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S e M TN M FOWON Name of Rater: NANETTEG. PLA
Pm Administrative Assistant X Position: Administrative Officer V
m SDO Biliran Date of Review:
Rating Period: January to December 2022
TO BE FILLED IN DURING PLANNING TO BE FILLED DURING EVALUATION
KEY RESULT G
s AREA OBJECTIVES V;z(i;‘l";i: TIMELINE : : PERFORMA NCE INDICATOR AT bL RATIN:
Dimension Outstanding (5) Very Satisfactory (4) Satisfactory (3) Unsatisfactory (2) Peoor (1) Q E T AVE. SCORE
s Pmparecf PR AR and  |Prepared PR AR and  [Prepared PR AR, and  |Prepared PR, AR and  |Prepared PR AR and  |Prepared PR, AR, and
Prepared Q"‘“" PPMP with 95-100% of |PPMP with 90-94% of PPMP with 85-89% of PPMP with 80-84% of PPMP with 75-79% of PPMP with 95-100% of
Requests, Activity (error wise) | errors resolved errors resolved errors resolved errors resolved errors resolved errors resolved
Requests, and ) 100% of PR and AR per |100% of PR and AR per |100% of PR and AR per |100% of PR and AR per |100% of PR and AR per [100% of PR and AR
Project Efficiency Activity, and PPMP were |Activity, and PPMP were |Activity, and PPMP were |Activity, and PPMP were |Activity, and PPMP were |per Activity, and PPMP
ey ':Sd‘.d“h of Procurement 15% Jenuary to (d“'_'ﬁ“" done within 30 minutes |done within 31 mins. to 1{done within 1 hour & 1 |done within 2 hours & 1 |done beyond 3 hours  |were done within 30 5 5 5 5 0.75
Activities (15%) Management Decernber wise) hour min. to 2 hours min. to 3 hours minutes
Plan as instructad Prepared PR, AR, and Prepared PR, AR, and Prepared PR, AR, and Prepared PR, AR, and Prepared PR, AR, and Prepared PR, AR, and
by th. . Timeliness | po\p at least 2 weeks  |PPMP at least 1 week PPMP at least 3 days PPMP 2 days before the |PPMP 1day before the |PPMP at least 2 weeks
Administrative (deadline (pofore the schedule of |before the schedule of  |before the schedule of  |schedule of activity schedule of activity before the schedule of
Officer V wise) activity activity activity activity
KRA Z Record Date received, title of | Only date received, title |Only date received, title |Only date received, title |Wrong details of the Date received, title of
Management (405%) document, action taken, |of document, action of document, action of document, and action |received and released document, action
date and time released, |taken, date released, and [taken, and recipient were |taken were indicated in |documents were taken, date and time
Quality and recipient were recipient were indicated |indicated in the the recordings indicated in the released, and recipient
indicated in the in the recordings recordings recordings were indicated in the
1. Monitored the recordings recordings
received and -
Recorded 100% received | Recorded 90-99% Recorded 90-99% Recorded 90-99% Recorded 90-99% Recorded 90-99%
s January to and released documents |received and released received and released  |received and released  received and released  |received and released 5 4 4 433333 | 04333333
e s o December | pfficiency |within 30 minutes after |documents within 30 documents within 31 documents within 1 hour |documents within 2 documents within 30
fmmﬂn receipt minutes after receipt mins to 1 hour after & 1 min. to 2 hours after |hours & 1 min to 3 hours|minutes after receipt
Administrative receipt receipt after receipt
v Forwarded the signed  |Forwarded the signed Forwarded the signed Forwarded the signed | Forwarded the signed  |Forwarded the signed
documents within 30 documents within 31 documents within 1 hour | documents within 2 documents beyond 3 documents within 31
Timeliness |minutes after receipt mins. to 1 hour after & 1 min. to 2 hours after |hours & 1 min. to 3 hours after receipt from |mins. to 1 hour after
from the AOV receipt fromthe AOV | receipt from the AOV | hours after recelpt from (the AOV receipt from the AOV
the AOV
2. Checisd the 100% of observed 95-99% of observed 90-94% of observed 85-89% of observed Did not follow up the 100% of observed
