.

AU5

e g
142019

INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW (IPCR)

|, AIMEE R. POLIQUIT , ADMINISTRATIVE ASSISTANT il of the OFFICE OF THE BUREAU DIRECTOR of OIL INDUSTRY MANAGEMENT BUREAU (OIMB) commit to deliver and agree to be rated on the attainment of the following accomplishments in accordance with the indicated

measures for the period JANUARY TQ JUNE 2019 .

Date,

26 JUly 2019

Reviewed by

Date

Approved by

| 1~

Date

BIR-RINOE. ABAD I\/
\

icer-in-Charge, OIMB

Output

SUCCESS INDICATORS

(TARGETS + MEASURES)

Actual Accomplishments

X
RATING

Q' [ T

REMARKS

Updated Calendar of Appointments

Maintained daily updated appointments calendar of the official.
Includes details of appointment: date, time, venue, agenda and
attendees/participants (if any)

Monitored the calendared daily meeting/s or appointment/s of
the official

Responded to walk-in and/or telephone
inquiries from internal and external clients

Responded to walk-in and/or telephone inquiries from internal
and external clients

Assisted walk-in clients, answered telephone inquiries and
disseminated accurate and important details to the concerned
staff for immediate action/response to the concern

Maintained and updated records management

Management of records maintained and updated monthly for
easy retrieval.

Files are arranged per folder and are labeled correctly and should
be readable to all

Documents are chronologically arranged per date of document
(latest to oldest)

Prepared and processed Nominations,
Memorandums, Letters, Liquidation Reports, etc

Nominations, Memorandums, Letters etc. are prepared as per
advised/ instructioned by the official as submission, reply and for
official travel. Travel reports are liquidated/prepared, processed
and submitted for approval.

Administrative documents processed and
submitted

Obligations Requests & Disbursement Vouchers

Petty Cash Vouchers
PLDT/Globe billings

Other Administrative Documents

Communications received and released

Received and released official incoming/outgoing communications
daily (logged indicating important details, i.e. date, sender,
endorsing unit, recipient,subject/description, deadline, etc.) in the
database thru excel and logbook

Received documents from the clients which were already
evaluated by the technical staff and input details to a Document
Tracking Sheet (DTS) thru excel and afterwards logged into the
logbook or vice versa

Checked documents which are for release (if it is already signed by
the signatory, date and time are provided for 1ISO Compliance) and
scanned important documents for future reference and easy
retrieval.

Final Average Rating

4.75




Comments and Recommendations for Development Purposes

Date

Assessed by

Date

Final Rating by

Date

Discussed with

Al R. POLIQUIT

Hé,mployee

| certify that | discuss, y assessment

Supervisor

IR. RINO E. ABAD

Head of Office

Legend: 1-Quality 2-Efficiency

3-Timeliness

4-Average




P (2 fous

INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW (IPCR})

ANNEX "B"
|, AIMEE R. POLIQUIT , ADMINISTRATIVE ASSISTANT Ill of the OFFICE OF THE BUREAU DIRECTOR of OIL INDUSTRY MANAGEMENT BUREAU (OIMB) commit to deliver and agree to be rated on the attainment of the following accomplishments in accordance with the indicated
measures for the period JULY TO DECEMBER 2019 . P

