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TO BE FILLED IN DURING PLANNING TO BE FILLED DURING EVALUATION
MFOs KRAs OBJECTIVES TIMELINE | Weight RATING SCORE
e PERFORMANCE INDICATORS ACTUAL RESULTS
QUALITY EFFICIENCY TIMELINESS E T Ave
KRA | : FINANCIAL |Posted and recorded the Year- 10% 100% Posted, recorded | |All disbursement are All schools disbursement |5 - 100% Posted, recorded
RECORDS & schools disbursement of the Round and filed the schools posted, recorded and of the MOOE downloaded |and filed the schools
REPORTS (30%) |MOOE downloaded per disbursement of the signed with efficiency and are posted and recorded 5 |disbursement of the MOOE
account to the Subsidiary 5|MOOE downloaded per |5|are error free. 5|days before deadline. downloaded per account to E 4 4.67 0.47
Ledgers. account to the the Subsidiary Ledgers.
Subsidiary Ledgers.
100% Posted, recorded Majority of the All schools disbursement |5 - All disbursement are
and signed the schools disbursement are posted, of the MOOE downloaded |posted, recorded and signed
4 disbursement of the recorded and signed with 4|are posted and recorded 4 |with efficiency and are error
MOOE downloaded per sfficiency. days before deadline. free.
account to the
| |Subsidiary Ledaers
100% Posted, recorded Some disbursement are All schools disbursement | 4 - All schools disbursement

L]

and checked the schools
disbursement of the
MOOE downloaded per
account to the
Subsidiary Ledgers.

posted, recorded and
signed with efficiency.

w

of the MOOE downloaded
are posted and recorded 3
days before deadline.

oy

L]

s

70-79 % Posted and
recorded the schools
disbursement of the
MOOE downloaded per
account fo the

Few disbursement are
posted and recorded with
efficiency.

[

All schools disbursement
of the MOOE downlcaded
are posted and recaorded 2
days before deadline.

X

of the MOOE downloaded
are posted and recorded 4
days before deadline.

|| Subsidiary Ledgers
69% and below posted

and recorded the
schools disbursement of
the MOOE downloaded
per account to the
Subsidiary Ledgers.

Mo disbursement are
|posted and recorded.

-

All schools disbursement
of the MOOE downloaded
are posted and recorded 1
day before deadline.

-
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MFOs OBJECTIVES TIMELINE | Weight SCORE
per PERFOIEENCE INDICATORS _ ACTUAL RESULTS
QUALITY EFFICIENCY TIMELINESS T Ave
Received and filed the Year- 10% 100% Received and filed| |Very efficently received and | [All schools monthly MOOE|5 - 100% Received and filed
schools monthly MOOE Round the schools monthly filed all the schools monthly | |Liquidations, Monthly Cash|the schools monthly MOOE
|Liquidations, Monthly Cash MOOE Liquidations, MOOE Liquidations, Program, other Special Liquidations, Montly Cash
Program, other Special Menthly Cash Program, Monthly Cash Program, Funds Liguidation, Fidelity |Program, other Special
Funds Liquidation, Fidelity 5 |other Special Funds other Special Funds Bond Premiums of school |Funds Liquidation, Fidelity 5 500 050
Bond Premiums of school Liquidation, Fidelity Liguidation, Fidelity Bond bonded officials and Bond Premiums of school
|bonded officials and School Bond Premiums of Premiums of school bonded| |School AIP are filed upon |bonded officials and School
AlP. school bonded officials officials and School AIP. receipt of the documents. |AIP.
and School AIP.
100% Received and Received and signed All schools monthly MOOE|S - Very efficently received
signed the schools maijority of the schools Liquidations, Monthly Cash|and filed all the schools
monthly MOOE monthly MOOE Program, other Special monthly MOOE Liquidations,
Liguidations, Monthly Liquidations, Monthly Cash | |[Funds Liquidation, Fidelity |Montly Cash Program, other
4|Cash Program, other |4 1Program, other Special 4|Bond Premiums of school |Special Funds Liquidation,
Special Funds Funds Liquidation, Fidelity bonded officials and Fidelity Bond Premiums of
Liquidation, Fidelity Bond Premiums of school School AIP are filed 1 day |school bonded officials and
Bond Premiums of bonded officials and School | |after receipt of the School AIP,
school bonded officials AlP. |documents.
and Schonl AP
100% Received and Received and checked All schools monthly MOQE]|S - All schools monthly
checked the Schools some of the schools Liquidations, Montly Cash [MOOE Liquidations, Monthly
Manthly MOOE monthly MOOE Program, other Special Cash Program, other Special
Liquidations, Monthly Liquidations, Montly Cash Funds Liquidation, Fidelity |Funds Liquidation, Fidelity
4|Cash Program, other g|Program, other Special 3|Bond Premiums of school |Bond Premiums of school
Special Funds Funds Liquidation, Fidelity bonded officials and bonded officials and School
Liquidation, Fidelity Bond Premiums of school School AIP are filed 2 days|AIP are filed upon receipt of
Bond Premiums of bonded officials and School | |after receipt of the the documents.
school bonded officials AIP. documents.
e Sl LAID
70-79% Received and Received and filed few of All schools monthly MOOE
filed the schools monthly| |the schools monthly MOOE | |Liquidations, Monthly Cash
MOCOE Liquidations, Liquidations, Monthly Cash Program, other Special
Monthly Cash Program, !ngmm. other Special Funds Liguidation, Fidelity
other Special Funds Funds Liquidation, Fidelity Bond Premiums of school
Liquidation, Fidelity Bond Premiums of school bonded officials and
Bond Premiums of bonded officials and School | _|School AIP are filed 3 days
2|school bonded officials |2[AIP. after receipt of the
and School AIP, documents.
89% and below received | |Received and filed the All schoals manthly MOOE

-

and filed the schools
monthly MOOE
Liguidations, Meonthly
Cash Program, other
Special Funds
Liquidation, Fidelity
Bond Premiums of
school bonded officials

-

schools monthly MOCE
Liquidations, Monthly Cash
Program, other Special
Funds Liquidation, Fidelity
Bond Premiums of school
bonded officlals and School
AIP inefficlently.

|Liquidations, Monthly Cash

Program, other Special
Funds Liquidation, Fidelity
Bond Premiums of school
bonded officlals and
School AIP are filed 4 days
& beyond after receipt of
the documents.