attachments of Quality lacking attachments lacking attachments lacking attachments lacking attachments lacking attachments lacking attachments
and consolidated were followed up were followed up were followed up were followed up were followed up
the submitted 100% of submitted DTRs | 100% of submitted DTRs | 100% of submitted DTRs | 100% of submitted DTRs | 100% of submitted DTRs | 100% of submitted
DTRs of the SDO of the SDO Personnel of the SDO Personnel of the SDO Personnel of the SDO Personnel of the SDO Personnel DTRs of the SDO
Personnel 20% Sanuary to - Efficiency |were individually were individually were individually were individually were individually Personnel were S S S S 1
December checked within 30 checked within 31 mins. |checked within 1 hour & |checked within 2 hours | checked beyond 3 hours |individually checked
minutes to 1 hour 1 min. to 2 hours 8 1 min. to 3 hours within 30 minutes
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TO BE FILLED IN DURING PLANNING

TO BE FILLED DURING EVALUATION
KEY RESULT AREA WEIGHT PER
OBJECTIVES TIMELINE PERFORMANCE INDICATOR RATING
s OBJECTIVE Dimensi ACTUAL RESULT
imension Outstanding (5) Very Satisfactory (4) Satisfactory (3) Unsatisfactory (2) Poor (1) E T AVE. SCORE
Done checking at least 1 | Done checking at least 3 |Done checking at least 1 |Done checking 1 day Done checking 2 days | Done checking at least
Timeliness |Week before the days before the deadline |day before the deadline |after the deadline after the deadline 1 week before the
deadline deadline
100% of the documents [95-99% of the 90-94% of the 85-89% of the 80-84% of the 95-99% of the
Quality were c?rredly ﬂlfd documents were , documents were documents were documents were documents were
according to subject correctly filed according |correctly filed according correctly filed according |correctly filed according |correctly filed
i to subject to subject to subject to subject according to subject
dm;m-ms Januaryto 100% of the.d?cuments 100% ?' the dt?cuments 100% of the documents |100% of the documents |100% of the documents |100% of the
aeedid i be 5% December | Efficiency wfre filed within 30 ' wlero filed within 31 were filed within 1 hour |were filed within 2 hours were filed beyond 3 documents were filed 4 4 4 02
fled minutes upon instruction| minutes to 1 hour upon & 1 min. to 2 hours upon|& 1 min. to 3 hours upon|hours upon instruction  [within 31 minutes to 1
instruction instruction instruction hour upon instruction
Maintained and updated |Maintained and updated (Maintained and updated [Partially maintained and |Not maintained and Maintained and
Timeliness |€veryday 3 times a week once a week updated updated updated 3 times a
week
Missing logsheet/s were |Missing logsheet/s were [Missing logsheet/s were |Missing logsheet/s were [Missing logsheet/s were |Missing logsheet/s
Quality |found within a few found within a few hours |found within a day found within a week not found were found within a
minutes few hours
4 Maintained Logsheets were Logsheets were Logsheets and Logsheets and Logsheets and Logsheets were
records of afficlancy nTaintairTed everyday and rrfamtair.\ed weekly and biomnlrics were blo_me!lrics were paztlall)j bio'met'richwere noi y maintained everyday
llogsheets and % 1;\('.::‘:: :::::tlncs were updated blom:trlcs were updated | maintained and updated |maintained and up d | and up and biometrics were 5 5 266667 | 0.2333333
biometrics of the y monthly monthly updated monthly
SDO Personnel Logsheets and Logsheets and Logsheets and Logsheets and Logsheets and Logsheets and
biometrics were made |biometrics were made  |biometrics were made  |biometrics were made  |biometrics were made | biometrics were made
Timeli ilable on the 1st day [available on the 2nd-3rd |available on the 4th-5th |available on the 2nd available on the 3rd available on the 1st
of the month day of the month day of the month week of the month week of the month day of the month
