B. Individual Performance Commitment and Review Form
‘ INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW FORM

I, Cedrick M. Masongsong , of DENR PENR lapan Ci riental Min , Division of Administrative Section to commit to deliver and agree to be rated o the attainment
of the following targets in accordance with the indicated measures for the period July to December 2021.

Raﬁ'
oy Date:  April 23, 202

Reviewed by: P Date Approved by: [\ Date

BUENA P. FLORIDA A 25, 2021 Ng\imvu_ CUASAY April 23, 2021

Immpédiate Supervisor In-charge, M’jt. Services Division

Success Indicators i l
Output {amets Firenmunces) Actual Accomplishments Quantity | Quality |Timeliness| Average Remarks

GENERAL ADMINISTRATION AND SUPPORT SERVICE

Implementation of Good Governance One (1) Statement of Assets, Liabilities and Networth Rated on 1st semester
conditions (SALN) prepared and submitted to In-charge,
Administrative Section on February 28, 2021

100% of SALN of CENRO Socorro personnel reviewed Rated on 1st semester
and submitted to In-charge, Management Services
Division

100% Notice of Salary Adjustment (NOSA) of all Rated on 1st semester
personnel prepared and submitted to In-charge,
Administrative Section on prescribed period

100% Notice of Step Increment (NOSI) prepared and|100% Notice of Step Increment (NOSI) prepared 5.00 3.00 4.000
submitted to In-charge, Administrative Section on|and submitted to In-charge, Administrative Section
prescribed period on prescribed period

One (1) IPCR (Commitment) based on approved SPMS Rated on 1st semester
guidelines prepared and submitted to In-charge,
Administrative Section on precsribed period

100% of IPCRs (Commitment) of CENRO Socorro Rated on 1st semester
personnel reviewed and submitted to In-charge,
Management Services Division on precsribed period

Actions on Documents/ Requests 100% of referred documents acted upon with{100% of referred documents acted upon with one 4.50 4.00 4.250
partial/minor revision need 7 working days for simple|(1) minor revision 5 working days upon receipt (for
documents and 15 days for complex documents upon|simple documents)

receipt

Total Overall Rating 0.000 9.500 7.000 8.250

Final Average Rating 0.000 4,750 3.500 4.125

Adjectival Rating VERY SATISFACTORY

Comments and Recommendations for Development Purposes
'

HW&Y wow[ﬁévg and %&J ﬂd é)sjob #5% MMW!% 61&»% oy

Discussed with: Assessed by: Date iy Final Rating: Date
I certify that I djsqussed my assessment of the
perform with the employee. )
Febeuory 2, 2002 February #2022 Il February 3, 2022
C CKM NGSONG NE N. CUASAY MA . MAYPA
Administrative Aide VI In-charge, N!qt. 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: July 2021