and Schaal AIP

L1 CamScanner


https://v3.camscanner.com/user/download

MFOs KRAs OBJECTIVES TIMELINE | Weight RATING SCORE
ot PERFORMANCE INDICATORS ACTUAL RESULTS
QUALITY EFFICIENCY TIMELINESS E T Ave
Reviewed and checked all Year- 10% 100% Reviewed, Very accurately reviewed, Reviewed and checked all |5 - 100% Reviewed, checked
check issuances, and Round checked and recorded checked and recorded all check issuances, and and recorded all check
prepared the monthly g |all check issuances, and | |check issuances, and 5|Prepared the manthly issuances, and prepared and 5 4 487 0.47
Staternent of Bank prepared and filed the prepared and filed the Statement of Bank filed the monthly Statement ) i
Reconciliation. monthly Statement of monthly Statement of Bank | |Reconciliation 3 days of Bank Reconciliation.
- iliation Reconciliation i
100% Reviewed, Accurately reviewed, Reviewed and checked all |5 - Very accurately reviewed,
checked and recorded checked and recorded all check issuances, and checked and recorded all
all check issuances, and | |check issuances, and prepared the monthly check issuances, and
4 |prepared and signed the |4 |prepared and signed the 4|Statement of Bank prepared and filed the
monthly Statement of monthly Statement of Bank | |Reconciliation 1 day before|monthly Statement of Bank
Bank Recaonciliation. Reconciliation. the deadline, Reconciliation.
100% Reviewed, Less accurately reviewed, Reviewed and checked all |4 - Reviewed and checked
checked and recorded checked and recorded all check issuances, and all check issuances, and
all check Issuances, and |., |check issuances, and 3 prepared the monthly prepared the monthly
prepared the monthly prepared and signed the Statement of Bank Statement of Bank
Statement of Bank monthly Statement of Bank | |Reconciliation on the day |Reconciliation 1 day before
|_|Reconciliation. Reconciliation. of the deadline. the deadline.
70-79% Reviewed and Inaccurately reviewed and Reviewed and checked all
checked all check checked all check check issuances, and
2 issuances, and prepared 2 issuances, and prepared 2 prepared the monthly
the monthly Statement the monthly Statement of Statement of Bank
of Bank Reconciliation. Bank Reconciliation. Reconciliation 1 day after
the deadline.
69% and below reviewed| |[Did not review and check all| |Reviewed and checked all
and checked all check check issuances, and did check issuances, and
issuances, and prepared | , [not prepare the monthly 1 prepared the monthly
the monthly Statement Statement of Bank Statement of Bank
of Bank Reconciliation. Reconciliation. Reconciliation 3 days after
the deadline.
KRA Il : Rewviewed and checked all Year- 15% 100% Reviewed, Very accurately reviewed, Reviewed, checked and 5 - 100% Reviewed, checked
|ACCOUNTS supporting documents of Round checked and filed all checked and filed all filed all supporting and filed all supporting
TRACKING (30%) |MOOE Liquidation, Special supporting documents of| [supperting documents of documents of MOOE documents of MOOE
Funds and other claims. 5|MOCE Liguidation, 5|MOOE Liquidation, Special |5|Liquidation, Special Funds |Liquidation, Special Funds 4 5 4.67 0.70
Special Funds and other | |Funds and other claims. and other claims upon and other claims.
claims. receipt of the documents.
100% Reviewed, Accurately reviewed, Reviewed, checked and |4 - Accurately reviewed,
checked and signed all checked and signed all signed all supporting checked and signed all
supporting documents of| |supporting documents of documents of MOOE supporting documents of
4 |MOOE Liquidation, 4|MOOE Liquidation, Special |4 |Liquidation, Special Funds |MOOE Liquidation, Special
Special Funds and other | |Funds and other claims. and other claims 1 day Funds and other claims.
claims. after receipt of the
documents
100% Reviewed, Less accurately reviewed, Reviewed, checked and 5 - Reviewed, checked and
checked and signed all checked and signed all signed all supporting filed all supporting
supporting documents of| |supporting documents of documents of MOOE documents of MOCE
3|MOOE Liquidation, 3|MOOE Liguldation, Speclal |3|Liquidation, Special Funds |Liquidation, Special Funds
Special Funds and other | |Funds and other claims. and other claims 2 days  |and other claims upon
claims. after recelpt of the receipt of the documents.
documents.
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MFOs KRAs OBJECTIVES TIMELINE | Weight RATING SCORE
per _ PERFORMANCE INDICATORS ACTUAL RESULTS
QUALITY EFFICIENCY TIMELINESS E T Ave
70-79% Reviewed and Inaccurately reviewed and Reviewed and checked all
checked all supporting checked all supporting supporting documents of
o |documents of MOOE documents of MOOE MOOE Liquidation, Special
Liquidation, Special Liquidation, Special Funds Funds and other claims 3
Funds and other claims. | |and other claims. days after receipt of the
documents
69% and below reviewed| |Did not review and check all| |Reviewed and checked all
and checked all supporting documents of supporting documents of
supporting documents of| |MOOE Liquidation, Special | |MOOE Liguidation, Special
1 MOOE Liquidation, 1|Funds and other claims. 1|Funds and other claims 3
Special Funds and other days after receipt of the
claims. documents 4 days and
beyond after receipt of the
doct
|Reviewed and checked the Year- 10% 100% Reviewed, Very accurately reviewed, |Reviewed, checked and 5 - 100% Reviewed, checked
monthly expenses reflected Round checked and recorded |checked and recerded the recorded the monthly and recorded the monthly
in the school Cash Book for the monthly expenses manthly expenses reflected | |expenses reflected inthe |expenses reflected in the
|MOOE and other special reflected in the school in the school Cash Book for | [school Cash Book for school Cash Book for MOOE
funds downloaded. 5|Cash Book for MOOE  |5|MOOE and other special 5|MOOE and other special |and other special funds 5 5 500 0.50
and other special funds funds downloaded. funds downloaded upon  |downloaded.
downloaded. receipt of the documents.

100% Reviewed,

Accurately reviewed,

|Reviewed, checked and

5 - Very accurately reviewed,

receipt of the documents.

checked and signed the checked and signed the signed the monthly checked and recorded the
monthly expenses monthly expenses reflected | |expenses reflected inthe |monthly expenses reflected
g4|refiected in the schoal | , fin the school Cash Book for | ,|school Cash Book for in the school Cash Book for
Cash Book for MOOE MOOE and other special MOOE and other special |MOOE and cther special
and other special funds funds downloaded. funds downloaded 1day |funds downloaded.
downloaded. after recelpt of the
documents, |
100% Reviewed and Less accurately reviewed Reviewed and checked the |5 - Reviewed, checked and
checked the monthly and checked the monthly monthly expenses recorded the monthly
axpenses reflected in the| |expenses reflected in the reflected in the school expenses reflected in the
3|school Cash Book for |3 |school Cash Book for 3|Cash Book for MOOE and |school Cash Book for MOOE
MOOQE and other special| |MOOE and other spacial other special funds and other special funds
funds downloaded. funds downloaded. downloaded 2 days after |downloaded upon receipt of
receipt of the documents. |the documents.
70-79% Reviewed and Inaccurately reviewed and Reviewed and checked the
checked the monthly checked the monthly monthly expenses
expenses reflected in the| |expenses reflected in the reflected in the school
2 school Cash Book for school Cash Book for Cash Book for MOOE and
MOOE and other special |~ |MOOE and other special other special funds
funds downloaded. funds downloaded. downloaded 3 days after

69% and below reviewed| [Did not review and check Reviewed and checked the
and checked the the monthly expenses monthly expenses
monthly expenses reflected in the school Cash | [reflected in the school

1 reflected in the school Book for MOOE and other 1 Cash Book for MOGE and
Cash Book for MOCE speclal funds downloaded, other special funds
and other special funds downloaded 4 days &
downloaded. beyond after receipt of the