General and routinary  |General and routinary  [General and routinary  |General and routinary  [General and routinary | General and routinary
clerical support were clerical support were clerical support were clerical support were clerical support were clerical support were
Quality |done with 95-100% of  |done with 90-94% of  [done with B5-89% of  |done with 80-84% of  |done with 75-79% of  |done with 95-100% of
errors resolved errors resolved errors resolved errors resolved errors resolved errors resolved
1. Provided 100% of general and 100% of general and 100% of general and 100% of general and 100% of general and 100% of general and
general and routinary clerical support |routinary clerical support |routinary clerical support | routinary clerical support |routinary clerical support | routinary clerical
routinary clerical 10% Januaryto | Efficiency |were done within 30 were done within 31 were done within 1 hour |were done within 2 hours|were done beyond 3 support were done 5 5 5 05
support to the December, minutes minutes to 1 hour & 1 min. to 2 hours & 1 min. to 3 hours hours within 30 minutes
Administrative
Officer V General and routinary  [General and routinary  |General and routinary  |General and routinary  |General and routinary | General and routinary
clerical support were clerical support were clerical support were clerical support were clerical support were clerical support were
Timeliness |2<ted upon within 30 acted upon within 31 acted upon within 1 hour |acted upon within 2 acted upon beyond 3 acted upon within 30
minutes after Instruction |minutes to 1 hour after |8 1 min. to 2 hours after |hours & 1 min. to 3 hours after instruction | minutes after
instruction instruction hours after instruction instruction
2. Made Special Prepared Special Orders |Prepared Special Orders |Prepared Special Orders Prepared Special Orders |Prepared Special Orders Prepared'Spuial
Orders (Return to Quality |With 95-100% of errors  |with 90-94% of errors  |with 85-89% of errors  |with 80-84% of errors  with 75-79% of errors | Orders with 95-100%
Duty and Change resolved resolved resolved resolved resolved of errors resolved
(A3 of Name) 100% of submitted 100% of submitted 100% of submitted 100% of submitted 100% of submitted 100% of submitted
Administrative requests were requests were requests were reqltn.ests were ) requ@s were = re:ue:tu: rme o
Support (45%) Efficiency individually reviewed individually r d and |individually r d and ln(.ilvnduale revlew‘ed' and imfimdual.ly revlewAe 'an in le . Izve::wso
20% March to and printed with SO printed with SO within 16| printed within 31to 45 |printed with SO within 46| printed with SO within 15 an Prm(e w 5 3 | 433333 | 0.8666667
December within 15 minutes to 30 minutes minutes mins. to 1 hour minutes within 15 minutes
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TO &t FLLID IN DURING PLANNING JO 8 FILLED DURING EVALUATION
MTESATATA | cancmn | WUSNT AR Temra PERFORMANCE INDICATOR RATING
(RN ORIV = ACTUAL RESULT SCORE
Outstanding (1) Very Satistactory (4) Satlstactory (3) Unsatistactory (2) Poor (1) Q £ T AfAvE
Requests were acted Requests were acted Requests were acted Requests were acted Requests were acted Recjuasts were acted
PN wthin W days upen within 15-20 days  |upon within 21-31 days |upon beyond | month  |upon beyond 2 months [upon within 15-20
Timalingss |27 recent. wnce after receipt, since after receipt, since after receipt, since after raceipt, since days after receipt,
Special Orders are made |Special Orders are made Speclal Orders are made [Speclal Orders are made Speclal Orders are made |since Speclal Orders
A m bulk in bulk in bulk in bulk are made in bulk
PSIROP FY 2022 was PSIPOP FY 2022 was PSIPOP FY 2022 was PSIPOP FY 2022 was PSIPOP FY 2022 was PSIPOP FY 2022 was
i). Undatnd ey Qualry wdated wth 95-100%  |updated with 90-94% of updated with 85-89% of [updated with 80-84% of updated with 75-79% of |updated with 95-100%