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

Type Nature Details of the Activity
:;:::r Type of Document/
PBB Office Field Work Activity (indicate date 5 - . —_r . Time
| Event Act
e targets Work | (indicate TO #) st et} Subject/ Activity/ Even ction Taken (indicate the status of the document/activity) o
hesad on received)
WFP
A. TARGET- RELATED
ACTMITIES / / NOSI Preparation and submission of Notice of Step Increment|Prepared and submitted 2 Notice of Step Increment of some 20 minut
of some personnel to the HRMO Il personnel to the HRMO Il for review and initial 28
Memo, Special Orders, Preparation of memorandum and special orders. Action Prepared/encodeq mer.norandumA and special ordgrs as| ~20to {30 mins
Requests, and 4 . instructed by the immediate supervisor and requests of internal|  per simple
= to different communications. h
Communications and external clients. document
To assist in the coordination with the lot owner for|Assisted in the coordination with the lot owner for possible
possible patentable residential lots under the KRA's of|patentable residential lots under the KRA's of CENRO-Roxas.
Travel Orde CENRO-Roxas. Assist in the coordination with the LGU of|Assisted in the coordination with the LGU of Bulalacao and Pola
N ra;om 256r7 Coordination Bulalacao and Pola regarding prior and current year's|regarding prior and current year's audit observations. 24
J Io. 2 23' 2021 audit observations. To coordinate with CENRO|Coordinated with CENRO Administrative Officer regarding the e
Rty 2eeeg, ) Administrative Officer regarding the submission of the|submission of the Individual Performance Commitment and
Individual Performance Commitment and Review (IPCR)|Review (IPCR) for January to June 2021.
for January to June 2021.
Finalize the Candidate Evaluation Sheet and prepare
Candidate Evaluation |other pertinent documents such as application letters,|Scanned and finalized all documents needed for the pre-
/ Sheets and other PDSs, Performance Rating, TOR, Diploma and other|screening of applications with ARD Vicente B. Tuddao, Jr., Vice- 3 days
pertinent documents |submitted documents for the pre-screening of|Chair, Human Resource Merit Selection and Promotion Board.
B. MISCELLANEOUS ACTIVITIES applications on July 13-14, 2021.
(other activities related to the Division
or Office outside of the targets) . - _ Acted as HRMPSB Secretariat on the pre-screening of
Meeting Pre-screening of all applications on July 13-14, 2021 applications by assisting the Board by all means. 2 days
Assisted in the conduct of meeting with the Provincial Human
Meeti Review of the results of the pre-screening of applications{Resource Merit Selection and Promotion Board (PHRMPSB) 34
ey held on July 13-14, 2021 and Secretariat regarding the results of the conducted pre- e
screening of applications.
; ’ ; " . . 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 i T




Wared to the minutes preparer.

Type Nature Details of the Activity
rgg::.l:r Type of Document/
PBB Office Field Work Activity (indicate date . s : o oz Time
related btarg:’ets Work (indicate TO #) i Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) Consumed
a;\IeFPon received)
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.
Invitation to BAC R .
members, TWG Preparation of invitation/ reminders to BAC Members, Propred. and | Tonwarded _the nviateneminders. 0. [BAS .
) A Members, TWG, Secretariat and end-user to attend the 15 mins
and Secretariat TWG, Secretariat and end-user to attend the S p S s
e scheduled Procurement Activities (3 Observers - if the mode of| per invitation
(to 3 observers for  |Procurement Activities : : L B
ingriyipen procurement is Competetive Public Bidding)
public bidding)
BAC Resolutions and . . Numbered all BAC Resolutions and Contracts and forwarded to| 5 mins per
/ Contracts Huniketing of BAG-Risolifions AT Commcs my Co-member, BAC Secretariat. document
/ Photodocumentation Prepgrauon and submission of photodocumentation of all|Prepared photodocumentation of the conducted meeting and 1 hour per
meetings conducted by the BAC photodocs

Signature of the Employee: C
Date Accomplished: Auqust 2, 2021

Verified by the Immediate Supervisor:




Name: CEDRICK M. MASONGSONG

Section: Administrative Section/ Personnel Unit

Position: Administrative Aide VI

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM for: August 2021

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

Type Nature Details of the Activity
rg::l:r Type of Document/
PBB Office Field Work Activity (indicate date . e ion T o . Time
th
relatad btarg;ts Work | (indicate TO #) and time the document Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) Coisnieg
dseson received)
WFP
A. TARGET- RELATED
ACTIVITIES / / NOSI Preparation and submission of Notice of Step Increment|Prepared and submitted 19 Notice of Step Increment of some 2h
of some personnel to the HRMO Il personnel to the HRMO |l for review and initial s
Memo, Special Orders, ’ ; . _|Prepared/encoded memorandum and special orders as| ~20 to 30 mins
/ Requests, and Preparabon of memorgndum andl specil orders: Action instructed by the immediate supervisor and requests of internal per simple
o to different communications. :
Communications and external clients. document
: Participated in the conduct of Webinar on R.A Government
Training/Seminar :\ﬂib’nlaéo% %:wge%vTr;nén :::1 ngé:;’{eesm i ﬁiﬁ"&“pﬁg Fioaimement. Hefonn fet and Be SOAG Reesd R A g4,
9 KRN Updates on Latest GPPB Issuances on August 11-13, 2021 via ys
s zoom as per RSO No. 366 series of 2021
Preparation and submission of Individual Performance|Submitted my accomplished IPCR for January to June 2021
/ / Individual IPCR and Commitment Review (Rated) for January to June|together with monthly journal to the HRMO Il on August for 1 day
2021 review and signature
IPCR of CENRO Review of Individual Performance and Commitment|Reviewed the Individual Performance and Commitment Review
B. MISCELLANEOUS ACTIVITIES / i Review (Rated) for January to June 2021 of CENRO|(Rated) for January to June 2021 of CENRO Socorro personnel 2 days
(other activities related to the Division Socorro personnel to In-charge, MSD for signature
or Office outside of the targets)
/ IPCR Scanning of the IPCR of all personnel for January to June|Scanned the IPCR of all personnel of the province and 34
2021 submitted to Regional Office on August 28, 2021 g
. . . . . . 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 1 hour




Type Nature Details of the Activity
Other
regular Type of Document/
PBB Office Field Work Activity (indicate date : .z - - : Time
relatedl bt:;g:t:n Work | (indicate TO #) il T ths: doctimant Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) Bonemd
WFP received)
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 e .
C. OTHER FUNCTIONS AND members, TWG Preparation of invitation/ reminders to BAC Members, PIagaed andforwenied .the mvEseniennde. 1 BAC ;
Members, TWG, Secretariat and end-user to attend the 15 mins

DUTIES (other activities not related to
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

J BAC Resolutions and Numbering of BAC Resolutions and Contracts Numbered all BAC Resoluhon§ and Contracts and forwarded to| 5 mins per
Contracts my Co-member, BAC Secretariat. document
A 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: CB

Date Accomplished:

September 1, 2021

Verified by the Immediate Supervisor:




Name: CEDRICK M. MASONGSONG

Section: Administrative Section/ Personnel Unit

Position: Administrative Aide VI

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM for: September 2021

Commission on Audit

COA

Type Nature Details of the Activity
Oth
reg ufarr Type of Document/
PBB Office Field Work Activity (indicate date : o : - e Time
silatad b:a;eg:t:n Work (indicate TO #) and time the document Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) Sonanad
ived,
WFP received)
A. TARGET- RELATED
ACTIVITIES / / NOSI Preparation and submission of Notice of Step Increment|Prepared and submitted 7 Notice of Step Increment of some o
of some personnel to the HRMO |l personnel to the HRMO | for review and initial ps
Memo, Special Orders, Preparation of memorandum and special orders. Action Prepared/encode§ memorandum' and special ordgrs as| ~20to :}0 mins
Requests, and 4 = instructed by the immediate supervisor and requests of internal|  per simple
e, to different communications. .
Communications and external clients. document
Travel Order . ’ o < ; ; i ; 2
—_ To coordinate with CENRO Administrative Officers|Coordinated with CENRO Administrative Officers regarding
No. 2021-3043 Coordination and ) . . s 2
2 regarding personnel matters and to bring official|personnel matters and transmitted official documents to 2 days
{Saptamber 13- Hactng documents CENRO Roxas
16, 2021) ’ '
Sectariat@upooi Preparation of all needed materials, venue and others for|Assisted the PHRMPSB Secretariat by preparing all needed
/ Servicesppo the scheduled Examination for the applicants in|materials, venue and others for the scheduled Examination for 1 day
September 6, 2021 the applicants in September 6, 2021
Assisted in the printing of questionaires 2 hours before the
/ Examination/ Job  |Provide assistance to the on-going Job Knowledge|schedule of each exam. Assisted the examiners during i da
Knowledge Test Test/Examination of the applicants. examination. Scanned the Answer Sheets of every examiner y
and sent to the Regional HRMPSB.
B. MISCELLANEOUS ACTIVITIES
(other activities related to the Division Three-day Cluster Training on Online Land Administration|Participated in the conduct ofThree-day Cluster Training on
or Office outside of the targets) / Training/ Seminar  |and Management System - Public Land Application|Online Land Administration and Management System - Public 3 days
(LAMS-PLA) Land Application (LAMS-PLA) on September 8-10, 2021
; 3 : ' . 5 mins/
s Preparation of Service Record requested by internal and|Prepared Service Record and submitted to the In-charge, MSD - .
J Sepos Renord external clients. or HRMO |l for signature. 20 m.m.s (with
revisions)
/ Certificate of Preparation of Certification of Employment requested by|Prepared Certificate of Employment and submitted to the In- 5 mi COE
Employment internal and external clients. charge, MSD or HRMO |l for signature. il
Preparation of transmittal of Contract of Service to the|Prepared transmittal of Contract of Service and submitted to )
Contracts 30 mins