ee
/ [\ Date 2% FER 2/0 w
|Reviewed by / Date Approved by 4[ Date
N
LA |. ROMERO R.RINO E. D
t. Dir., OIMB Officer-in-Charge, OIMB
Output SULCESS INDICATORS Actual Accomplishments 3 3 istihls 73 REMARKS
(TARGETS + MEASURES) Q E (e A
Maintained daily updated appointments calendar of the official. 5 5 5
Includes details of appointment: date, time, venue, agenda and
Updated Calendar of Appointments attendees/participants (if any)
Monitored the calendared daily meeting/s or appointment/s of 5 5 5
the official
Responded to walk-in and/or telephone inquiries from internal 5 5 5
and external clients
Responded to walk-in and/or telephone Assisted walk-in clients, answered telephone inquiries and
inquiries from internal and external clients disseminated accurate and important details to the concerned 5 5 5
staff for immediate action/response to the concern
Management of records maintained and updated monthly for a 4 a
easy retrieval.
Maintained and updated records;management Files are arranged per folder and are labeled correctly and should a 4 a
be readable to all
Documents are chronologically arranged per date of document n s 4
(latest to oldest)
Nominations, Memora
R advised/ instr &
official 5 s 5
; Liglidationi T |subrrate
Obligations Requests & Disbursement Vouchers S 5 S
Administrative documents processed and Petty Cash Vouchers 5 3 5
submitted PLDT/Globe billings
Other Administrative Documents 5 5 S
Received and released off; foutgoing comm
daily {logged indicating impor date, ]
endoersing unit, recipient,subject/dascription, daadline, etc .} in the 5 5 5
database thru excal and logboch
Received documents from the chiants which were already
Communications received and released evaluated by the technical staff and input d to a Docurnent 5 5 5
Tracking Sheet (DTS} thru excel and afterwards icgged int
loghook
Checked documents which are for relea t is already signed, 5 5 5
date and time are provided for ISC Compliance) and scannad
important documents for future reference and easy retrieval.

Final Average Rating 4.75
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Comments and R for Development Purposes

Date Assessed by Date Date
/ Final Ratirmg by
Discussed with | certify that | discusyéd my assessment
N —
1)“ 202
X?L 9’} FtB O O ROQELA I. ROMERO
AIMEE R. POLIQUIT IR. RINO E. ABAD
Employee Supervisor Head of Office

Legend: 1-Quality 2-Efficiency ~ 3-Timeliness  4-Average




INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW (IPCR)

1, AIMEE R. POLIQUIT , ADMINISTRATIVE ASSISTANT (Il of the OFFICE OF THE BUREAU DIRECTOR (OBD) of OIL INDUSTRY MANAGEMENT BUREAU (O!IMB) commit to deliver and agree to be rated on the attainment of the following accomplish;\;nts in accoray with ind e __;
measures for the period JANUARY to JUNE 2020 . - 4 T
tee
7\ Date,
Reviewed by Date Approved by 1 { Date
R. RINO E. ABA
Officer-in-Charge, OIMB
SUCCESS INDICATORS RATING
Output Actual Accomplishments REMARKS
pu (TARGETS + MEASURES) P q £ T Al

Maintained daily updated appointments calendar of the official Lt 5 S

Includes details of appointment: date, time, venue, agenda and
Updated Calendar of Appointments attendees/participants (if any)

Monitored the calendarec caily meeting/s or appointment/s of 5 S 5

the official

Responded to walk-in and/or telechone inquiries from internal & s 5

and external clients -
Responcec 10 walk-in and/or telephone Assisted walk-in clients, answerea te'eghone inquiries anc
inguiries from internal and external clients disseminated accurate anc important details to the concerned < s 3

staff for iImmediate acticn/response tc the concern i -

Management of records mzinizinec and updated monthiy for P m -

easy retrieval

R Files are arrangec per “cicer anc are 'abeled correctly anc snouic
Maintainec and updated records management y ° Y & 4 4
be readable to ail

Documents are chrenoiogica ly arranged per date of document

a a a
{latest to oldest)
et are prepe s ¢
¢ the © -
s e 5 5 5
Obligations Requests & Discursement Vouchers | 5 5 3
Agministrative documents processec anc Petty Cash Vouchers 5 s g
submittec PLDT/Globe billings - N
Other Administrative Documents 2 5 S
o

v 5 S 5

4 e howere alresay
LG ANRNG TRCRIVEE AN ree el i t detaiis to 3 5 5 5
. ! 5 S S

Final Average Rating 4.75




Comments and Recommendations for Development Purposes

Date Assessed by

i

Date

Final Rating by

Date

Discussed with | certify that | discussed off assessment

RODELA I. ROMERO
AIMEER. POLIQUIT

Supervisor

Employee

DIR. RINO E. ABA!