)‘N-d of ermors resohved errors resolved errors resolved errors resolved errors resolved of errors resolved
Sarvces
] . - 00N of the PSIPCP FY | 100% of the PSIPOP FY 100% of the PSIPOP FY | 100% of the PSIPOP FY | 100% of the PSIPOP FY [100% of the PSIPOP FY
t o E33 Y . EScency | 2022 was undated every |2022 was updated every |2022 was updated every |2022 was updated every [2022 was updated every [2022 was updated 5 3 S 433333 0.65
Pa=la Decemider
! r S~ days 15-21 days 22-31 days 32-38 days 39 days and beyond every 15-21 days
3 o Se Updated the PSIPOP FY |Updated the PSIFOP FY Updated the PSIPOP FY |Updated the PSIPOP FY Updated the PSIPOP FY |Updated the PSIPOP
i 2022 at least 2 weeks 2022 at least 1 week 2022 at least 3 days 2022 1 day after the 2022 2 or more days FY 2022 at least 2
¢ before the deadline before the deadline before the deadline deadline after the deadline weeks before the
i deadline
e ] e 2 s e . 3 T —— TR OVERALL RATING FOR,
> 4633333
i & Tomat 0% y; > = i ACCOMPLISHMENTS:

N5
/ /Rates
/ [
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Republic of the Philipyines
Department of Chucation
REGIONAL OFFICE NO. VI (EASTERN VISAYAS)
SCHOOLS DIVISION OFFICE - Biliran

Larrazabal, Naval, Biliran

2021 INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW FORM (IPCRF)

Nlrn.olEmpley* CHRISTINE M. POGOY Name of Rater: NANETTE G. PLA
Pcsmu: Administrative Assistant I Position: | Administrative Officer V
Division SDO Biliran Date of Review:
Rating Pertod: January to December 2021
TO BE FILLED IN DURING PLANNING TO BE FILLED DURING EVALUATION
KEY RESULT AREA PERFORMANCE INDICAT
(XRA) OBJECTIVES \VO:JGHT pun TIMELINE - = or ACTUAL RESULT et Lo
ECTIVE LDimension Outstanding (5) Very Satisfactory (4) Satisfactory (3) Unsatisfactory (2) Poer (1) Q E T AVE. SCORE
Prepared PR, AR, and Prepared PR, AR, and Prepared PR, AR, and Prepared PR, AR, and Prepared PR, AR, and Prepared PR, AR, and
1. Prepared Quality |Supplemental PPMP with| Supplemental PPMP with | Supplemental PPMP with | Supplemental PPMP with | Supplemental PPMP with Supplemental PPMP
Purchase (ervor wisa) [95-100% of errors 90-94% of errors 85-89% of errors 80-84% of errors 75-79% of errors with 95-100% of errors
Requests, Activity resolved resolved resolved resolved resolved resolved
Requests, and 100% of PR and AR per |100% of PR and AR per |100% of PR and AR per |100% of PR and AR per |100% of PR and AR per |100% of PR and AR
Supplemental Efficiency |Activity. and Activity, and Activity, and Activity, and Activity, and per Activity, and
KRA 1: Schedule of Project o January to (duration Supplemental PPMP Supplemental PPMP Supplemental PPMP Supplemental PPMP Supplemental PPMP Supplemental PPMP 5 5 4 466667 07
Activities (15%) Procurement December wise) |Were done within 30 were done within 31 were done within 1 hour |were done within 2 hours|were done beyond 3 were done within 30 ) ’
Management minutes mins. to 1 hour 8 1 min. to 2 hours & 1 min. to 3 hours hours minutes
Plan as instructed
by the ) Prepared PR, AR, and Prepared PR, AR, and Prepared PR, AR, and Prepared PR, AR, and Prepared PR, AR, and Prepared PR, AR, and
A dimimiiiretl Timeliness |g,oplemental PPMP at  |Supplemental PPMP at  |Supplemental PPMP at  [Supplemental PPMP 2 |Supplemental PPMP 1 |Supplemental PPMP at
fFicer V (d"_d""' least 2 weeks before the [least 1 week before the |least 3 days before the |days before the schedule |day before the schedule |least 1 week before
wisa) schedule of activity schedule of activity schedule of activity of activity of activity the schedule of activity
Date received, title of Only date received, title |Only date received, title |Only date received, title |Wrong details of the Date received, title of
document, action taken, |of document, action of document, action of document, and action [received and released document, action
date and time released, [taken, date released, and |taken, and recipient were |taken were indicated in | documents were taken, date and time