documents
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MFOs KRAs OBJECTIVES TIMELINE | Welght RATING SCORE
Sa PERFORMANCE INDICATORS ACTUAL RESULTS
QUALITY EFFICIENCY TIMELINESS E T Ave
Monitered and reconciled the| ‘Year- 5% 100% Monitored, Monitored, reconciled and Monitored and reconciled |5 - Monitored, reconciled
expenses incurred by each Round reconciled and recorded | |recorded the expenses the expenses incurred by |and recorded the expenses
school vis-a-vis their the expenses incurred by| _ |incurred by each school vis-| _ |each school vis-a-vis their |incurred by each school vis- 4 433 0.2
respective school AIP. each school vis-a-vis a-vis their respective school |~ |respective school AIP a-vis their respective school ' '
their respective school AIP very effectively. immediately upon receipt |AIP.
AlP. of documents.
100% Menitored and Manitored and reconciled Monitored and reconciled |4 - Monitored and reconciled
reconciled the expenses | |the expenses incurred by the expenses incurred by |the expenses incurred by
incurred by each school each school vis-a-vis their each school vis-a-vis their |each school vis-a-vis their
vis-a-vis their respective | ' |respective school AIP respective school AIP 1 respective school AIP
school AIP. effectively. day after receipt of the effectively.
documents.
100% Monitored the Meonitored and reconciled Monitored and reconciled |4 - Monitored and reconciled
expenses incurred by the expenses incurred by [{the expenses incurred by |the expenses incurred by
each school vis-a-vis each school vis-a-vis their each school vis-a-vis their [each school vis-a-vis their
their respective school 3 respective school AIP with respective school AIP 2 respective school AIP 1 day
AlP, less efficiency. days after receipt of the after receipt of the
documents. documents.
70-79% Manitored and Moanitored and reconciled Monitored and reconciled
reconciled the expenses | |the expenses incurred by the expenses incurred by
2 incurred by each schoal 2 each school vis-a-vis their each school vis-a-vis their
vis-a-vis their respective | |respective school AIP respective school AIP 3
school AIP. inefficiently. days after receipt of the
69% and below Monitored and reconciled Monitored and reconciled
monitored and the expenses incurred by the expenses incurred by
reconciled the expenses each school vis-a-vis their each school vis-a-vis their
1|incurred by each school | 1|respective school AIP with |1|respective school AIP 4
vis-a-vis their respective | |no efficlency. days & beyond after
school AIP. receipt of the documents.
KRA Iz Recommended schools AIP Year- 10% 100% Recommended Recommended schools AIP | |Recommended schools 4 - Recommended Schools
FINANCIAL for enhancement and Round schools AIP for for enhancement & AIP for enhancement & AIP for enhancement &
TRANSACTIONS |realignment based on their enhancement & realignment based on their realignment based on their |realignment based on their
RECORDING Subsidiary Ledgers. 5|realignment based on |5 |Subsidiary Ledgers very S5|subsidiary Ledgers ona  |Subsidiary Ledgers 4 4 4.00 0.40
PROCEDURES their Subsidiary Ledgers.| |effectively. monthly basis.
(20%)
90-89% Recommended Recoammend schools AIP Recommended schools 4 - Recommend Schoals AP
Schools AIP for for enhancement & AIP for enhancement & for enhancement &
enhancement & realignment based on their realignment based on their |realignment based on their
4 realignment based on 4 Subsidiary Ledgers 4 Subsidiary Ledgers ona  |Subsidiary Ledgers
their Subsidiary Ledgers.| |effectively. quarterly basis. effactively
.80-89% Recommended| |Recommend schools AIP Recommended schools |4 - Recommended schools
Schools AIP for for enhancement & AIP for enhancement & AIP for enhancement &
enhancement & realignment based on their realignment based on their |realignment based on their
3|realignment based on |3 |Subsidiary Ledgers with 3|subsidiary Ledgers semi- |Subsidiary Ledgers on a
thelr Subsidiary Ledgers.| |less efficiency. annually. quarterly basis.
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MFOs KRAs OBJECTIVES TIMELINE | Weight RATING SCORE
per PERFORMANCE INDICATORS ACTUAL RESULTS
QUALITY EFFICIENCY TIMELINESS E T Ave
70-79% Recommended Recommend schools AIP Recommended schools
Schools AIP for for enhancement & AIP for enhancement &
2 enhancement & realignment based on their |_|realignment based on their
realignment based on Subsidiary Ledgers with Subsidiary Ledgers
their Subsidiary Ledgers.| |inefficiently. annually.
B69% and below Recommend schools AIP Not compliant at all.
recommended schools for enhancement &
1 AIP for enhancement & 1 realignment based on their |4
realignment based on Subsidiary Ledgers with no
their Subsidiary Ledgers.| [efficiency.
Reviewed schools Cash Year- 10% 100% Reviewed and Reviewed and filed schools Reviewed and filed schools|5 - 100% Reviewed and filed
Program thru their monthy Round filed schools Cash Cash Program thru their Cash Program thru their  |schools Cash Program thru
MOOE Budget allocation. 5|Pragram thru their 5|monthy MOOE Budget 5|monthy MOOE Budget  [their monthy MOOE Budget 5 5 5.00 0.50
monthy MOOE Budget allocation very effectively. allocation upon receipt of |allocation.
ion 1
100% Reviewed and Reviewed and signed Reviewed and signed 5 - Reviewed and filed
signed schools Cash Lschuols Cash Program thru | |schools Cash Program schools Cash Program thru
4|Program thru their 4|their monthy MOOE Budget | , |thru their monthy MOOE  [their monthy MOOE Budget
monthy MOOE Budget allocation effectively. Budget allocation 1 day  |allocation very effectively.
allocation. after receipt of the
dociments
100% Reviewed schools | |Reviewed schools Cash Reviewed schools Cash 5 - Reviewed and filed
Cash Program thru their | |Program thru their monthy Program thru their monthy |schools Cash Program thru
3|monthy MOOE Budget |3|MOOE Budget allocation |3|MOOE Budget allocation 2 ﬁtheir monthy MOOE Budget
allocation. with less efficiency. days after receipt of the  |allocation upon receipt of the
documents
70-79% 100% Reviewed | |Reviewed schools Cash Reviewed schools Cash
schools Cash Program Program thru their monthy Program thru their monthy
2|thru their monthy MOOE |2|MOOE Budget allocation  |2|MOOE Budget allocation 3
Budget allocation. with inefficiently. days after receipt of the
£9% and below reviewed| |Reviewed schools Cash Reviewed schools Cash
schools Cash Program Program thru their monthy Program thru their monthy
1|thru their monthy MOOE | 1| MOOE Budget allocation 1|MOOE Budget allocation 4
Budget allocation. with no efficiency. days & beyond after
receiot of the documents
KRA IV: OTHER Provided administrative Year- 5% 100% Performed tasks Very efficently performed Performed tasks assigned |5 - 100% Performed tasks
RELATED support to District Round assigned by District tasks assigned by District by District Supervisor and |assigned by District
FUNCTIONS & Supervisor and School Supervisor and School Supervisor and School School Heads beforathe |Supervisor and School 4 4 4.33 0.22
SERVICES (20%) |Heads. |Heads. Heads. said deadline Heads
90 - 99% Performed Efficently performed tasks Performed tasks assigned |4 - Efficently performed
tasks assigned by assigned by District by District Supervisor and |tasks assigned by District
4|District Supervisor and |4|Supervisor and School 4|School Heads on the said |Supervisor and School
School Heads. Heads. deadline. Heads.
B0 - B9% Performed Less efficently performed Performed tasks assigned |4 - Performed tasks
tasks assigned by tasks assigned by District by District Supervisor and |assigned by District
3|District Supervisor and |3|Supervisor and School 3|8chool Heads after the Bupervisor and School
School Heads. Heads. said deadline. Heads on the said deadline.
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MFOs OBJECTIVES TIMELINE | Weight RATING SCORE
per _ PERFORI\ENCE INDICATORS ACTUAL RESULTS
QUALITY EFFICIENCY TIMELINESS 71 Ave
70 - 79 % Performed Inefficently performed Performed tasks assigned
|tasks assigned by tasks assigned by District by District Supervisor and
2 District Supervisor and 2 Supervisor and School 2 School Heads two weeks
School Heads. Heads. beyond the sald deadiine.
,69% Performed tasks Not compliant at all. Not compliant at all
4 |assigned by District 1 1
Supervisor and School
Complied to Administrative |Year- 5%| |[100% of the Conformed to all Compliance to every 4 - 100% of the
Matters Round administrative issuances| |administrative issuances & Administrative administrative issuances
5|complied + MOVs. 5|MOVs. 5|requirements as required 5 complied. 4 400 0200
days before with MOVs.,
100% of the Conformed of the Compliance to every 4 - Conformed of the
administrative issuances| |administrative issuances Administrative administrative issuances and
4|complied. 4land without notices. 4| requirements as required 3 |without notices.
days before with MOVs.
100% of the Cunlturlmad_cf Ihe Cnrnlpl:led to every 4 - Compliance to every
3|administrative issuances | 3 adminlstratl_va issuances 3 Admlnlﬂrat1va issuances |Administrative requirements
" : and 1-5 notices. on time. as required 3 days before
complied and improved. with MOVs
50-89% of the Conformed of the 100% Complied to every
2 administrative issuances 2 administrative issuances 2 Administrative issuances
complied. with B=10 notices . as required within 1 week.
Below 49% of the Conformed of the 100% Complied to every
1|administrative issuances | , |administrative issuances 1|Administrative issuances
complied. with more than 11 notices. as required beyond 1
week,
Reviewed documents January - 5%| |100% of the documents | [Documents received Reviewed documents 5 - 100% of the documents
received and prepared July received reviewed and reviewed and referral slips received and prepared received reviewed and
referral slips by identifying referral slips prepared by| |prepared by Identifying referral slips by identifying |referral slips prepared by
contents of documents for identifying contents of contents of documents for contents of documents for |identifying contents of
action of the ASDS or 5|documents for action of |5|action of the ASDS or 5|action of the ASDS or documents for action of the 4 433 0.217
routing document to the the ASDS or routing routing document to the routing document to the  [ASDS or routing document
concemed office or person. document to the concerned office or person concerned office or person |to the concemned office or
concerned office or with very minimal cost and immediately. person.
_% [BSOUICES
ofthe Documents received Reviewed documents 4 - Documents received
documents received reviewed and referral slips received and prepared reviewed and referral slips
reviewed and referral |prepared by identifying referral slips by identifying |prepared by identitying
slips prepared by contents of documents for contents of documents for |contents of documents for
4|/dentifying contents of | 1action of the ASDS or 4|action of the ASDS or action of the ASDS or
documents for action of | |routing document to the routing document tothe  |routing document to the
the ASDS or routing concerned office or person | |concerned office or person |concerned office or person
document to the with minimal cost and after 1 day. with minimal cost and
concerned office or resources, resources.
pEerson
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MFOs OBJECTIVES TIMELINE | Weight RATING SCORE
per PERFORMANCE INDICATORS ACTUAL RESULTS
QUALITY EFFICIENCY TIMELINESS T Ave
B0-89% of the Documents received Reviewed documents 4 - Reviewed documents
documents received reviewed and referral slips received and prepared received and prepared
reviewed and referral prepared by identifying referral slips by identifying [referral slips by identifying
slips prepared by contents of documents for contents of documents for |contents of documents for
g|identifying contents of | 5]action of the ASDS or a|action of the ASDS or action of the ASDS or
documents for action of | |[routing document to the routing document to the  |routing document to the
the ASDS or routing |concerned office or person concerned office or person |concerned office or person
document to the within the allocated cost after 2 days. after 1 day.
concerned office or and resources.
nerson
70-79% of the Documents received Reviewed documents
documents received reviewed and referral slips received and prepared
reviewed and referral prepared by identifying referral slips by identifying
slips prepared by contents of documents for contents of documents for
2|identifying contents of | o]action of the ASDS or |action of the ASDS or
documents for action of | |routing document to the routing document to the
the ASDS or routing concerned office or person concerned office or person
document to the exceeding the allocated after 3 days.
concerned office or cost and resources.
68% and below of the Documents received Reviewed documents
documents received reviewed and referral slips received and prepared
reviewed and referral prepared by identifying referral slips by Identifying
slips prepared by contents of documents for contents of documents for
identifying contents of action of the ASDS or action of the ASDS or
11documents for action of | 1|routing document to the 1|routing document to the
the ASDS or routing concerned office or person concerned office or person
document to the beyond the allocated cost after 4 days and beyond.
concermed office or and resources.
person.
Facilitated travel documents |January - 5%| |100% of the travel Facilitated all of the travel Facilitated travel 5 - 100% of the travel
(local and abroad) of the July documents (local and documents (local and documents (local and documents (local and
ASDS by preparing travel abroad) of the ASDS abroad) of the ASDS by abroad) of the ASDS by  |abroad) of the ASDS
authority, itinerary and other facilitated by preparing preparing travel authority, preparing travel authority, |facilitated by preparing travel
required documents and 5|travel authority, itinerary |5|itinerary and other required |5|itinerary and other required |authority, itinerary and other 4 467 0.233
making such available for and other required documents and making documents and making required documents and
the ASDS on or before travel documents and making such avallable for the ASDS| |such available for the making such available for
date. such available for the on or before travel date. ASDS 5 days before travel [the ASDS.
ASDS. date.
90-55% of the travel Facilitated majority of the Facilitated travel 5 - Facilitated all of the travel
documents (local and travel documents (local and | |documents (local and documents (local and
abroad) of the ASDS abroad) of the ASDS by abroad) of the ASDS by  |abroad) of the ASDS by
facilitated by by preparing travel authority, preparing fravel authority, |preparing travel authority,
4|Preparing travel 4|itinerary and other required |4|itinerary and other required|itinerary and other required
authority, itinerary and documents and making documents and making  |documents and making such
other required such available for the ASDS| |such available for the available for the ASDS on or
documents and making on or before travel date, ASDS 3 days before travel |before travel date.
such available for the date.
ASDS
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MFOs KRAs OBJECTIVES TIMELINE | Welght RATING SCORE
per PERFORMANCE INDICATORS ACTUAL RESULTS
QUALITY EFFICIENCY TIMELINESS E T Ave
80-89% of the travel Facilitated some of the Facilitated travel 4 - Facilitated travel
documents (local and travel documents (local and | |documents (local and documents (local and
abroad) of the ASDS abroad) of the ASDS by abroad) of the ASDS by  |abroad) of the ASDS by
facilitated by preparing preparing travel authority, preparing travel authority, |preparing travel authority,
3|travel authority, itinerary | 3|itinerary and other required | 4itinerary and other required|itinerary and other required
and other required documents and making documents and making documents and making such
documents and making such available for the ASDS| [such available for the available for the ASDS 3
such available for the on or before travel date. ASDS 2 days before travel |days before travel date.
ASDS. date.
70-79% of the travel Facilitated a few of the Facilitated travel
documents (local and travel documents (local and | |documents (local and
abroad) of the ASDS abroad) of the ASDS by abroad) of the ASDS by
facilitated by preparing _p_!eparlng travel authority, preparing travel authority,
2|travel authority, itinerary |2|itinerary and other required |5 |itinerary and other required
and other required documents and making documents and making
documents and making such available for the ASDS| |[such available for the
such available for the on or before travel date. ASDS 1 day before travel
ASDS. date.
[~ |68% and below of the Not compliant at all. Facilitated travel
travel documents (local documents (local and
and abroad) of the abroad) of the ASDS by
ASDS facilitated by by preparing travel authority,
1 |preparing travel 1 1|itinerary and other required
authority, itinerary and documents and making
other required such available for the
documents and making ASDS on the travel date.
such available for the
ASDS
| 100% 253
NumericalRating Descriptive Rating
4.500 - 5.000 (O) Outstanding
3.500- 4.499 (VS) Very Satisfactory
2500-3499  (S) Satisfactory
1.500-2.499  (U) Unsatisfactory —
below - 1.498 _ (P) Poor \ )
Signature E -
Name VICTORI A. PIA .m B. INUTAN
Position District ItCharge ndi afive Officer V

