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B. Individual Performance Commitment and Review Form

INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW FORM

I, VENICE ANGELA D. VIROS, ADMINISTRATIVE OFFICER I (RECORDS OFFICER) of the CENRO-Roxas, Or. Mindoro, commit to deliver and agree to be rated on the attainment of the
following targets in accordance with the indicated measures tor the period July to December 2021,
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|Reviewed / 'ALMAE. GIBE
In(l OIC-CERRO
Success Indicators . Rating
OUTPUT (Targets+Measures) Actual Accomplishments a1 ) 7 v Remarks
General Administration and Support
Implementation of Good Governance One (1) SALN prepared and submitted toAdmin based on Rated on 1st sem
Section 8 of RA 6713 on February 20, 2021
One (1) IPCR (commitment) based on approved OPCR
submitted to Admin Section for January to December 2021 Rated on 1at sem
100% of documents acted upon with partial/ minor revision rlngon: Ofmc::;ﬁm mll]pogawwithfoﬁasﬁzle
Actions on Documents/ Requests need 7 working days for simple documents and 15 days for | " nd"eed - 9 ook 3.000 | 3.000 | 3.000
complex documents upon receipt with 100% accuracy OTOCE B L5 SV TOp ESIeN: oMt
upon receipt with 100% accuracy
Land Survey, Disposition and Records Management
100% records (lot status) verified upon request of clients 100% records (lot status) verified upon request 5.000 | 2.000 | 3.500
with 30 minutes with 100% accuracy of clients with 15 minutes with 100% accuracy ’ ’ )
100% of residential Free Patent Application register, allocate, |100% of residential Free Patent Application
index and assign application number within 3 hours with register, allocate, index and assign application 5.000 | 5.000 | 5.000
100% accuracy number within 1 hour with 100% accuracy
100% carpeta for residential free patent applications 100% carpeta for residential free patent
transmitted to PENRO with 100% accuracy applications transmitted to PENRO with 100% 5.000 | 5.000 | 5.000
aCCUracy
Other Cross-Cutting Indicator
100% compliance of the four (4) updated Freedom of 100% compliance of the four (4) updated
Informaton (FOI) requirements to the updated Freedom of |Freedom of Informaton (FOI) requirements to
Information (FOI) requirements based on PCOO the updated Freedom of Information (FOI) 4.500| 2.800( 3.650 100% compliance
requirements by 3rd of December 2021 requirements based on PCOO requirements by
Decemher 31_2021
Total Overall Rating 0.000 | 22.500 |17.800] 20.150
Final Average Rating Final Rating by: 0.000 | 4.500 | 3.560 | 4.030
= VERY SATISFACTORY
ents 2 on Ccoreal Lk e e T 2 il
Discussed with Date Assessed by: Date
I certify that I discussed my assesment of the
v performance wigh the pmployee
FEB 18 E. GTBE FEB 2 1 2022
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istrative Officer 1 = -
(Records Officer) In—cha;Le, Admin. Unit
Employee




Name:

VENICE ANGELA D. VIROS Section: Administrative Unit
Position:  Administrative Officer I (Records Officer) Division:
MONTHLY ACCOMPLISHMENT MONITORING FORM for: July 2021
Type Nature Details of the Activity
Other )
regular Field Type of Document*/
e targets Office | Work Activity (indicate date Subiect/Activitv/Event Action Taken (indicate the status Time
Related bascgd s Work | (indicate | and time the document ) § of the document activity) Consumed
10O #) received)
WFP
7 cecitds caciiikiiog re.cords certification requested by f:emﬁcd records requcgted by ity
clients internal and external clients
Acted upon the
papers/documents/communicati
A. TARGET- - Act upon the ouisupon receipt with partial |
v communication ) o revision, seven (7) working daily
RELATED papers/documents/communications :
days for simple documents and
ACTIVITIES
fifteen (15) days for complex
documents
: provided
provide documents/correspondence
_— . documents/correspondence ;
v communication requested by internal and external : daily
. requested by internal and
clients :
external clients
v records records PSR Bl s daily
records
Individual Performance |Submit the IPCR with rating to tsul::;m;(: teﬁlvfge\:;: r;::]rng
v Commitment and Administrative Section for the period ﬂc: . ds faj ?to s 1 day
Review Form (IPCR) of January to June 2021 252?:“0 of January




Receiving and Encoding (DATS) of

Received and encoded (DATS)

v Communication all documents from PENRO and documents/correspondence daily
other offices referred to CENRO
B. MISCELLANEOUS
ACTIVITIES (other activities related to _ Prepared transmittal for sorted
X ) ) Sorting of documents/correspondence
the Division or Office outside of the o : . } documents/correspondence to :
; v Communication and preparing transmittal for delivery ; daily
targets) be delivered to PENRO and
to PENRO and other offices
other offices