Quality (504 recipient were recipient were indicated |indicated in the the recordings indicated in the released, and recipient
indicated in the in the recordings recordings recordings were indicated in the
1. Monitorsd the recordings recordings
g Recorded 100% received |Recorded 90-99% Recorded 90-99% Recorded 90-99% Recorded 90-99% Recorded 90-99%
Pulouend lanuary to and released documents |received and released received and released  [received and released  [received and released received and released 5 4 4 433333 0.65
docmwants to and T December | Efficlency |within 30 minutes after |documents within 30 documents within 31 documents within 1 hour {documents within 2 documents within 30 )
from the receipt minutes after receipt mins to 1 hour after & 1 min. to 2 hours after [hours & 1 min to 3 hours | minutes after receipt
Administrative recelpt receipt after receipt
Gy Forwarded the signed  |Forwarded the signed | Forwarded the signed Forwarded the signed | Forwarded the signed |Forwarded the signed
documents within 30 documents within 31 documents within 1 hour |documents within 2 documents beyond 3 documents within 31
Timeliness |minutes after receipt mins. to 1 hour after & 1 min. to 2 hours after |hours & 1 min. to 3 hours after receipt from |mins. to 1 hour after
from the AO V recelpt from the AOV [ receipt from the AOV  |hours after receipt from |[the AOV receipt from the AOV
the AOV
100% of observed 95-99% of observed 90-94% of observed 85-89% of observed Did not follow up the | 100% of observed
Quality lacking attachments lacking attachments lacking attachments lacking attachments lacking attachments lacking attachments
were followed up wera lollowed up were followed up were followed up were followed up
ZiChaded e ~30% of submitted DTRs |100% of submittod DTRs |100% of submitted DTRs | 100% of submitted DTRs [ 100% of submitted DTRs [100% of submitted
wiisdiment of of the SDO Personnel of the SDO Personnel of the SDO Personnel of the SDO Personnel of the SDO Personnel DTRs of the SDO
and consolidsted 15% Jeoarye Efficiency |were Individually were Individually were Indlvidually were Individually were individually Personnel were S S S S 0.75
the submitted December checked within 30 checked within 31 mins. |checked within 1 hour & |checked within 2 hours | checked beyond 3 hours Individually checked
DTRs of the SDO minutes to 1 hour 1.min to 2 hours & 1 min to 3 hours within 30 minutes
Mevsamaal
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KEY RESULT AREA P TO 86 FILLED IN DURING PLANNING
oBs NG EVALUATION
(KRA) FCTVES | omstcrive | TIMELIN PERFORMANCE INDICATOR 70 8 IAHD Ou e
q D RATI
TRecoi rur Imension Outstanding (5) Very Satlsfactory (4) Satsfactory (3) Unsatistacs ACTUAL RESULT
Management (40%) Done checking at least 1 Dona checking at least 3 [Done chocki ! = i) : T e e
Timaliness (Wock bofore the days bofore the dendline |day bef, :ﬂ toaime |Coe checking tdey [ Done checking 2 days | Done checking at least
deadline Ay before the doadline |after the deadline aftor the deadline 1 woak bolore the
deadline
‘1"00% of the ldo"c'u':nnu 95-99% of the 90-94% of the 85-89% of the 80-84% of the 95-99% of the
ore corractly flle documents wore documents wero
Quality | or ding to subject  |correctly flod accord) R documents woro documents wera documents were
3. Flled N9 |corroctly flled according |correctly filed eccording |correctly filod according correctly filod
to subject to subject to subject to subjoct according to subject
R January to 100% of the d iy
o
i ™| Dacembor wore Mo wiihin 30w e | o e documents 0% ofte documets | 100% fte dovumens |190% e 4 s | 433333 | 02166667
filed Efficlency R n | were filed within 31 wore flled within 1 hour [were filed within 2 hours |were filed beyond 3 documants were filed : ‘
er Instruction :nl:lu!:;\o 1hour after |& 1 min. to 2 hours after &1 min. to 3 hours after |hours after Instruction  [within 31 minutes to 1
nstruction Instruction Instruction hour after instruction