Rater

Approving Authority
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SUMMARY OF RATING
CY: JANUARY - DECEMBER 2023

KRAs WEIGHT PER KRA OBJECTIVES WEIGHT PER OBJECTIVES RATING SCORE
Objective 1 10% 4,67 0.47
KRA 1 30% Objective 2 10% 5.00 0.50
Objective 3 10% 4.67 0.47
Objective 1 15% 4.67 0.70
KRA 2 30% Objective 2 10% 5.00 0.50
Objective 3 5% 4.33 0.22
KRA 3 20% Objective 1 10% 4.00 0.40
QObjective 2 10% 5.00 0.50
Objective 1 5% 4.33 0.22
KRA 4 20% Objective 2 5% 4.00 0.20
Obijective 3 5% 4.33 0.22
Obijective 4 5% 4.67 0.23
FINAL RATING 4.62
ADJECTIVAL RATING OUTSTANDING
Adjectival Ratings:
RANGE ADJECTIVAL RATING
4,500 - 5.000 QOutstanding
3.500 —4.499 Very Satisfactory
2.500 — 3.499 Satisfactory
1.500 — 2 489 Unsatisfactory
Below 1.499 Poor
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CORE BEHAVIORAL COMPETENCIES
Se-Management 5

& setsp i goals and d

dertak | actions and beh that are clear and purposive and takes
into account personal gnals and values congruent to that of the organization.

\ heeds and develop

[Teamwork: &
@ willingly does his/her share of responsibiity.
b S e N —_—— -

OO applies negotiation principles in arriving a1 win-win agreements.

@ Displays 1onal yand for and is by higher goals E poves and team hip of decisk
[@ Prioritize work tasks and schedules [through gantt charts, checklists, etc.) to schieve | [ Works by and collat Iy with others and across izations to dish |
moals. #oals and obiectives.
[ E] Sets high quality, challenging, realistic goals for self and others Service Orientation : 4
Professionalism and Ethles: 4 @ can explain and ' lssues and prot
B o the values and t hrimed in the Norms of Conduct and
Ethical Standards for public oficials and emolovee (RA 67131 Takes personal responsibilty for dealing with and/or comecting costumer service issues and concerns
Pracuces ethical and profs and conduct taking into the
impact of his/her achions and decisions. B initiates scth that p d y for men and women empowerment.
O mMaintains [ - of d. and in updating of office vision, mission, mandates & strategies based on DepEd strategies and
professional image: bemg
punctuality. Rood groomine and communicaLon. @ directions. oraai
X Develops and adopts service im through that will furtl ance
]
. Makes personal sacnfices to meet the organization’s needs. ]
Acts with a sense of urgency and resp ¥ o meet the orga ‘s needs,
imoroves svstems and helo others imorove their effectiveness. Innovation: &
Examines the root cause of problems and suggests effective solutions. Fosters new ideas, processes, and
Result focus: 5 Q suagests bettter wavs to do things (cost and/or operational efficiencyl.
Demcnstrates an ability to think "beyond the box®. Continucusly focuses on Improving personal productivity
] Achieves results with optimal use of time and resources mast of the time. o el n e
= " and " " by s e ﬂ Pmmlulmlﬁncﬂnuhlﬂ!lﬂ!pimsmwﬂemw:nl'l;lnaildn:nrsutmim
[@ Delvers ermor-free outputs most of the tme by h £ to dard
;‘ of Hy & *:: mmm m'd @ Translates creative thinking into tangible changes and solutions that improve the work unit and organization.
required. 5
[ Expresses a deswe to do betier and may express f at waste or ineffi @ Uusesing to lish and the ability to
Mav focus on new or more prease wavs of meeting goals set. succeed with munimal resources,

Makes specific changes in the system or in own work methods to

CORE SK|LLS
Oral Communications: §

[E  Follow instructions accurately.
Expresses self clearly, fluently and articulately.

Uses dium for the

Adjust communication style to others.

BEE A &

Guides discussions between and smaong peers to meet an objective.

Written Communication: 5

B Knows the different written business communication farmats used in the DepEd.
Writes routine fi tive and descriptrve report based on readily availabl
data with minimal soelling or grammatical error/s (e.2.. memos. minutes, etc.
@  Securesinformation from required ref; (i.e., D i hedules, notices, i ) for specific purposes.
Self-edits words, numbers, phonetic natation and content, if necessary.
Demonstrates clarity, fluency, impact, concisenass and effectiveness in his/her wntten communications.
Computer/ICT Skills: 5
Prepares basic compositions{ e.g., letters, reports, spread: graphics p ion using Word P and
=
Excel.
[ identifies different computer parts, tumns the computer on/ofl, and work on a given Lask with acceptablespeed and
accuracy and connectscomputer peripherals (e.g. printers, pro ate)
= Prepares simple presentation using powerpoint,
o] Utilizies gles 10: access Inf ] proff prod ¥, assists in conducting h and
communicate through local and rlobal professional netwarks.
@ and gy to enhance productivity and proffesional practice.
OVERALL COMPETENCY RATINGS
CORE BEHAVIORAL COMPETENCIES 433
CORE SKILLS 500
OVERALL RATING 486 UTSTANDING
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Rater - Ratee ment

PART lil: SUMMARY OF RATINGS FOR DISCUSSION

Final Performance Results Rating Weighted Adjectival Rating
1. (IPCRF) Accomplishments of KRAs and Dbjectives - B0% 4.62 3.69
2. Competency Rating -20% 4.66 0.93
3. Overall Rating- 100% (January to December 2023) 4,63 Outstanding

The signatures below confirm that the employee and his/her superior have agreed on content of this appraisal form and the performance rating.

Name of Employee: MARIANNE GRA! . REpULLA IName of Superior: VICTORINO A. PIA
Signature: F Signature: E .
Date: Janulry 12, 2024 |pate: Januaty 12, 2024
g
| PART IV: DEVELOPMENT PLANS ]
Action Plan
i Resources Needed
Strengths Development Needs (Recommended Developmental Intervention) Timeline
CORE BEHAVIORAL COMPETENCIES
Self Management Innovation Seminar/Workshops As needed
Result Focus Coaching Year Round
Self-managed learning Year Round Human Resources
CORE SKILLS Benchmarking As needed Administrative Resources
Oral Communication
Written Communication
Computer/ICT Skills
- L
VICTORID A. PIA MARIANN REDULLA ROF NUTAN
Rater Approving Authority

DEPED RPMS form - DEPED RPMS form -For Support Staff (below SG 18)| 3
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@

Republic ol’ tha Philippines
Department of Education
REGION VIl - EASTERN VISAYAS

Name of Employee "MARIANNE GRACE H. REDULLA Name of Rater. ISIDRO C. CATUBIG EdD, CESE
Position: Administrative Assistant 1| Position: OIC-ASDS
Dmwision’ Maasin City Date of Review: January 27, 2023
Rating Penod July to December 2022
TO BE FILLED IN DURING PLANNING 7O BE FILLED DURING EVALUATION
RA
MFOs KRAs OBJECTIVES TIMELINE W;I:rhl PERFORMANCE INDICATORS ACTUAL TING SCORE
- — RESULTS
B QUALITY | EFFICIENCY TIMELINESS E g Ave
KRA 1: Office |Scheduled/calendared July - 15% 100% of the Iuﬁmwm;ﬂn‘ | [Scheduledicalendared e 100% of the
Schedules (15%) |meetings/appointments of the ASDS | December meetinga/appointments of tha |  |ASI other pointments meetings/
with other offices/staff by calendaring 5 ASDS with the other 5 were scheduledicalendared with | g mmmmﬂﬁ appointments of the 5 5 500 0.750
foll nd fi . offices/stal! were very minimal cost and resources. Immediately. ASDS with the other
CWIng Up Snd contming scheduledicalendared. offices staff were
attendance of both parties — e - i
90-99% ng ntments Scheduied/cajendared
ofthe | |ASDS win the other offices/statf jntments of the  [ITmeou o Y
4 |ASDS with the other 4|were scheduled/calendared with | 4 |ASDS with other officea/staft
offices/stalf were minimal cost and resources. after 1 day.
scheduled/calendared.
B0-89% of the Meetingw/appointments of the Scheduied calendared
ppointments of the | |ASDS with the other offices/staff i its of the
ASDS with the other 3|were scheduled/calendared within| 3 | ASDS with other officesetaft
offices/stal! were the allocated budget and aftsr 2 days.
scheduled/calendared resources.
70-79% of the Meetings/ of the Scheduled/calendared
ofthe | |ASDS with the other offices/staf! tings/appointments of the
o | ASDS with the other | were scheduled/calendared 2|ASDS with other offices/statt
offices/stafl were g the 1 budget after 3 days.
scheduled/calendared. and resources.
[~ [69% and Delow of the Meetingw/appointments of the [Sched ared
ofthe | |ASDS with the other officensstal! | |meetinga/appointments of the
1 |ASDS with the other 1 |were scheduled/calendared 1|ASDS with cther offices/statt
offices/stalf were beyond the allocated budget and |  |after 4 days and beyond.
heduled dared, resources.
KRAZ: Reviewed documents received and July-  |15% 100% of the & o Documents recerved wers [Reviewed documents recetved |95% of the
Communications/ | prepared referral slips by identifying | December mmmm reviewed and referral slips wera | |and prepared referrai slips by  |documertts received
Documents (20%) |contents of documents for action of SR8 Were Magus prapared by identifying contents contents of wers reviewed and
5wmmummd 5ofwml'orwﬂmdh documents for action of the referral slips were
the ASDS or routing document to the documents for action of the | 5| ASDS o routing document to the | S|ASDS or routing document to [ prepared by 4 5 433 | 06s0
concerned office or person ASDS or routing document to | |concamed office or person with the concemed office or person | identifying contents
the concemned office or very minimal cost and resources. | |Immediately. of documnents for
person. action of tha ASDS
90-99% of the D it d were Reviewed documents received | Of routing document
ved wers reviewed and d and referral slips were | [and prepared reterral sips by |10 1he concemed
referral slips were prepared prepared by Kentitying cortents | |identfying contents of office or parson
by identifying contents of of documents for action of the ts for action of the Immediately and with
4| documents for action of the | 4| ASDS or routing document to the 4Asnaumﬂnguowmmo very minimal cost
ASDS or routing document to | |concemed office or person with the concerned offica of peraon | And resources.
the concerned office or | minimal cost and resources. after 1 day.
Iw.
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MFOs KRAs (o] m
Sisine AR | —n PERFORMANCE INDICATORS ACTUAL SCOons
Ber — RESULTS -
QUALITY | EFFICIENCY TIMELINESS T Ave
80-80% of the documents |mmm Reviewed documnents recenved
d wers reviewsd and fewed and referral slips were and prepared referTal slips by
raferral alips wers preparsd prepaned by identifying contents idenitfying conterts of
a by identifying contents of :dmhmdu documents for action of the
documents for action of the ASDS or routing document to the | ~ | ASDS or routing document to
ASDS or routing document to | |concerned office or person within |  |the concerned office or person
the concemed offica or the allocated cost and resources. | |afer 2 days.
person.
70-78% of the documents Documents received wers Reviewed documents d
d were reviewsd and dewed and referral alips were and prepared referral alips by
referral slips wera prepared prepared by kdentifying contents identifying contents of
2 by identifying contents of of documents for action of the documents for action of the
documents for action of the 2wnsammuu ASDS or routing document to
ASDS or routing document to |  |concerned office or person tha concerned office or person
the concerned office or exceeding the allocated cost and after 3 days.
person.
69% and below of the Documents received wers
documents received were reviewed and referral slips were and prepared referral slips by
reviewed and referral slips |prepared by identifying contents identifying conterts of
were prepared by identifying documents for action of the documents for action of the
1|contents of documents for | 1]ASDS or routing document to the | 1{ASDS or routing document to
action of the ASDS or routing |  |concered office or person the concerned office or person
document to the concemed | [beyond the allocated cost and after 4 days and beyond.
offica or person. resources.
KRA 3 : Guests Entertained visitors/guests of the Juty - 15% 100‘;‘;;3“*“““ W““Masn::' Emm-ws-'-ﬂdﬂu |muh::g
Reception (5%)  |ASDS by attending to their needs  |December the ASDS were sntertained |  [entertained by atiending ASDG: imrwdistely by sttending |cueets of the
Ll pmmpﬁ?thuslulinmghaﬂm. by sttending to their neads needs promptly thus lessening o their needs promptly thus wers arterianed
5| prompty thus lessening the | 5|the time demand on the ASDS lessening the time demand on | iImmediataly with very| 5 500 D250
demand on the ASDS time demand on the ASDS. | | with very minimal cost and the ASDS, minimai cost and
resources., resources by
sttending to their
90-95% of the viston/guests of the ASDS Entertainad vistors/guests of the | needs promplly thus
of the ASDS wers entertained | |entertained by sttending to their ASDS after 10 minutes from lessening the time
by attending to their neads needs promptly thus lessening armival by sttending to their demand on the
4 | promptty thus lessening tha | 4 |the time demand on the ASDS needs promptiy thus lessening |ASDS.
time demand on the ASDS. with minimal cost and resources. the time demand on the ASDS .
B0-89% of the vistora/guests V - of the ASDS were | |Entertained visitora/guests of the
of the ASDS endertained by entertained by attending to their ASDS after 20 minutes from
sitending to their needs nesds promptly thus lessening amival by sttending to thelr
3| promptly thus lessening the | 3|the time demand on the ASDS needs promptly thus lessening
|time demand on the ASDS. within the allocated cost and the time demand on the ASDS
resources.
_mmuhw Visitors/guests of the ASDS were Entertainad visltors/guests of the |
of the ASDS wers entertained | |entertained by attending lo their ASDS after 20 minutes from
by sttending to their needs needs promptly thus lessening armival by sttending to their
2 |promptly thus lessening the | 2| the time demand on the ASDS needs prompity thus lessening
|time demand on the ASDS. exceeding the allocated cost and the time demand on the ASDS.
resources.
©69% and below of the Visttora/guests of the ASDS wers | |Entertained waitora/guests of tha
visitors/guests of the ASDS entertained by attending to their ASDS 40 minutes and beyond
were entertained by attending | |neads promptly thus lessening from arrival by sttending to their
1 [to their needs promptly thus | 1|the time demand on the ASDS needs promptly thus lessening
lessening the time on| |beyond the allocated coat and the time demand on the ASDS .
the ASDS. resources.
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MFOs KRAs OBJECTIVES TIMELINE \'U;I.urll‘l PERFORMANCE INDICATORS ACTUAL RATING SCORE
QUALITY EFFICIENCY TIMELINESS _RESU LTh E T Ave
KRA4: |dentified/sorted official documents, July - 15% 100% of the official Officlal documents, Identified/sorted offictal 100% of the offictal
Records/Flles |correspondence per December documents, cormespondence | [commespondence m.mm:mun documents,
programe/projects
(15%) programs/projects as to confidentiality mﬂﬂ:.*:i w"“'d:."‘;' =i -I correspondence
and importance for proper 5| confidentiaiity and Import Midentialty and importance for | 3|for proper labelling/Mling and |were identified/sorted ] 4 487 0.700
labelling/filing and safekeeping for |for proper labeliingMing and | |proper labeting/Miing and safekoeping for future ref 28 o confidentiaity
future reference. fekeeping for future fekeeping for future Immediatety and importance for
reference. with very minimal cost and pru?lrm
90-B9% of the official Official documents, Identifiad/sorted official future reference after
documents, cormeapondence comespondence d ints, correspond per 1 day and with
programa/projects wers programe/projects were programa/projects as to | minimal cost and
identified/sorted as to identiflec/sorted as to confidentiality and importance | o
4| confidentiality and Importance | 4[confidentiality and Importance for | 4|for proper labellingiing and )
for proper labellingTiling and proper labeling/Tiiing and safekeeping for future reference
safekeeping for future fekeeping for future ref after 1 day.
reference, with minimal cost and resources.
80-89% of the official Official documents, Identified/sorted official
documents, cormespondence comeapondance documnents, correspondence per
programe/projects wers prog! projects were programa/projects as to
idetified/sorted as to Identified/sorted as to |confidentiality and importance
3| conNndentiality and importance | 3]confidentialty and importance for | 3 |for proper labelling/filing and
for proper labeling/filing and proper labellingMiing and keeping for future ref
salekeeping for future safekeeping for future reference after 2 days.
reference. within the allocated cost and
70-79% of the official Cfficial documents, Identified/sorted officlal
| documents, comespondence comespondence documents, comes pondence per
programe/projects were programs/projects weore asto
identified/sorted as to Iidentified/sorted as to confidentiality and importance