Type Nature Details of the Activity
r(e);:.l!arr Type of Document/
PBB Office Field Work Activity (indicate date . . o2 . —_— - Time
t/ | Event Action Tak dicate the stat f the d t/
related targets Work | (indicate TO #) and time the document Subject/ Activity/ Even ction Taken (indicate the status of the document/activity) Consumed
based on ved
WFP received)
’ 5 ) 5 5 2 Regular monitoring of email for the tracking of any documents| _ . o
/ Email Any email receive for action and/or for information that need action o for information purposes only daily monitoring
B. MISCELLANEOUS ACTIVITIES
(other activities related to the Division
or Office outside of the targets)
L I Submitted DTR for the previous month with attached Travel
/ il Sutirsesion ariDely ms Record Order/s (If any) and approved application for leave (if any) 1 hour
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.
Invitation to BAC — ;
. - . Prepared and forwarded the invitation/reminders to BAC
C. OTHER FUNCT'QNS AND mergersr, tTWna(t; ?Wgarabgzcgalrr;;tah::g regg(:l:sr‘serto toBA(;nh::g\beirrz Members, TWG, Secretariat and end-user to attend the 15 mins
DUTIES (other activities not related to tan3 bzc o tor |Broct rement Aciiiss scheduled Procurement Activities (3 Observers - if the mode of| per invitation
the Division but other designations, (I S/ebeaIvers procurement is Competetive Public Bidding)
functions and concurrent capacities) public bidding)
BAC Resolutions and ) ) Numbered all BAC Resolutions and Contracts and forwarded to| 5 mins per
/ Contracts Numbsting st BAG Resolifionsiand Coltact my Co-member, BAC Secretariat. document
/ PhatadoaiiaAaEoT 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

Signature of the Employee: CEDRICK M.

Date Accomplished:October 1, 2021

Verified by the Immediate Supervisor:

Administrative Officer IV (HRMO Il)