C. OTHER FUNCTIONS AND

DUTIES (other activities not related to
the Division but of other designations,

functions and concurrent capacities)

Signature of the Employee: ?J*"”

Date Accomplished: July 30, 2021

Verified by the Immediate
Supervisor:

K yfm

ARABELLE JOQYW. TAMAA OSA

In-charge, Admig Unit




Name: VENICE ANGELA D. VIROS

Section: Administrative Unit

Position:  Administrative Officer I (Records Officer) Division:
MONTHLY ACCOMPLISHMENT MONITORING FORM for: August 2021
Type Nature Details of the Activity
Other _
regular Field Type of Document*/
PBB — Office| Work Activity (indicate date Siilitsotihotivitutivent Action Taken (indicate the status|  Time
Related bascgd Work | (indicate | and time the document ) ty of the document activity) Consumed
W F; - 10 #) received)
. ; . . . ified d ted b :
v records certification records certification requested by clients (.:em LRI y daily
internal and external clients
Acted upon the
A. TARGET- papers/documents/communicati
RELATED R ons upon receipt with partial
ACTIVITIES v communication po - revision, seven (7) working  |daily
papers/documents/communications ;
days for simple documents and
fifteen (15) days for complex
documents
provided
v . provide documents/correspondence documents/correspondence dailv
- requested by internal and external clients |requested by internal and y
external clients
v records records BIRARI) il daily
records
B. J s : : .
X MISCELLAN EQ[ 3 Receiving and Encoding (DATS) of all  [Received and encoded (DATS)
ACTIVITIES (other activities related to o .
L , v Communication documents from PENRO and other documents/correspondence daily
the Division or Office outside of the
sargets) offices referred to CENRO




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

Communication

Sorting of documents/correspondence
and preparing transmittal for delivery to
PENRO and other offices

Prepared transmittal for sorted
documents/correspondence to
be delivered to PENRO and
other offices

daily

C. OTHER FUNCTIONS AND

DUTIES (other activities not related to
the Division but of other designations,

functions and concurrent capacities)

Signature of the Employee: w

Date Accomplished: August 31 2021

Verified by the Immediate Supervisor:

Lo

ARABELLE JOY W TAMAYOSA

In-charge, Admin Unit




Name:

VENICE ANGELA D. VIROS

Section: Administrative Unit

Position: Administrative Officer I (Records Officer) Division:
MONTHLY ACCOMPLISHMENT MONITORING FORM for: September 2021
Type Nature Details of the Activity
Other )
regular Field Type of Document*/
PBB targets Office | Work Activity (indicate date Siihisct Ativitei Bt Action Taken (indicate the siatus Time
Related bascgd e Work | (indicate | and time the document ) ty of the document activity) Consumed
WEP 10 %) received)
v records certification records certification requested by clients _ccmﬁed TE requested ¥ daily
internal and external clients
Acted upon the
A. TARGET- papers/documents/communicati
RELATED Ca——— ons upon receipt with partial
ACTIVITIES v communication - upf) © - revision, seven (7) working daily
papers/documents/communications ;
days for simple documents and
fifteen (15) days for complex
documents
provided
P e provide dmmmtﬂcowespondmce . documents/cqrrespondence daily
requested by internal and external clients |requested by internal and
external clients
v records records IBARRGRd ANG DRmDlInSs daily
records
B. Ml J - : :
SCELLANF_O" 5 Receiving and Encoding (DATS) of all  [Received and encoded (DATS)
ACTIVITIES (other activities related to i .
= i v Communication documents from PENRO and other documents/correspondence daily
the Division or Office outside of the
srgets) offices referred to CENRO




B. MISCELLANEOUS

ACTIVITIES (other activities
related to the Division or Office

outside of the targets)

Communication

Sorting of documents/correspondence
and preparing transmittal for delivery to
PENRO and other offices

Prepared transmittal for sorted
documents/correspondence to
be delivered to PENRO and
other offices

daily

C. OTHER FUNCTIONS AND
DUTIES (other activities not related to
the Division but of other designations,

functions and concurrent capacities)

Signature of the Employee:

Date Accomplished:

i

September 30,2021

Verified by the Inmediate Supervisor:

ARABELLE JO} ¥, TAMAYOSA

In-charge, Admirf Unit




Name: VENICE ANGELA D. VIROS Section: Administrative Unit
Position:  Administrative Officer I (Records Officer) Division:
MONTHLY ACCOMPLISHMENT MONITORING FORM for: October 2021
Type Nature Details of the Activity
Other _
regular Field Type of Document*/
PBB targets Office | Work Activity (indicate date SubisctActivitwEvent Action Taken (indicate the status|  Time
Related basegd i Work | (indicate | and time the document ) i of the document activity) Consumed
WEP 10 #) received)
v records certification records certification requested by clients ?mtﬁed - reque§ted u daily
internal and external clients
Acted upon the
A. TARGET- papers/documents/communicati
RELATED e " ons upon receipt with partial
ACTIVITIES v communication W s - revision, seven (7) working daily
papers/documents/communications . 4
days for simple documents and
fifteen (15) days for complex
documents
provided
oy provide documents/correspondence documents/correspondence .
v communication . . ; daily
requested by internal and external clients |requested by internal and
external clients
v records records meagssl. il mmnimined daily
records
B. MISCELLANE " ; .
" , ,OUS Receiving and Encoding (DATS) of all  |Received and encoded (DATS)
ACTIVITIES (other activities related to S g
G . v Communication documents from PENRO and other documents/correspondence daily
the Division or Office outside of the
offices referred to CENRO

targets)




B. MISCELLANEOUS
ACTIVITIES (other activities
related to the Division or Office

Communication

Sorting of documents/correspondence
and preparing transmittal for delivery to
PENRO and other offices

Prepared transmittal for sorted
documents/correspondence to

be delivered to PENRO and
other offices

daily

outside of the targets)

C. OTHER FUNCTIONS AND

DUTIES (other activities not relaied to

the Division but of other designations,

functions and concurrent capacities)

Signature of the Employee: ” o

Date Accomplished: October 31, 2021

Verified by the Immediate Supervisor:

ARABELLE JOYY. TAMAK OSA

In-charge, Admifi Unit




Name: VENICE ANGELA D. VIROS Section: Administrative Unit
Position:  Administrative Officer | (Records Officer) Division:
MONTHLY ACCOMPLISHMENT MONITORING FORM for: November 2021
Type Nature Details of the Activity
Other )
regular Field Type of Document*/
PBB S Office | Work Activity (indicate date Subject/Activity/Event Action Taken (indicate the status|  Time
Related basegd : Work | (indicate | and time the document J of the document activity) Consumed
WF: 10 %) received)
- re@r& certification requested by cgmﬁed records requested by daily
clients clients
Acted upon the
papers/documents/communicati
‘ ons upon receipt with partial
A. TARGET- communication A;Iel:z/(:i';g\uinemsfcommunications revision, seven (7) working daily
RELATED pap days for simple documents and
ACTIVITIES fifteen (15) days for complex
documents
records records e peid suttnnd daily
records
Residential Free Patent |Receive, Venfy, Post and Index Seutyeet, Vgnﬁeq, Fosiod aod
N S il o Indexed Residential Free 1 day
Applications Residential Free Patent Applications o
Patent Applications
Prepared certification from
Certification from Prepare certification from records as to |records as to be attached to the
be attached to the residential free patent |agricultural free patent 1 day

Records

applications

application and residential free
patent applications




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

C. OTHER FUNCTIONS AND
DUTIES (other activities not related to
the Division but of other designations,

| functions and concurrent capacities)

Signature of the Employee: _1,94/-” Verified by the Immediate Supervisor: A\MQF
ARABELLE JQY W. TAMAVOSA

Date Accomplished: Novémber 30, 2021 In-charge, Admig Unit




Name: VENICE ANGELA D. VIROS Section: Administrative Unit
Position:  Administrative Officer 1 (Records Officer) Division:
MONTHLY ACCOMPLISHMENT MONITORING FORM for: December 2021
Type Nature Details of the Activity
Other :
regular Field Type of Document*/
PBB i Office | Work Activity (indicate date Subiect/Activitv/Event Action Taken (indicate the status |~ Time
Related bas:d Work | (indicate | and time the document ) v of the document activity) Consumed
W F:n 10 %) received)
s viiBieatiog rc_cords certification requested by cqmﬁed records requested by daily
clients clients
Acted upon the
papers/documents/communicati
. ons upon receipt with partial
A. TARGET- communication A;l u[;(:;:)::he i —r— revision, seven (7) working daily
RELATED pepes R days for simple documents and
ACTIVITIES fifteen (15) days for complex
documents
records records Flagd. il caxiataingd daily
records
Residential Free Patent |Receive, Venify, Post and Index S, Vq‘xﬁeq, St
S i i S Indexed Residential Free 1 day
Applications Residential Free Patent Applications =
Patent Applications
Prepared certification from
Cectifieation from Prepare certification from records as to |records as to be attached to the
be attached to the residential free patent |agricultural free patent | day

Records

applications

application and residential free
patent applications




B. MISCELLANEOUS
ACTIVITIES (other activities related to

the Division or Office outside of the
targets)

C. OTHER FUNCTIONS AND

DUTIES (other activities not related to

the Division but of other designations,

| functions and concurrent capacities)

Signature of the Employee: w Verified by the Immediate Supervisor: M'n%mﬂv’

ARABELLE JOY Y. TAMAYOSA
Date Accomplished: December 29, 2021 In-charge, Admid Unit