2| confidentlality and Importance | 2| confidentiality and Importance for | 2 |for proper labellingflling and
for proper labelling/Miling and proper labeilingTiling and fekeeping for future
| salekeeping for future ping for futune ref after 3 days,
reference. exceeding the allocated cost and
59% and baiow of the of the Official documents, Identifiecdisorted official
official documents, comespondence d nts, comespondence
corespondence programa/projects were asto
programa/projects were identified/sorted as to confidentiality and importance
identifisd/sorted aa to fi lity and imp for | 4 |for proper labelling/Tiing and
confidentiality and importanca | | proper labelling/Tiing and ping for futura ref
for proper labellng/iing and | |safekeeping for future reference | |after 4 days and beyond
safekeeping for future beyond the allocated cost and
KRAS - meetings/agenda|  July - 5% 100% of the minttes of Minutes of Prepared minutes of B85% of the minutes
Tu:hnlﬂl.':dmlnls m:::‘ia:aiuw“ﬁm Doeerl:'lber meetings/agenda attended attended and conducted by the meetings/agenda attended and  |of meetings/agenda
conducted by the Offica of the  |attended and
b sidl and conducted by the Office Office of the ASDS were
trative Support |of the ASDS by recording of the ASDS were prepared | |prepared by recording and ASDS by recording and canducted by the
(45%) transcnbing the encoding agreements 5|and disseminated 1o the transcribing the encoding | transcribing the encoding Offica of the ASDS 4 3 233 | o167
made and disseminate it to the aftendees for future reference|  |agreements made and agreements made and were prepared and : 4
attendees for future reference and and follow through of |disseminating It to the attendess disseminating it to the attendees | disseminated to the
follow through of agreements. agreemerts. for future reference and follow for tuture reference and follow  |attendees for future
|through of agreemerts with very | [through of sgreements reference and follow
e dou Looal and reancces diaial
SC00% ol hemindes of | | Minutes of meetinge/agenda Prepared minutes of oo SR
meetings/agenda attended attended and conducted bythe | |meetings/agenda attended and |4 s with minimal
and conducted by the Office | |Office of the ASDS were conducted by the Offica o the | et and resources.
of the ASDS were prepared prepared by recording and ASDS by recording and
4|and disseminated to the transcribing the encoding 4 |transcribing the encoding
attendees for future reference| |agreements made and |agreements made and
and follow through disserninating i to the attendees | |disseminating it to the attendees
agreements. for future reference and follow for future reference and follow
through of agreements with llrmunofmmarulmn
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MFOs KRAs OBJECTIVES TIMELINE | Weight PERFORMANCE INDICATORS ACTUAL RATING SCORE
per RESULTS
QUALITY E_FHCIENOY TIMELINESS _E T Ave
B0-82% of the minutes of Minutes of Prepared minutes of
tinge/agenda attended ttended and conducied by the imeetinga/agenda atiended and
and conducted by the Dffice Office of the ASDS were conducted by the Cffice of the
of the ASDS were prepared prepared by recording snd ASDS by recording and
3|and disseminated to the a/transcribing the encoding 3|transcribing the encoding
sttendees for future reference| |agreements made and agreements made and
and follow through of disseminating It 1o the sttendees disseminating Rt to the attendees
agreements for future referenca and follow for future reference and follow
through of sgreements within tha |  |through of agreements after 2
T0-79% of the minutes of Minutes of mestinga/agenda Prepared minutes of
inge/agenda dod ttended and conducted by the ol wda attended and
and conducted by the Offica Offica of the ASDS wers d by the Office of the
of tha ASDS wers prepared prepared by recording and ASDS by recording and
and dissaminated 1o the transcribing the ding tranacribing the encoding
2 dees for future 2{agresments mads and 2|ag rits made snd
and follow through of di inating it ko the ch disseminating &t to the attendees
agreements for future reference end follow for future reference and follow
through of agreements excesding |  [through of sgreements after 3
tha allocated cost and resources days.
69% and below of the | Minutes of meetinga/agenda Prepared minutes of
minutes of tinga/agenda ded and conducted by the attended and
sttended and conducted by Office of the ASDS were conducted by the Office of the
the Office of the ASDS wers prepared by recording and ASDS by recording and
prepared and disseminated to |  |tramecribing the encoding transcribing the encoding
1 |the stiendees for futurs apresmants made and 1|agresments mada and
reference and follow through i ting & to the sttend disseminating I to the attendees
of agresmants for future reference and follow for future reference and follow
through of agresments beyond through of agreements sfler 4
the allocated cost and resources. | |days and beyond,
IFmIﬂMthﬂcummtlm[ July - 16% | [100% of the travel documents ;uluu?hmn-:mﬂ mmmm ‘Imdh‘:::“
and abroad) of the ASDS by preparing| December (local and sbroad) of the Soned o e AOOR e e
trawuutho]my Ihmrya?;%thif v ARDHS wara lacBRstad by praparing travel suthorky, Kinerary| by preparing ravel suthorty, | abroad) of the ASDS
Imdduuu‘ A mald ch preparing travel suthority, and other required documants Rinerary and other required wevelaciltated by by
requ ments and making su | tinerary and other required and maidng such svallable for the | | documents and making such | preparing travel 4 5 ae7 | o700
available for the ASDS on or before documents and making such | |ASDS on or befors travel date avaliable for the ASDS 5 days | suthorily, tinerary 2
travel date. mvallabla for the ASDS. with very minimal cost and before trevel date. and other required
documents and
king such
50-00% of the travel [Faciated travel documents (iocal| | Faciitated travel documents “nss:'”“l .
documents (local and abrosd) |  |and abroad) of the ASDS by (local and sbroad) of the ASDS [, 0 o000 o
of the ASDS were faciiitated preparing travel suthority, Rinerary| | by preparing travel suthority, minimal cost and
by preparing travel suthority, and other required docUments Rinerary and other required resources.
4| tinerary and other required and maldng such svallable for the | 4 |documenta and making such 2
documents and making such | |ASDS on or befors travel date avaitable for the ASDS 3 days
svailable for the ASDS with minimal cost and resources. befors travel date
|munm Faciitated travel cocunents (local| | Faclitated trevel documents
d ta (local and sbroad) |  |and sbroed) of the ASDS by (local and abroad) of the ASDS
of the ASDS wers faciitated preparing travel suthority, Rinerary| | by preparing travel suthority,
by preparing travel authortty, and other required documents | tinerary and other required
3| Rinerary and other required and making such svailable for the | 4 |documents and making such
documents and making such ASDS on or before travel dale available for the ASDS 2 days
avallable for the ASDS. within the allocated cost and before travel date,
resources.
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MFOs OBJECTIVES TIMELINE | Weight PERFORMANCE INDICATORS ACTUAL RATING SCORE
per RESULTS
QUALITY EFFICIENCY TIMELINESS E T Ave
TO-T9% of the travel Fuclitated travel documaents (local| |Faciitsted revel documents
documents (local and abroad) |  |end abroad) of the ASDS by (local and abroad) of the ASDS
of the ASDS were faclitated preparing travel suthority, Rinerary| |by prepanng travel suthonty,
rwmmm, and other required documents tinerary and other required
2| tirerary and other required | 2| and making such available for the | 2 |docurnents and making such
documents and making such ASDS on or before travel date svailable for the ASDS 1 day
svallable for the ASDS. wcasding the allocated cost and bafors trevel dats
resources,
80'% and beiow of the travel Faciitated travel documents (local] | Feciitated travel documants
gocuments (local and abroad) | |and abroad) of the ASDS by (locsl and abroad) of the ASDS
of the ASDS were fecilitated proparing travel suthority, Rinerary| | by preparing travel suthority
by preparing travel suthority, and cther required decuments ltinerary and other required
4 |tinerary and ciher required 1 |and making such avallable for the | 4 | documents and maling such
documents and making such ASDS on or before travel date availabla for the ASDS on the
avallable for the ASDS. beyond the allocsted cost and travel date.
FERCUNCas.
Facitated supporting documents for July - 15% 100% supporting documents Faclitated supponing o ts i? d supporting 100% supporting
cash advances in connection with the | December for cash advances in for cash advances in connection documnents for cash advances in | documents for cash
with the with the conduct of a certain Jon with the conduct of & | s in
m‘ﬁ“'m‘:’;r‘mw";" officiel of & certain activity, official | [activity, officlal travels (local and | |ocertain activity, official travels | connection with the
traveis (local " travels (local and abroad), abroad), (local and abroad), conduct of & cartain
resmbursements, hquidation reports of 5| reimbursements, iquidation | 3| liquidation reports of tha ASDS by| 3 , iy activity, officlal 5 4 487 0.700
the ASDS by prepanng required ports of the ASDS were preparing requined reports of the ASDS by travels (locs! and
documents/forms |taciitated by preparing & “Hﬂwrr me abroad),
o cost o me Immediately
liquidation reports of
S— the ASDS wers
|eo-89% Faciltated supporting documents | | Faciitaled supporting faciitated by
documents for cash advances| |for cash advances In connection d te for cash adch In | preparing required
In connection with the with the conduct of a certain ‘connection with the ofa g ita/To
conduct of 8 certain activity, activity, official traveis (local and certain activity, official travels after 1 day and with
official travels (local and \ (local and abroad), very minimal cost
4 , reimbursements, | 4| liquidation reports of the ASDS by | 4| reimb s, Bqt and
liquidation reports of the preparing required reports of the ASDS by
ASDS were faciitated by documents/Torms with minimal preparing required
preparing requined cost and rescurces., documents/forms after 1 day.
documenta/Torms.
BO-B9% Facilitated supporting documents | | Faciitated supporting
documents for cash adh for cash adh in 2h & nts for cash advances in
In connection with the with the conduct of a certain connection with the conductof &
conduct of & certain activity, activity, official travels (local and certain activity, ofMicial travels
official trevels (local and 3 (local and abroad),
3|abroad), reimbursements, | 3| iquidation reports of the ASDS by | 3 | reimbursements, Biquidation
liquidation reports of the preparing required reports of the ASDS by
ASDS wers faclitated by documentsforma within the preparing required
m‘@m sliocated cost and resources. documnenta/forma after 2 days.
70-78% supporting F W & te| |Faciitated supporting
for cash adh for cash sdh n d dox nts for cash in
In connection with the with the conduct of a certain connection with the conduct ol &
conduct of m certain activity, activity, official travels (local and cartain activity, official travels
official travels (local and abroad), (local and sbroad),
2| abroad), reimbursemants, 2| iquidation reports of the ASDS by | 2 | reimbursements,
iiquidation reports of the preparing required reports of the ASDS by
ASDS were facitated by documentaTorms exceeding the Ppreparing required
preparing required allocated cost and do e after 3 days.

