot waﬂo‘«% Mr’*’?r“ Need mont{rs

‘M“X,[ M/ /{,Loﬁ/dv Wﬁ/‘”"’j

Discussed with Date Assesséd by: Date Final Rating by: Date
| certify that | discussed my assessment of the
performance with the employee
C é é §> \ ’
NO CANCIA FEB 0 8 2022 NE N. CUASAY FEB 08 2022 MARYJUNE F. MAYPA FEB 08 2022
Employee In-Charge, Management Service Division L PENRO

IPCR - Legend 1- Quantity  2- Efficiency 3- Timeliness 4- Average




3

MONTHLY ACCOMPLISHMENT REPORT JOURNAL

Name: Noeme P. Alcancia

Section: Administrative Section

Position: Land Management Officer I

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM FOR: July 2021

Type Nature Details of the Activity
Other ) Type of Document/
peg | regular | oece | Field Work | Activity (Indicate date , » Activity Taken (indicate the status of the Time
targets (indicate TO | and time the document Subject/Activity/Event o~
related - Work #) e document/activity Consumed
WEP
Prepared Rated IPCR for January to June 2021 and
v v
it LFER SRS APCRE E DA I 2021 submitted to Chief Admin. and Finance for signature oy
Communication Receiving and Encoding (DATS) of all documents z:cc:;i;?:ofrlcsﬁrsg:resfln s o
v v (Memoranda, Letters, and |from PENRO/CENRO/Regional Office and other PENRO/CENRO/Regional Office and other concerned daily
Special Orders, etc.) |offices etc. off =
A. TARGET- RELATED ACTIVITIES personnel/office.
Camannction Certify the documents/correspondence, sign Certified the documents/correspondence, signed .
N PAEmaRE) LBt A d numbering PENRO Special Order  [cl d numbered PENRO Special Ord aalty
Special Orders, etc) |clearance and numbering pecia er |clearance and number pecial Order
Communication . . : ,
y v O p——— Provndeldc:;urtrrsents requested by internal and :;ctwndetlj cllpa:?ents requested by internal and daily
Special Orders, etc.) external clien ernal clien
Communication Sorting of Documents/correspondence and Prepared transmittal for sorted documents/
v v (Memoranda, Letters, and |preparing of transmittal for delivery to CENRO'’s |correspondence to be delivered to Regional daily
Special Orders, etc.)  [Regional Office and other agencies Office/CENROs and other agencies thru email/courrier
B. MISCELLANEOUS ACTIVITIES (other Communication — !
iy et Certify documents/correspondence , Clearance |Certified documents/correspondence , Clearance -
activities related to the Division or Office v v (Memoranda, Letters, and| =~ "’ ' Ll . o daily
outside of the targets) Special Orders, etc.) |5i9" and number PENRO Special Orders signed and numbered PENRO Special Orders
C. OTHER FUNCTIONS AND DUTIES
(other activities not related to the
Divison but other designations,
functions and concurrent capacities)

Signature of the Employee 2 § E

Date Accomplished

Verified by the Immediate Supervisor : MA

. SUPLEO
PENRO Accountant




MONTHLY ACCOMPLISHMENT REPORT JOURNAL

Name: Noeme P. Alcancia

Section: Administrative Section

Position: Land Management Officer I

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM FOR: August 2021

Type Nature Details of the Activity
Other Type of Document/
regular Field Work Activity (Indicate date " ——— h s
PBB | targets | Office | .~ and time the document . - ctivity Taken (indicate the status of the Time
related | based on | Work ('“d'c;;e L received) Subject/Activity/Event document/activity Consumed
WFP
PR Receiving and Encoding (DATS) of all documents zzsx::;?goiliﬁé?gin ed to
v v . i i
(Memoranda, Letters, and fr‘%TeZif:cRO/ CENRO/Regional Office and other PENRO/CENRO/Regional Office and other concerned daily
Special Orders, etc.) |° ) personnel/office.
A. TARGET- RELATED ACTIVITIES p 7 - C?S:"&anﬁ:"s ang |Certify the documents/correspondence, sign Certified the documents/correspondence, signed i
Special Or’ders eté.) clearance and numbering PENRO special order |clearance and numbered PENRO special order oy
v 7 Communication Provide documents requested by internal and Provided documents requested by internal and dail
(Memoranda, Letters, and | external clients external clients aly
Special Orders, etc.)
) Prepared transmittal for sorted documents
Communication Sorting of Documents/correspondence and con?:spondence to be delivered to Regiongl
v v (Memoranda, Letters, and |preparing of transmittal for delivery to CENRO’s Office/CENROs and other agencies thru email/courrier daily
Special Orders, etc.)  [Regional Office and other agencies g
. MISC ELLANEOKS AmEs {ottier Communicanc Certify documents/correspondence , Clearance |Certified documents/correspondence , Clearance .
activities related to the Division or Office 4 v (Memoranda, Letters, and | ; : ) daily
outside of the targets) Special Orders, etc.) |99" and number PENRO Special Orders signed and numbered PENRO Special Orders
v P Virtual Learning Program and Records Attended Virtual Learning Program and Records 34
~ Management Management e
C. OTHER FUNCTIONS AND DUTIES
(other activities not related to the
Divison but other designations,
functions and concurrent capacities)