Name: CEDRICK M. MASONGSONG

Section: Administrative Section/ Personnel Unit

Position: Administrative Aide VI

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM for: October 2021
Type Nature Details of the Activity
rg;t:r Type of Document/
PBB Office Field Work Activity (indicate date i - . —_— 5 i Time
| Event
relited targets Work | (indicate TO #) iy L r— Subject/ Activity/ Even Action Taken (indicate the status of the document/activity) Commianed
based on -
received)
WFP
A. TARGET- RELATED
ACTIVITIES / / NOSI Preparation and submission of Notice of Step Increment|Prepared and submitted 25 Notice of Step Increment of some 2h
of some personnel to the HRMO |I personnel to the HRMO Il for review and initial i
Memo, Special Orders, Preparation of memorandum and special orders. Action Prepared/encodeq mer.norandum. and special ordgrs as| ~20to ?0 mins
Requests, and : i instructed by the immediate supervisor and requests of internal|  per simple
e to different communications. :
Communications and external clients. document
Travel Order To coordinate with CENRO Administrative Officers|Coordinated with CENRO Administrative Officers regarding the
No. 2021-3201 Cootdinalion regarding the submission of partial list of personnel who|submission of partial list of personnel who wants to monetize 24
(October 7-8, wants to monetize leave credits and other|leave credits and other admin/personnel matters. And w
2021) admin/personnel matters. To bring official documents. transmitted official documents.
' . Rmes
Travel Order Toocoordmate with the LGU re: 30% prior ygars and the Coordinated with the LGU re: 30% prior years and the 50%
NB, gle1-3107 Coordination S0% current ysars AOM on NGP piject and o current years AOM on NGP project and with two CENROs 2d
(October 14-15, coordinate with two CENROs Admininstrative Officers re:| . dminingtraﬁve S dmli)nisltrative il e
2021) administrative matters. ‘ :
Prepared Notice of Interview and submitted to In-charge, MSD
/ e — Preparation of Notice of Interview for the applicants and|for initial. Informed the applicants and the members of the 1d
members of the PHRMPSB PHRMPSB about the scheduled Interview on October 4-5, ay
B. MISCELLANEOUS ACTIVITIES 2021.
(other activities related to the Division
or Office outside of the targets) Assisted the PHRMPSB in the conduct of interview of applicants
Interview of Applicants on October 4-5, 2021 for below SG-15 vacant positions in the
/ for below SG-15 vacant|Provide assistance to the on-going Interview of applicants. |province. Prepared attendance sheets for interviewers and 2 days
positions interviewees. Collected all the Interview Sheets submitted by the
interviewers.
Comprehensive
/ Evaluation Results of |Preparation of Comprehensive Evaluation Results of|Prepared CER and submitted to Head, PHRMPSB Secretariat 54
below SG-15 vacant |below SG-15 vacant positions for review and signature ays
positions
/ Draft of HRMPSB  |Drafting all resolutions relevant to below SG-15 vacant|Prepared all necessary resolutions for the vacant positions with 34
Resolutions positions below SG-15 ays




Type Nature Details of the Activity
rg;:zr Type of Document/
PBB Office Field Work Activity (indicate date Subi s ; i oo Time
ubject/ Activity/ Event Action Taken (indicate the status of the document/activ
related btargzts Work | (indicate TO#) | and time the document : ey ( ™) | Consumed
a;:FPon received)
/ Deliberati Assist in the conduct of deliberation of results for below|Assisted in the conduct of deliberation of results for below SG- 2 da
R SG-15 vacant positions 15 vacant positions and submitted the results to Regional Office ¥s
; . : . . 5 mins/
; Preparation of Service Record requested by internal and|Prepared Service Record and submitted to the In-charge, MSD : .
/ SeMpReeRN external clients. or HRMO |l for signature. 20 e (i
revisions)
/ Certificate of Preparation of Certification of Employment requested by|Prepared Certificate of Employment and submitted to the In- 5 inilets et COE
B. MISCELLANEOUS ACTIVITIES Employment internal and external clients. charge, MSD or HRMO |I for signature. B po
(other activities related to the Division
or Office outside of the targets) / e T— Preparation of transmittal of Contract of Service to the|Prepared transmittal of Contract of Service and submitted to 30 mins
Commission on Audit COA
; ; 3 : ; ; Regular monitoring of email for the tracking of any documents| | . o
/ Email Any email receive for action and/or for information that need action or for information purposes only daily monitoring
. T Submitted DTR for the previous month with attached Travel
/ DTR Submissionof Daity Time Record Order/s (If any) and approved application for leave (if any) 1 hoty
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 T ’
C. OTHER FUNCTIONS AND . — . Prepared and forwarded the invitation/reminders to BAC
DUTIES (other activities not related to / me;nge B ;rWCt; mgarahggc:);alg;tahg:; rez:r;(_ijgrto tgAitt':::inbitrz Members, TWG, Secretariat and end-user to attend the 15 mins
the Division but other designations, ey : o scheduled Procurement Activities (3 Observers - if the mode of| per invitation
. o (to 3 observers for  |Procurement Activities : A e
functions and concurrent capacities) e procurement is Competetive Public Bidding)
public bidding)
BAC Resolutions and " ) Numbered all BAC Resolutions and Contracts and forwarded to| 5 mins per
/ Contracts Numbering of BAC Resolitions aind Gontracts my Co-member, BAC Secretariat. document
/ Photod wbion Preparation and submission of photodocumentation of all|Prepared photodocumentation of the conducted meeting and 1 hour per
i L meetings conducted by the BAC Horwared to the minutes preparer. photodocs