Timeliness Maintained and updated | Malntalned and updated |Maintained and updated [Partially maintained and [Not maintained and Malntained and
everyday 3 times a weok once a weok updated updated updated everyday
Missing logshect/s were Missing logsheet/s were Missing logsheet/s were Missing logsheet/s were |Missing logsheet/s were Missing logsheet/s
Quality |found within a fow found within a few hours |found within & day found within a week not found wore found within a
4. Maintained minutes few minutes
n
records of Logsheets were Logsheets ware Logsheets and Logsheets and Logsheets and Logsheets were
fogihonts e Efficion maintained everyday and |maintained weekly and  |blometrics were blometrics were partially |biometrics were nat maintained everyday
e og dﬂ 5% January to <Y |blometrics were updated | blometrics were updated |maintained and updated |maintained and updated |maintained and updated |and biometrics were 5 5 5 0.25
;":ﬂ Olﬂg.m s monthly monthly monthly updated monthly
vision
P nnel Logsheets and Logsheets and Logsheets and Logsheets and Logsheets and Logsheets and
blometrlcs were made  |biometrics were made blometrics were made  |biometrics were made | biometrics were made  |biometrics were made
Timaliness |5 silable on the 1st day |avallable on the 2nd-3rd |avallable on the 4th-Sth |avallable on the 2nd available on the 3rd svallable on the 1st
of the month day of the month day of the month week of the month weak of the month day of the month
General and routinary  |General and routinary | General and routinary  |General and routinary  |General and routinary | General and routinary
clerical support were clerical support were clerical support were clorical support were clerical support were clerical suppon were
Quality  ldone with 95-100% of  |done with 90-04% of  |done with 85-89% of |done with 80-84% of | done with 75-79% of done with 95-100% of
errors resclved errors resolved errors resolved errors resolved errors resolved errors resolved
1. Provided 100% of general and 100% of general and 100% of general and 100% of general and 100% of general and 100% of general and
general and routinary clerical support |routinary clerical support |routinary clerical support |routinary clerical support routinary clerical support |routinary clericel
routinary clerical 20% January to | Efficiency |were done within 30 were done within 31 were done within 1 hour |were done within 2 hours|were done beyond 3 support were done 5 5 5 1
support to the December minutes minutes to 1 hour 81 min. to 2 hours 8.1 min. to 3 hours hours within 30 minutes
Administrative
:l:k.or v General and routinary  |General and routinary General and routinary  |General and routinary General and routinary  |General and routinary
clerical support were clerical support were clerlcal support were clerical support were clerical support were clerical support were
imeli acted upon within 30 acted upon within 31 acted upon within 1 hour |acted upon within 2 acted upon beyond 3 acted upon within 30
Emt— minutes after instruction |minutes to 1 hour after |8 1 min. to 2 hours after [hours & 1 min. to 3 hours after instruction [ minutes after
Instruction Instruction hours after Instruction instruction
Citlzen's Charter Citizen's Charter Citizen's Charter Citizen's Charter Citizen's Charter Citizen's Charter
Handbook and Handbook and Handbook and Handbook and Handbook and Handbook and
Information Bulletin Information Bulletin wero|Information Bulletin were|Information Bulletin were [Information Bulletin were|Information Bulletin
Quality || e finalized with 95- | finalized with 90-94% of |finalized with 85-89% of |finalized with 80-84% of |finalized with 75-79% of |were finalized with 95-
100% of errors resolved |errors resolved errors resolved errors resolved errors resolved 100% of errors
resolved
KRA 3; 2. Consolidated 100% of the Citizen's | 100% of the Citizen's  |100% of the Citizen's  |100% of the Citizen's | 100% of the Citizen's | 100% of the Citizen's