Signature of the Employee @

Date Accomplished

Verified by the Immediate Supervisor :

MA L'V. SUPLEO
PENRO Accountant




MONTHLY ACCOMPLISHMENT REPORT JOURNAL

Name: Noeme P. Alcancia

Section: Administrative Section

Division: Management Services Division

Position: Land Management Officer I

MONTHLY ACCOMPLISHMENT MONITORING FORM FOR: September 2021

Type Nature Details of the Activity
Other Type of Document/
regular Field Work Activity (Indicate date " Taken (ind ” £ th
PBB targets | Office | . ~ and time the document i . ctivity Taken (indicate the status of the Time
related | based on | Work ('"d'cj;e L received) Subgct ALy Event document/activity Consumed
WFP
et Receiving and Encoding (DATS) of all documents gzjﬁé;‘foi:;ﬁé?::in it
7 v mmui : .
(Memoranda, Letters, and gf%?e:irzso/ CENRO/Regional Gifice:-and cther PENRO/CENRO/Regional Office and other concerned cally
Special Orders, etc.) : personnel/office.
A. TARGET- RELATED ACTIVITIES Communication |~ 4ify, the documents/correspondence, sign Certified the documents/correspondence, signed .
Y = P, OIS Bty d numbering PENRO special order  |cl d numbered PENRO special ord ity
Special Orders, etc.) |clearance and numbering special order |clearance and number special order
7 7 Communication Provide documents requested by internal and Provided documents requested by internal and dail
(Memoranda, Letters, and | external clients external clients e
Special Orders, etc.)
o ) Prepared transmittal for sorted documents/
P e oo, repaig of ransmital for delvery to CENROrs [(CTESPondence to be delivered to Regional daily
Special Orders, etc.) |Regional Office and other agencies Office/CENROs and other agencies thru email/courrier
:m:::f;:?eNdEtg?hse ?)ivision orEOSﬁ(iczteher P v (Memfxo;"n';‘:":iaég and Certify documents/correspondence , Clearance |Certified documents/correspondence , Clearance dail
outside of the targets) Special Orde's eté.) sign and number PENRO Special Orders signed and numbered PENRO Special Orders any
v Learning Event LAMS PLA Cluster Training Attended LAMS PLA Cluster Training 3 days
C. OTHER FUNCTIONS AND DUTIES
(other activities not related to the
Divison but other designations,
functions and concurrent capacities)

s

Signature of the Employee
Date Accomplished

Verified by the Immediate Supervisor :

M L V. SUPLEO

NRO Accountant




MONTHLY ACCOMPLISHMENT REPORT JOURNAL

Name: Noeme P. Alcancia

Section: Administrative Section

Position: Land Management Officer I

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM FOR: October 2021

pe Details of the Activity
Other Type of Document/
regular Activity (Indicate date q
PBB targets and time the document X w Activity Taken (indicate the status of the Time
related | based on received) Subject/Activity/Event document/activity Consumed
WFP
s Receiving and Encoding (DATS) of all documents stx:i;?:os:iﬁs?g:fln -
v u ; !
(Memoranda, Letters, and gf%?e:Ee':cRO/ CENRO/Regional Office and other PENRO/CENRO/Regional Office and other concerned dely
Special Orders, etc.) ’ personnel/office.
A. TARGET- RELATED ACTIVITIES v Commumnication Certify the documents/correspondence, sign Certified the documents/correspondence, signed g
{MBmOrnd, LRtinee, i) d numbering PENRO special order  [cl d numbered PENRO special orde daity
Special Orders, etc.) |cléarance and numbering special order |clearance and number special order
& Communication Provide documents requested by internal and  [Provided documents requested by internal and dail
(Memoranda, Letters, and |external clients external clients oy
Special Orders, etc.)
o ) Prepared transmittal for sorted documents/
Communication Sortlng of Documen.ts/correspo'ndence and _ |correspondence to be delivered to Regional .
v (Memoranda, Letters, and |preparing of transmittal for delivery to CENRO's Office/CENROs and other agencies thru email/courrier daily
Special Orders, etc.) |Regional Office and other agencies 9
B. MISCELLANEOUS ACTIVITIES (other Communication ) y
etiities relatod tothe Division or Offce v ™ g Certify documents/correspondence , Clearance [Certified documents/correspondence , Clearance daily

outside of the targets)

Special Orders, etc.)

sign and number PENRO Special Orders

signed and numbered PENRO Special Orders

C. OTHER FUNCTIONS AND DUTIES
(other activities not related to the
Divison but other designations,
functions and concurrent capacities)