Signature of the Employee: C CK M. GSONG

Date Accomplished:November 2, 2021

Verified by the Immediate Supervisor: BU

A P. FLORIDA

Adminisgfative Officer [V (HRMO II)




Name: CEDRICK M. MASONGSONG

Section: Administrative Section/ Personnel Unit

Position: Administrative Aide VI

Division: Management Services Division

MONTHLY ACCOMPLISHMENT MONITORING FORM for: November 2021

Type Nature Details of the Activity
Oth
regu‘l!arr Type of Document/
FEE targets Offica 4F'e4ld Woxk A°"‘f"y (ndiceta diale Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) Time
A. TARGET- RELATED related sEsailici Work | (indicate TO#) | and time the document Consumed
ACTIVITIES WEP rsce/ved)
Memo, Special Orders, Preparation of memorandum and special orders. Action _Prepared/encodeq mertnorandum. and special ordgrs as| ~20to 1_30 mins
Requests, and : o instructed by the immediate supervisor and requests of internal per simple
AR to different communications. .
Communications and external clients. document
Submitted the results of deliberation to Regional Office.
Travel Order Coordinated with the Regional HRMPSB Secretariat regarding
No. 2021-3321 Resulls ot Dolibsmation To submit results of deliberation for the vacant positions{some matters relevant to the filling up of vacan positions in 14
(November 3-6, in Oriental Mindoro Oriental Mindoro and some personnel matters such as Terminal ays
2021) Leave of retirees, etc. Assisted in the conduct of meeting with
RHRMPSB Vice Chair, Vicente B. Tuddao, Jr.
To collate Client Satisfactory Survey Form of internal ’ : : .
Travel Order Client Satisfactory |clients for encoding. To coordinate with CENRO Collatgd Chant Sgbsfactory Supey’ Fomm af 'T“.e"‘a'. chents for
< : : . encoding. Coordinated with CENRO Administrative Officer
No. 2021-3970 Survey Form/ Administrative Officer regarding the submission of Data 5 = A 5
T p b : ¢ regarding the submission of Data on Designation. Conducted a 3 days
(November 10- Coordination and on Designation. To conduct meeting with the CENRO ) ; f . B
2 o . ; .~ Imeeting with the CENRO Administrative Officer regarding
12, 2021) Meeting Administrative ~ Officer  regarding  personnel/admin ; . .
: " personnel/admin matters. And transmitted official documents.
matters.To transmit official documents.
Travel Order 1o eaheuct mge}lng Wil CENRO personne'l reggrdmg Conducted meeting with CENRO personnel regarding GSIS
GSIS and Pag-ibig updates. To conduct meeting with the i ; ;
No. 2021-4025 ; i G ; and Pag-ibig updates. Conducted meeting with the CENRO
Meeting CENRO  Administrative ~ Officer  regarding  other iln i : ; 3 days
B. MISCELLANEOUS ACTIVITIES (November 24- sornelichndy maliors. And o Geansit i) Administrative Officer regarding other personnel/admin matters.
(other activities related to the Division 26, 2021) ge ’ And transmitted official documents.
i ocuments.
or Office outside of the targets)
Prepared Notice of Interview and submitted to In-charge, MSD
/ YT —— Preparation of Notice of Interview for the applicants and|for initial. Informed the applicants and the members of the 14d
members of the PHRMPSB PHRMPSB about the scheduled Interview of applicants for SG- o
15 and above on November 2, 2021.
Assisted the PHRMPSB in the conduct of interview of applicants
Interview of Applicants on November 2, 2021 for SG-15 and above vacant positions in
/ for SG-15 and above |Provide assistance to the on-going Interview of applicants. |the province. Prepared attendance sheets for interviewers and 2 days
vacant positions interviewees. Collected all the Interview Sheets submitted by the
interviewers.
Comprehensive
/ Evaluation Results of |Preparation of Comprehensive Evaluation Results of SG-|Prepared CER and submitted to Head, PHRMPSB Secretariat 3d
SG-15 and above |15 and above vacant positions for review and signature e
vacant positions
/ Draft of HRMPSB  |Drafting all resolutions relevant to SG-15 and above|Prepared all necessary resolutions for the vacant positions with 34
Resolutions vacant positions SG-15 and above 2y