D

& Head of Office

Legend: 1-Quality 2-Efficiency  3-Timeliness  4-Averoge




INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW (IPCR}

e

‘

Date

A

1. B8 20y

ANNEX "B"

I, AIMEE R. POLIQUIT , ADMINISTRATIVE ASSISTANT ili of the OFFICE OF THE BUREAU DIRECTOR (OBD) of OIL INDUSTRY MANAGEMENT BUREAU (OIMB) ccmmit tc deliver and agree to be rated on the attainment of the foliowing accomplishments in accordance with the indicated
measures for the period JULY TO DECEMBER 2020 .

)

Final Average Rating

Reviewed by / Date Approved by Date
RO I. ROMERO IR. RINO E. ABAD
Ast! Dir., OIMB Officer-in-Charge, OIMB
SUCCESS INDICATORS . RATING
Qutput Actual Accomplishments : 3 REMARKS
(TARGETS + MEASURES) Q’ E i
To respond to walk-in and/or telephone inquiries from internal |All walk-in clients and/or telephone inquiries from internal : .
and external clients and external clients were responded politely and accordingly;
Responded to walk-in and/or telephone To assist walk-in clients, answers telephone inquiries and
inquiries from internal and external clients disseminates accurate and important details to the concerned Disseminated accurate and important details to staff for their S .
staff for immediate action/response to the concern information and appropriate action
To manage records through maintaining and updating monthly  |Organized records are maintained and updated monthly for 2 "
for easy retrieval. easy retrieval
P T il folders, correctly labeled and should
Maintained and updated records management e e el edandishould be ) 4 4
readable to all Files are arranged per folder and are labeled correctly
Documents are chronologically arranged per date of document  |files are arranged per category, by year and per date of the 4 p
(latest to oldest) document (latest to oldest)
To prepare Nominations, Memoranda, Letters etc. are as per e
i ) ) L o Nominations, memoranda, letters, etc were
L advised/ instruction of the official and for the official travel of o s
Prepared and processed Nominations, he official. To liquidate/ dlsubmlt & ( prepared/liquidated and submitted travel reports for approval . .
Memorandz, Letters, Liquidation Reports, etc theotfical. fofiquidete/prepare; processiandisubmit trave in connection to the advised/instruction of the official and
reports for approval. " s
corresponding official travel
- " igati i Obligations Requests & Disbursement Vouchers, PLDT/Globe
Administrative documents processed and Obligations Re.q.uests & Disbursement Vouchers ! "E ion. qu - i “.' U / S S
submitted PLDT/Globe billings billings and other administrative documents were processed 5 5
Other Administrative Documents timely and every month. S 5
To receive and release official incoming/outgoing
communications daily (logs indicating important details, i.e. All incoming/outgoing official documents were received and
date, sender, endorsing unit, recipient,subject/description, released appropriately; logged important details, i.e. date, 5 5
deadline, etc.) in the database thru excel and logbook sender, endorsing unit, recipient,subject/description, |
deadline, etc.) in the database thru excel and loghook i
iTo receive documents from the clients which were already All documents received from the clients sfter evaluation of the i
Communications received and released levaluated by the technical staff and input details to a Document |technical staff were properly received and logged into the < 5 !
| Tracking Sheet (DTS) thru excel and afterwards logged into the |logbook and inputted details to a2 Document Tracking Sheet
logbook (DTS |
To check documents which are for release (if it is aiready signed, |All documents were thoroughly checked {if it is 2lready signed, s 5
ﬁdaxe and time are provided for I1SO Compliance) and scan date and time are provided for 1SC Comgliance) and scanned
o ‘important documents for future reference and easy retrieval. impertant documents for easy retrieval znd future reference i i




Comments and Recommendations for Development Purposes

Date

Assessed by

Date

Date

Employee

e Final Rating B\
Discussed with 1 certify that | discusy#d my assessment
uarud' 22 FER
&1 l 202/) RODI I. ROMERO
AIMEE R. POLIQUIT ~ RINO E. ABAD
Supervisor Head of Office