Signature of the Employee @

Date Accomplished

Verified by the Immediate Supervisor :

M L V. SUPLEO
NRO Accountant




MONTHLY ACCOMPLISHMENT REPORT JOURNAL

Name: Noeme P. Alcancia

Section: Administrative Section

Position: Land Management Officer I

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM FOR: November 2021

Type Nature Details of the Activity
Other Type of Document/
regular Field Work Activity (Indicate date (ind i
PBB targets | Office | . and time the document . w Activity Taken (indicate the status of the Time
related | based on | Work ('nd'C;;e L received) Stbjject/Fcthty/Event document/activity Consumed
WFP
Shrrararication Receiving and Encoding (DATS) of all documents g;sxzt_as?:oﬁrgﬁéco:::f)en o
v v 0 i ;
(Memoranda, Letters, and g%?;i’:?o/ CENRO/Regional Office and other PENRO/CENRO/Regional Office and other concerned ity
Special Orders, etc.) ' personnel/office.
A. TARGET- RELATED ACTIVITIES , 3 Communication | ~oi6, the documents/correspondence, sign Certified the documents/correspondence, signed .
{emodreh LAGRIs. ol o d numbering PENRO special order  |cl d numbered PENRO special ord dally
Special Orders, etc.) clearance and numbering special order |clearance and num special order
7 v Communication Provide documents requested by internal and  |Provided documents requested by internal and dail
(Memoranda, Letters, and | external clients external clients any
Special Orders, etc.)
o , Prepared transmittal for sorted documents/
EoEICHEN Sorting of Documents/correspondence and |\ ochindence to be delivered to Regional _
v v (Memoranda, Letters, and |preparing of transmittal for delivery to CENRO’s Office/CENROs and other agencies thru email/courrier daily
Special Orders, etc.)  |Regional Office and other agencies 9
- MISC ELIL:\eI:EtOItJhS ?) L Eosféoteher v v (Mem%:;ng:ng é';: o Certify documents/correspondence , Clearance  |Certified documents/correspondence , Clearance dail
zi-ttlrfig':?o::e tarc_,? et; W e Special Or'ders, etc’.) sign and number PENRO Special Orders signed and numbered PENRO Special Orders Y
C. OTHER FUNCTIONS AND DUTIES
(other activities not related to the
Divison but other designations,
functions and concurrent capacities)

Signature of the Employee ' ; g

Date Accomplished

Verified by the Immediate Supervisor :

MA . SUPLEO
PENRO Accountant




MONTHLY ACCOMPLISHMENT REPORT JOURNAL

Name: Noeme P. Alcancia

Section: Administrative Section

Position: Land Management Officer I

Division: Management Services Division

MONTHLY ACCOMPLISHMENT M

ONITORING FORM FOR: December 2021

Type Nature Details of the Activity
Other Type of Document/
regular . Activity (Indicate date
PBB targets | Office (;'zﬁaﬁo% and time the document Subject/Activity/Event Activity Taken (indicate the status of the Time
related | pased on | Work £ received) ) document/activity Consumed
WFP
S Receiving and Encoding (DATS) of all documents gzs:::;;g;:;?;zdeé?:rjln i
v v i :
(Memoranda, Letters, and gfc;rcne:Eer:cRO/ CENRLYReglond] Cineand Gther PENRO/CENRO/Regional Office and other concerned aally
Special Orders, etc.) ) personnel/office.
A. TARGET- RELATED ACTIVITIES / p (Mem?:?n'g:"f:nﬁg ang | Certify the documents/correspondence, sign  [Certified the documents/correspondence, signed -
special Orders, etc.) |clearance and numbering PENRO special order  [clearance and numbered PENRO special order any
/ v Communication Provide documents requested by internal and Provided documents requested by internal and dail
(Memoranda, Letters, and | external clients external clients -y
Special Orders, etc.)
P .
Communication Sorting of Documents/correspondence and TEpArRC ICasita for Sc.)rted documep ks/
. ) . ., |correspondence to be delivered to Regional )
v v (Memoranda, Letters, and | preparing of transmittal for delivery to CENRQO's Office/CENROs and other agencies thru email/courrier daily
Special Orders, etc.)  |Regional Office and other agencies
Bcth::sEE:ILtAe:Etgt’hse ?)l;vlisliol nI Io[regfr(.ccther Y v (Mem?;nng:n:_ft;f; - Certify documents/correspondence , Clearance |Certified documents/correspondence , Clearance dail
Zut'sid'eecf thae targets) Special Py eté‘) sign and number PENRO Special Orders signed and numbered PENRO Special Orders o
C. OTHER FUNCTIONS AND DUTIES
(other activities not related to the
Divison but other designations,
functions and concurrent capacities)

Signature of the Employee @

Date Accomplished

Verified by the Immediate Supervisor :

MA V. SUPLEO
PENRO Accountant