Type Nature Details of the Activity
Other
regular Type of Document/
PBB Office Field Work Activity (indicate date . - . indi s 2 Time
related bt:;g:t:n Work (indicate TO #) and fis e docurment Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) Corsumed
WFP received)
L . . Assisted in the conduct of deliberation of results for SG-15 and
/ Deliberation Assist in the conduct p.f deliberation of results for SG-15 above vacant positions and submitted the results to Regional 1 day
and above vacant positions
Office
Modified List of Prepared Modified List of Applicants of all vacant positions and
/ fed Listo Preparation of Modified List of Applicants submitted to PHRMPSB Head Secretariat for review and 2 days
Applicants :
signature
. : . ; ; 5 mins/
. Preparation of Service Record requested by internal and|Prepared Service Record and submitted to the In-charge, MSD ¢ :
/ Senvice Rucor external clients. or HRMO | for signature. 20 s (with
revisions)
B. MISCELLANEOUS ACTIVITIES
(other activities related to the Division / Certificate of Preparation of Certification of Employment requested by|Prepared Certificate of Employment and submitted to the In- 5 mi COE
or Office outside of the targets) Employment internal and external clients. charge, MSD or HRMO I for signature. aled i
Preparation of transmittal of Contract of Service to the|Prepared transmittal of Contract of Service and submitted to "
Contracts s : 30 mins
Commission on Audit COA
) ’ 1 . . . Regular monitoring of email for the tracking of any documents| . o
/ Email Any email receive for action and/or for information that need action or for information purposes only daily monitoring
L g Submitted DTR for the previous month with attached Travel
J b Submission of Dally Time Record Order/s (If any) and approved application for leave (if any) ¥hour
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 ) . ‘ Prepared and forwarded the invitation/reminders to BAC
DUTIES (other activities not related to / meéngers. ;I'W(ts ;r;garahgn :)efta'g:;tabg:ij rem:;ds;rto t?A(;nh::g\be"r:a, Members, TWG, Secretariat and end-user to attend the 15 mins
the Division but other designations, ta’; bzc’e a"af Lk e"t st end- scheduled Procurement Activities (3 Observers - if the mode of| per invitation
functions and concurrent capacities) L ssibialbicd Tosiremen procurement is Competetive Public Bidding)
public bidding)
BAC Resolutions and ) . Numbered all BAC Resolutions and Contracts and forwarded to| 5 mins per
/ Contracts Numberingof BAC; Reschufians: anid Caniracts my Co-member, BAC Secretariat. document
/ Pholodocumaitation Preparation and submission of photodocumentation of all|Prepared photodocumentation of the conducted meeting and| 1 hour per
meetings conducted by the BAC _—riarwared to the minutes preparer. photodocs

Signature of the Employee: CEDRICK M. M ﬁf GSONG

(/

Date Accomplished:December 1, 2021

Verified by the Immediate Supervisor:

Administfative 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: December 2021