Administrative | and finalized the Charter Handbook and  |Charter Handbook and  [Charter Handbook and  [Charter Handbook and  |Charter Handhool:' and |Charter Handbook and
Support (45%) contents of the January to | Efficiency |information Bulletin Information Bulletin were|Information Bulletin were|Information Bulletin were|Information Bulletin were|Information Bulletin 4 5 466667 07
Chima’y Clowsor L December were finalized within 5- | finalized within 15-21 | finalized within 22-31  [finalized within 32-38  |finalized after 39 days | were finalized within
Handbook and 14 days_ days days days and beyond 15-21 days
Vel e ol e
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lrrf TO BE FILLED IN DURING PLANNING TO BE FILLED DURING EVALUATION
KEY RESULT ARga omkcTives | WHGHT PER L PERFORMANCE INDICATOR ot
(KRA) OBJECTIVE = ] v | PR s
e r—— R ] e — 9 ry Satistactory (4) Satlsfactory (3) Unsatisfactery (2) Poor (1) E
Bulletin Consolidated and Consolidated and Consolidated and Consolidated and Consolidated and Consolidated and
finalized the contents of finalized the contents of finalized the contents of finalized the contents of [finalized the contents of |finalized the contents
the Citizen's Charter the Citizen's Charter the Citizen's Charter the Citizen's Charter the Citizen's Charter of the Citizen's Charter
Timeliness |Handbook and Handbook and Handbook and Handbook and Handbook and Handbook and
Information Bulletin at Information Bulletin at  |Information Bulletin at  |Information Bulletin 1 Information Bulletin 2 or [Information Bulletin at
least 2 weeks before the |least 1 week before the |least 3 days before the day after the deadline  |more days after the least 2 weeks before
deadline deadline deadline deadline the deadline
PSIPOP FY 2021 was PSIPOP FY 2021 was PSIPOP FY 2021 was PSIPOP FY 2021 was PSIPOP FY 2021 was PSIPOP FY 2021 was
3. Updated the Quality updated with 95-100% updated with 90-94% of updated with B5-89% of updated with 80-84% of |updated with 75-79% of updated with 95-100%
Personnel of errors resolved errors resolved errors resolved errors resolved errors resolved of errors resolved
Services September 100% of the PSIPOP FY  [100% of the PSIPOP FY |100% of the PSIPOP FY  |100% of the PSIPOP FY [100% of the PSIPOP FY | 100% of the PSIPOP FY oot
Ttemization and 10% to Efficiency |2021 was updated within [ 2021 was updated within {2021 was updated within |2021 was updated within [ 2021 was updated after [2021 was updated 4 S | 466667 | 046
Plantilla of Decernbiér 5-14 days 15-21 days 22-31 days 32-38 days 39 daysand beyond  |within 15-21 days
it Updated the PSIPOP FY Updated the PSIPOP FY Updated the PSIPOP FY Updated the PSIPOP FY |Updated the PSIPOP FY Updated the PSIPOP
S0 0w the soscal 2021 atleast2weeks 12021 atleast 1 week  [2021atleast3ays (20211 dayahterthe  [20212 or more days |FY 2021 at least 2
database Fhnaliness before the deadline before the deadline before the deadline deadline after the deadline wuekf before the
Jeadine OVERALL RATING FOR 4733333
Total: 100% ACCOMPLISHMENTS:

ek

Rater

AYONA, JR. PhD

_KpHroying Authority
Ry,
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" Republic of the Pyilippines
Mepartment of Education

REGIONAL OFFICE NO. VIl (EASTERN VISAYAS)
SCHOOLS DIVISION OFFICE - Biliran

Larrazabal, Naval, Biliran

2020 INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW FORM (IPCRF)

Name of Employee: |Christine M. Pogoy Name of Rater: Nanette G. Pla
Position: Administrative Assistant ] Position: Administrative Officer V
Division: SDO-Biliran Date of Review:
Rating Period: August-December 2020
TO BE FILLED IN DURING PLANNING TO BE FILLED DURING EVALUATION
KEY RESULT AREA WEIGHT PERFORMANCE INDICATOR RATING
nA OBJECTIVES PER TIMELINE ACTUAL RESULT
(KRA) OBJECTIVE (Quality, Efficiency, Timeliness) Q E T AVE. SCORE
1. Provided assistance in the
preparation of the Annual November One (1) AIP (FY 2021)
ove er- .