Legend: 1-Quality 2-Efficiency

3-Timeliness

4-Average




INDIVIDUAL PERFORMANCE COMMITMENT AND REVIEW (IPCR)

ANNEX "B"

I, AIMEE R. POLIQUIT , ADMINISTRATIVE ASSISTANT Iil of the OFFICE OF THE BUREAU DIRECTOR (OBD) of OIL INDUSTRY MANAGEMENT BUREAU (OIMB) commit to deliver and agree to be rated on the attainment of the following accomplishments in accordance with the indicated
measures for the period JANUARY TO JUNE 2021 .

.

tee
= N oxte_ 7 20- Alla-U
Reviewed by Date Approved by Date
/ Officer-in-Charge, OIMB
SUCCESS INDICATORS RATING
Output Actual Accomplishments
{TARGETS + MEASURES) Q & T A BEMARKS
To respond to walk-in and/or telephone inquiries from internal |All walk-in clients and/or telephone inquiries from internal and 5 5 :
and external clients external clients were responded politely and accordingly;
Responded to walk-in and/or teleph To assist walk-in clients, answers telephone inquiries and
inquiries from internal and external clients disseminates accurate and important details to the concerned  |Disseminated accurate and important details to staff for their 5 5 c
staff for immediate action/response to the concern information and appropriate action
To manage records through g and updating hly |Organized records are d and updated hly for a a a
for easy retrieval. easy retrieval
T 1
Maintained and updated records (] aJrrf:\ge files per folders, correctly labeled and should be ) " 4 4
to all Files are arranged per folder and are labeled correctly
Documents are chronologically arranged per date of document  |filas are arranged per category, by year and per date of the s a s
(latest to oldest) document (latest to oldest)
To prepare Nominations, Memoranda, Letters etc. are as per .
2 & < Nominations, memoranda, letters, etc were
L advised/ instruction of the official and for the official travel of L )
Prepared and processed Nominations, the official. To liquidate/ prepare, process and submit travel prepared/liquidated and submitted travel reports for approval 5 5 5
Memoranda, Letters, Liquidation Reports, etc . prepare, p in connection to the advised/instruction of the official and
reports for approval. 7
corresponding official travel
Ohlations B ey Rt B e
Administrative documents processed and 8 qL & Vouchers o & Fvl)uu. Vouchers, PLDT/Globe 5 5 5
submitted PLDT/Globe billings billings and other administrative documents were processed 5 5 5
Other Ad Doc timely and every month. 5 5 5
To receive and release official incoming/outgoing
communications daily (logs indicating important details, i.e. All incoming/outgoing official doc were received and
date, sender, endorsing unit, recipient,subject/description, released appropriately; logged important details, i.e. date, 5 5 H
deadline, etc.) in the database thru excel and logbook |sender, endorsing unit, recipient,subject/description, deadline,
etc.) in the database thru excel and logbook
To receive documents from the clients which were already All documents received from the clients after evaluation of the
Communications received and released luated by the technical staff and input details to a Document [technical staff were properly received and logged into the 5 5 5
Tracking Sheet (DTS) thru excel and afterwards logged into the  |logbook and inp d details to a Document Tracking Sheet
logbook (DTS
To check documents which are for release (if it is already signed, |All documents were thoroughly checked (if it is already signed, 5 5 5
date and time are provided for ISO Compliance) and scan date and time are provided for ISO Compliance) and scanned
important doci for future reference and easy retrieval. important doc for easy retrieval and future reference

Final Average Rating

4.75




C and Rec dations for Develop t Purposes
Date Assessed by Date Date
Final Ratigg By
Discussed with 1 certify that | discy; my assessment
. .
20- A’Mg - 7/’ ROPIELA I. ROMERO
AIM POLIQUIT DIR. RINO E. ABAD

Employee Supervisor Head of Office

Legend: 1-Quality 2-Efficiency  3-Timeliness 4-Average
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