(%1 CamScanner


https://v3.camscanner.com/user/download

MFOs KRAs OBIECTIVER TIMELINE | Weight PERFORMANCE INDICATORS ACTUAL el SCORE
per RESULTS
QUALITY EFFICIENCY TIMELINESS E T Ava
mwmw Faciitated supporting documents | | Facilitated supporting
nts for cash |for cash ach In connection d for cash sdvances in
In connaction with the with tha conduct of a certain connection with the conduct of &
conduct of & certain sctivity, activity, official travels (local and riain activity, official travels
official travels (local and abroad), reimbursements, (local and abroad),
1 |abroad), reimbursements, | 1 liquidation reports of the ASDS by | 1 |reimbursements, liquidation
liquidation reporis of the preparing reports of the ASOS by
ASDS wera facitated by o ™a beyonld the mm
preparing required i d cost and resources. M after 4 days
documentaTorms. and beyond.
Prepared PowerPoint presentation July - 5% 100% PowerPoint Prepared PowerPoint Prepared PowerPoint B85% PowerPoint
drafted by the ASDS for use in the December presentation drafted by the presentation drafted by the ASDS | |presentation drafted by the presentation drafted g 3 3
scheduled speaking engagement 5A$Dempmp¢'ulhrm 5! for use In the scheduled speaking | 5|ASDS for use in the scheduled |by the ASDS were .00 0150
in the scheduled sp g gag t with very iking engagemeant prepared for usa In
cost and resources. ohy the scheduled
90-99% FPowerFoint PowerPoint Prepared PowerPoint |epeaking
presenttation drafted by the presentation drafted by the ASDS | |presentation drafted by the |engegement after 2
4 ASD@qufwuu 4| for use In the scheduled speaking | 4 |ASDS for use In the scheduled day within the
in the scheduled a gy 1 with minimal cost p g engag t after 1 1 cost and
And resoures day
80-89% PowerPoint Prepared PowerPoint Prepared PowerPoint
| presentation draftad by the presentation drafted by tha ASDS preseniation drafted by the
4| ASDS were prepared for use | 3|for use in the scheduled speaking | 3 |ASDS for use in the scheduled
in the scheduled speaking engagement within the allocated speaking engagement after 2
engagement. cost and resources.
70-79% PowerPoint Prepared PowerPoint Prepared PowerPoint
presentation drafted by the ion drafted by the ASDS presentation drafted by the
2 |ASDS wers prepared for use glﬂwhhmm 2|ASDS for use in the scheduled
in the scheduled speaking exceeding the after 3
engagement. liocated cost and resources. dayn.
69% and below PowerPoint Prepared PowerPoim Prepared PowerPoint
presentation drafted by the tion drafted by tha ASDS | |presentation drafied by the
1 |ASDS were prepared for uss |4 fnrl.-chhm“m 1 hsml’u'mhhm
In the scheduled speaking gag Y ent aFfer 4
engagemert. cost and resources, mmm
Prepared administrative 10% 100% administrative Prepared administrative |Prepared administrative 100% administrative
support/logistics needs in the supportfogistics needs in the supporticgistics needs in the supportiogistics needs in the
implementation of the Office Implementation of the Office implementation of the Office implementation of the Office needs in the
: progs hproj prog Iprojects/ activities programs /projects/ activities | implementation of
programs /projects/ activities initiated inttiated by the ASDS were initiated by the ASDS through initiated by the ASDS through  [the Office programa
by the ASDS through collection/ prepared through collection’ | _ | collection/ consolidation of collection/ consolktation of activibes
consolidation of participants' 5| consclidation of participants’ | 5|participants’ attendance and 5| participants' sttendance snd  [initiated by the ASDS 4 5 487 | 0487
attendance and directory, sttendance and idation of P/PfAs d Y, consolidation of were prepared
consolidation of P/P/As output, m-?fﬂ:.fu mm' gf:.mww pm“a.,u‘ prep of ;am;..u "
prepation of supplies/ matenals/ mr“m'{.,"i pment. i cost and ey o Sqprmant idation of
equipment. |participants’
BO-99% administrative Prepared sdministrative |Prepared sgrmnistrative
supportiogistics needs in the |supportiogistics needs In the supportiogistica needs in the ; -I of
implementation of the Offics Implementation of the Office Iimplementation of the Office P/PiAs outout
programe activities programs /projects/ activities |programs activities tion of
Initiated by the ASDS wers initisted by the ASDS through initisted by the ASDS through |~ 2 ’ﬂl-i—"
prepared through collection/ coliection/ consolidation of collection/ consolidation of with sk
4 | consolidation of participarts’ | 4| participants’ attendance and participants’ sttendance and “"‘“""'
attendance and directory, Yy, consolidation of F/F/As directory, consolidation of *
consolidation of P/P/As output, prepation of supplies/ P/P/As output, prepation of
output, prepation of supplk riale/ with uppliea Is/ equipment
material/ squipment. minimal cost and resources, after 1 day.
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MFOs KRAs CTIVES
OBJE! TIMELINE W:Tﬂ PERFORMANCE INDICATORS ACTUAL RATING SCORE
QUALITY EFFICIENCY TIMELINESS I8 Q E T Ave
B80-89% administrative Prepared administrative Prepared sdministrative
supportiogistics needs In the supportfiogistics needs in the supportiogistics needs in the
implementation of the Offica implementation of the Offica implementation of the Office
prog y clivit programs /projecta’ activities programa /projects) activities
inftiated by the ASDS were Initiated by the ASDS through inltiated by the ASDS through
|prepared through collection/ collection/ consolidation of collection/ consolidation of
3| consolidation of participants' | 3| participants® attendance and 3| participants’ st and
attendance and directory, directory, consolidation of P/P/As directory, consolidation of
consolidation of P/P/As output, prepation of P/PIAs output, prepation of
output, prepation of suppl) teriale/ within the supplies/ matertais/ squipment
materials/ equipment. allocated cost and resources. after 2 days.
TO-79% sdministrative Prepared administrative Prepared sdministrative
supportiogistics needs in the support/iogistica needs in the supportfiogistica needs in the
implernentation of the Office implementation of the Office implementation of the Office
programs /projects/ activities programs /projects/ activities programs /projects) activities.
Initiated by the ASDS were initiated by the ASDS through initiated by the ASDS through
prepared through collection/ collection/ consolidation of collection/ consolidation of
zmdm' 2 participants’ attendance and zmmﬂwrh'mm'ld
aitendance and directory, directory, consalidation of P/P/As | © | directory, consolidation of
consolidation of P/P/As output, prepation of supplies/ P/P/As output, prepation of
output, prepation of supplies/ equipment supplies/ materials/ equipment
materials/ equipment. the allocated cost and resources. after 3 days.
£9% and beyond Prepared administrative Prepared sdministrative
| administrative support/logistics needs in the supportlogistics needs in the
| supportiogistica needs in the implamentation of the Office implementation of the Office
implementation of the Office fprojects) actr programa /projecis/ activities
programs /projects/ activities initiated by the ASDS through Initiated by the ASDS through
intiated by the ASDS were collection/ consolidation of collection/ consclidation of
prepared through collection/ participants” attendance and participants’ attendance and
1]« idation of 1 | directory, consolidation of P/P/As | 1|directory, consolidation of
sttendance and directory, output, prepation of supplies/ P/P/As output, prepation of
consolidation of P/P/As materiala/ equipment beyond the |  |supplies’ materials/ equipment
outpud, prepation of suppl i d cost and aMer 4 days and beyond.
materials/ equipment.
100% 483
NumericalRati Descriptive Rating
-~ e
oL EdD, CESOV
1ol Superintendent
inf) Authority
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SUMMARY OF RATING
CY: JULY - DECEMBER 2022

KRAs WEIGHT PER KRA OBJECTIVES WEIGHT PER OBJECTIVES RATING SCORE
KRA 1 15% QObjective 1 15% 5.00 0.750
KRA 2 15% Objective 1 15% 4.33 0.650
KRA 3 5% Objective 1 5% 5.00 0.250
KRA 4 15% Objective 1 15% 4.67 0.700
Objective 1 5% 3.33 0.167
Objective 2 15% 4.67 0.700
KRA S 50% Objective 3 15% 4.67 0.700
QObjective 4 5% 3.00 0.150
Objective 5 10% 467 0467
FINAL RATING 4.53
ADJECTIVAL RATING OUTSTANDING
Adjectival Ratings:
RANGE ADJECTIVAL RATING
4.500 - 5.000 Qutstanding
3.500 - 4.499 Very Satisfactory
2.500—3.499 Satisfactory
1.500 —-2.499 Unsatisfactory
Below 1.499 Poor

A= CamScanner


https://v3.camscanner.com/user/download

(DL BEHAVIORAL COMPTTINGIES Toarwwork : 4 CORE SKILS

Sel-Managerment: § o] Willingly does his/her share of responibiity. Oral Communications: 3
E Seu | goads and de Fabeci sl Copvrd & Promotes collaboration snd removes barriers 1o rk and gosl across Une OTgS B rollow
= UnderLaskss perional sctuors snd behowaors that sre clear and purposne snd Lkt (]
Applkrt Pegotislion principles in BrTiving B win-win Agreements, Exprossss seif claarty, Musntly snd articulstely
Mo Sccour persons! goals and valurs congruent 1o That of the onganasuon. o - -
@ et s orthumann fox and & challenged by higher gosls | 5] DY consensus 3nd Lase cwnership of ecisions. E e maediuem for the mesag
[ Priortuee work tisks and schedules [Uough gantl Charts, checkists, e1c) 1o achurve E womn oty and y with others snd T W wiish organi d [0  Adium communication styie to others.
sl oai and obleclvet
] sers ingh quaiiry chastangeng. reskec gosks for self ang cuhers Service Drientation: & [l Guides discussions between and smong peers Lo mewt sn obyscthve.
Professionslion and Bucs: 4 @ can explain and 5 al lssues and problems.
[ Oeworsrates the vahus and behawior enchrined in the Norms of Condurt snd Ethical . "
- e i etz [ Takes personal responsibitty for dealing with and/or . servics % s
Practices elhecal e prodewmonal behimnor Brd conduct Likang Mo MCoUM Lhe
= i [ . thet Torman and [  xnows the different writien business communication lormats usad in the DepEd.
|} wrage bewg regularity of stiendance snd O rarticipstes In updating of offics vision, misskon, manciates & based on DepEd ghes and & writes b dh fs naratrve and descripth barsed on readily svadable information
e and directiona. dats with minimal spelling or gramenatical error/s (e L., memor., minutes, sc.
[E  wiskes personal sacrv'ices 1o meet the organzation’s needs. o _m“m-_ b i A G Secures inf from d (L, achedubes, notsces, Instructions for spectfic purpones.
& Acs wer » seree of urgency and resp ity 10 reet the orgs 1 reeds, Sall-adits warrs, numbers, phonetie aotation and contens. If nacesary
m_n— s =@ hunlnn‘lh of problems and #llecthve schbors. Fost i, % " I
oot Chuse suggests TS N processes, and o t tartry, fh 1 T e
Result Focus: & @ mm-:-wuuwlmmmum e - i ! i eagher
Dewnorstrates an abllity Lo think *beyond the bos®, G P 1 i prod ¥t
[ Adwewe rewsts winh optensl use of v srd resources most of the time iaher vakug and results. Computar/iCT Skills: 4
(z] Awouts rreuet, sustalas and wastage through offacive wark snethods by placng [] Promotes a crestive climats snd irrspires co-workers 10 deweiop original kdess or solutions. @ Prewers buiccompokion ag. iiers, mpor, spresdebasizmnd graphics pramention using Werd Procemieg snd
-mmmn—uum Excal,
(5] Debwers ervor-trer oulputs most of the tme d a
correctly s mhmqmmd " = 2 = - [3 ferent parts, burs the computer on/of, and work on 8 phven task with acceptablespeed and
work = tevwe of used, -+ with o Bup L. % into tang wes and thexiey T o o acouracy snd connectscomputar peripherals (.4 printen, modems, multimedia projecion, et}
recusred
[ Expremes 2 cemwe 10 do betier and may express s wasie or ineffioency. | (7] Usesing L] e i Iness and the ability to
oy locus oF new o mone prectse wavs of meeting eoals st suctred with minimal nesources. [0 Prepaces simols presentation using powerpoint.
Utilishes acoess nf: p— S R g
O stskes specic changes o the systiem or in own work methods 10 = : ._'__..L_‘ AR —_— - oo
[ Recommends appropriate and updated tachnology to enhance productivity and proffesional practice.
[ ase
AN
L& VERY SATEFACTORY
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PART Ill: SUMMARY OF RATINGS FOR DISCUSSION

Final Performance Results Rating Weighted Adjectival Rating
1. (IPCRF) Accomplishments of KRAs and Objectives - 80% 4.53 3.63
2. Competency Rating -20% 4.42 0.88
3. Overall Rating- 100% (July to December 2022) 4.51 Outstanding
Rater - Ratee Apreement
The signatures below confirm that the employee and his/her superior have agreed on content of this appraisal form and the performance rating.
Name of Employee: MARIANNE GRACE HREDULLA [Name of Superior:  ISIDRO £. CATUBIG
Signature: e v Signature:
Date: {1 Date: e ey
o
| PART IV: DEVELOPMENT PLANS ]
Action Plan
ngth Devel t Need lii
e s Sl i s (Recommended Developmental Intervention) Tireliie Rethnstott Neesind
CORE BEHAVIORAL COMPETENCIES
Self Management Teamwork
Professionalism and Ethics Result Focus Self-managed learning Year Round
Service Orientation Innovation Human Resources
CORE SKILLS Administrative Resources
Oral Communication Computer/ICT Skills Benchmarking: Year Round
Written Communication Seminar/Workshops; As needed
Coaching As needed
1SID IG EdD, CESE

Rater

DEPED RPMS form - DEPED RPMS form -For Support Staff (below SG 18)| 3

JOSILYN S.

D
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