KRA 1: Schedule of |Implementation Plan and Project 10% b b No. of AIP and PPMP preparation | and one (1) PPMP (FY 4 4 4 4 04
ecember .
Activities Procurement Management Plan ? 2020 assisted 2021) preparation
as instructed by the assisted
Administrative Officer V
1. Moni i d
onitored the received an Monitored 100%
KRA 2: Record feleaced documents addrescecitd Septaih- Percentage of received and received and released
cOr?  lthe Administrative Officer V by|  15% | December , 45| a5 | 45| 45 | o675
Management o released documents monitored | documents through the
encoding it in the document 2020 DTS
tracking system
2. ‘Flle‘d document;/ . bercentace of Filed 100% of
communications needed to be eptember g - documentsicommunia
filed by subject/category, 5% December documents/communications A 5 5 5 5 0.25
cations needed to be
alphabetical order, and 2020 needed to be filed filed
chronological order
Maintained logsheets
o / " from October 2019-
Az Pecsonnatiil Montained records f : o ;P em;r' No. of logsheets and biometrics | December 2020 and 5l s g
- i i er .
Mattisi logsheets and biometrics of the ° ’;;':0 maintained uploads the records of : HES
DO Personnel biometrics in the system
manthly
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( 2. Checked the attachments of
and consolidated the submitted September- | Records of the submitted DTRs of | Tracked the submission
DTRs of the SDO Personnel to be 15% December | the SDO Personnel checked and of DTRs of the SDO 45| 45 | 45 45 0.675
turned over to the Administrative 2020 consolidated Personnel monthly
Aide II for filing
KRA 4: 1. Provided clerical and September- f cleri 1007% of.clencal ar::i
Administrative [secretariat support to the 15% December Percen‘tage s dand d sc?cret:r:!at surfpo t 5 5 5 5 075
Support Administrative Officer V 3020 secretariat support rendere assigned from time to
time acted upon
2. Provided assistance in th Prepared and
; I . ".‘ - October- | No. of Admin Unit narratives and i P
preparation and consolidation of consolidated 38 process 5 0.75
X 15% December process maps preared and ) 5 5 5 .
the process narratives and maps 2020 conssiidated narratives and maps of
of the Admin Unit the Admin Unit
3. Prepared travel documents for
thﬁ Admlmstr'atlve Offlser V;nd ercanties SiraildoEEmineS 100% of requested
v u
ot e.r.requestmg party by making 10% As needed erceniag @ travel documents acted | 5 5 5 5 05
Certificate = of  Appearance, prepared Lipon
Locator Slip, and Authority to
Travel
4. Provided administrative
support needed by the other August Percentage of administrative 100% of administrative
Admin staffs and in the 5% 2020, As support rendered support needed acted | 4.5 [ 45 | 4.5 4.5 0.225
implementation of office needed upon
programs/projects/activities
KRAS:Guest |- Entertained visitors/guests by September-| . centage of visitors/guests | 100% of visitors/guests
R responding to their inquiries if 5% December rtained . 45| 45 | 45 45 0.225
Reception entertaine entertained
there are any 2020
ET ; : OVERALL RATING FPR
: 100% e ﬁ !
Total ) Ty ACCOMPLISH S: 4.7
TG, [ -
N anett:z. la Chrisﬁm Pogoy Margarito A. ona, Jr. PhD
atlr ? / Rftee Approving Agthority
\
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