Type Nature Details of the Activity
Oth
reg u.l!arr Type of Document/
PBB targets S .F'G:Id Work AEthiity jizaicsts date Subject/ Activity/ Event Action Taken (indicate the status of the document/activity) Tine
A. TARGET- RELATED related lsed p Work (indicate TO #) and time the document Consumed
ACTIVITIES WEP received)
Memo, Special Orders, Preparation of memorandum and special orders. Action Prepared/encodeq mer'norandum. and special ordgrs as| ~20to ;&0 mins
Requests, and 4 i instructed by the immediate supervisor and requests of internal|  per simple
o to different communications. :
Communications and external clients. document
To assist in the conduct of Oath-taking Ceremonies and|, __. : : <
Travel Order 0 Dy RS . IR | B Oﬂentt(:(:ior:n o:hf‘:evfllon%doi:tfedogtr:;tagzgwogzremQQZie?n;
Oath-taking of PENRO Oriental Mindoro on December 13-14, 2021 in . 7y ep I
No. 2021-4125 . ; ) . : PENRO Oriental Mindoro on December 13-14, 2021 in Manila
Ceremonies and Manila as per Regional Special Order No. 454 series of . g : : 7 days
(December 12- A . g i . . as per Regional Special Order No. 454 series of 2021. Assisted
Orientation 2021. To assist in the screening of requirements : : : :
18, 2021) . ; the Regional HRMPSB in the screening of requirements
submitted by the newly appointed and promoted : ;
submitted by the newly appointed and promoted personnel.
personnel.
Year-End Assessment |Attendance to the conduct of Year-End Assessment Attended to the conduct of Year-End Assessment 1 day
Requirements for . ) Collected all requirements of the appointees and promoted
/ appointments Collect all necessary requirements of the appointees employees to be submitted to Regional Office 3 days
B. MISCELLANEOUS ACTIVITIES
(other activities related to the Division & et
or Office outside of the targets) . Preparation of Service Record requested by internal and|Prepared Service Record and submitted to the In-charge, MSD il
/ SHivice: heom external clients. or HRMO |l for signature. “ b G
revisions)
/ Certificate of Preparation of Certification of Employment requested by|Prepared Certificate of Employment and submitted to the In- 5 mi COE
Employment internal and external clients. charge, MSD or HRMO |l for signature. s o
/ - Preparation of transmittal of Contract of Service to the|Prepared transmittal of Contract of Service and submitted to 30 mi
Commission on Audit COA ks
. . : . ; ; 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 1 Boin

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




Type Nature Details of the Activity
Oth
regu?ar r Type of Document/
PBB Office Field Work Activity (indicate date . o : - g Time
! Action Tak dicate the status of the d t/activit
ralited btarg:ts Work (indicate TO #) S lis aidleummiant Subject/ Activity/ Event ction Taken (indicate the status of the document/activity) Eonsiuried
a;leron 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 Invitation to BAC ) - ) Prepared and forwarded the invitation/reminders to BAC
DUTIES (other activities not related to o S G A O o e 10 A e er™ |Members, TWG, Secretariat and end-user to attend the| 15 mins
the Division but other designations, tar; bcsecre anaf P ; ectr Activiti scheduled Procurement Activities (3 Observers - if the mode of| per invitation
functions and concurrent capacities) VG CRRERR o | FicdpaITietl " procurement is Competetive Public Bidding)
public bidding)
BAC Resolutions and , . Numbered all BAC Resolutions and Contracts and forwarded to| 5 mins per
/ Contracts Numbeingier RAR Rescitionsdand Gomtrack my Co-member, BAC Secretariat. document
/ Photod tition Preparation and submission of photodocumentation of all|Prepared photodocumentation of the conducted meeting and| 1 hour per
el meetings conducted by the BAC forwared to the minutes preparer. photodocs

Signature of the Employee:

Date Accomplished:December 29, 2021

Verified by the Immediate Supervisor:




