OFFICF F THE HEAD OF

PERFORMANCE MANAGEMENT AND
REWARDS & RECOGNITION
Visca Baybay City, Leyte 6521-A, Philippines

STATE U N |V E RSITY Phone/Fax: 565-0600 local 563-7323

Email Address: prpec@vsu.edu.ph
Website: www.vsu.edu.ph

COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Annex P
Name of Administrative Staff: Pasa, Janet O.
Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) (3) Numerical Rating
(2x3)
Numerical Rating per IPCR 4.74 70% 3.32
Supervisor/Head's assessment of 4.81 30% 1.44
his contribution towards attainment
of office accomplishments
TOTAL NUMERICAL RATING 4.76
TOTAL NUMERICAL RATING:
Add: Additional Approved Points, if any:
TOTAL NUMERICAL RATING:
FINAL NUMERICAL RATING: 4.76
ADJECTIVAL RATING: Outstanding
Prepared by: Reviewed by:
PR s‘lﬂ.’.\f:!il ONTE MARLON M. TdMBls:\{oGARbo TULIN
Temp. Administrative Officer Assistant Director/ Director
Recommending Approval: / \ Zm.,\,.a!A slk.

ROSA OPHELIA D. VELARDE
Director for Research

€:

Approved: . ?v'
MA LIE]§. CENIZA
r Res?, Ext., &
Innovatioh
Vision: A globally competitive university for science, technology, and environmental conservation. Pagel of 1
Mission: Development of a highly competitive human resource, cutting-edge scientific knowledge Fx‘}’:?rz_o“z

and innovative technologies for sustainable communities and environment. No



|, JANET O. PASA, Administrative Aide Il of the Philrootcrops accomplished the following targets in accordance with the indicated measures for the period March 21 to

Prepared by:

"EXHIBIT B"

INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW (IPCR)

Approved:

(mma IS

Assistant Director

Approved: =

& (R
EDGARDO E. TULIN
Director

December 31, 2022.

Rating
MFO & 3 . Actual Accom- 5
PAPs Success/Performance Indicator (Pl) Task Assigned Target p— & § é §v Remark
3 & E 2
OVPI MFO 1 Administrative and Facilitative Services

PI'1. Number of documents, reports and Facilitates submission of dept/center's letter

communications received, evaluated, facilitated and  [requests to appropriate body 45 56 & g £ (4

recorded
Takes charge of internal and external
communications and financial documents for
signature and distribution to Center Director and 150 75 l{ [_l q L{
external communications, memoranda, circular,
etc.
Receives, records, checks and countersigned
various documents and facilitates signature of 200 221 q Lt & L{ vy
the head/assistant director/director
Reports and communications filed 150 121 £ q y 133
Facilitates signature of other govemment forms

P1 2. Number of stand 4

receive:ma!t e:‘: e; aar; dacr:l?;:t:sr?gr::? . from the dept./center for the signature of the 50 81 5 /' ..( Jd

’ dept. head/diretor/assistant director N
Types Travel Order 2% 2 ¥ I g J
Typeslassists in Application for Leave 15 48 J J K¢ v
/

Assists/prepares DTR printing 10 25 Ny ‘f < J/ Eﬁﬁié{a;:?p:::mnel




Types TripTicket 10 6 o d.LF
PI 3. Number of financial documents typed Types payrollsivouchers (Job Orders) 250 12 i
T mplished
Types honorarium of PhilRootcrops Staff 20 _ ) iuTy?:azo%Zg ;
Types reimbursement / replenishments / 20 9 y
liquidations (suppliesftravel/courier) Y
Types payment vouchers and RIS (fuel) 20 5
Types Cash Advances(supplies/travel) 20 3
Pl 4. Number of Recommendations, contracts, appointments |Types Recommendations of SRAs/Aides
4 1
typed charged to PS
To be accomplished
Types Contracts of SRAs/Aides charged to PS 4 _ iuly-dec. 2022
Types Appointments of SRAs/Aides charged to 4 To be accomplished
PS - july-dec. 2022
To be accomplished
Types Contracts of SRA/Aide charged to MOOE| 25 _ 7 q 4 lydes 202;
Types Appointments for honorarium of 15 To be accomplished
PhilRootcrops staff = july-dec. 2022
: As DAEEX Clerk form
Types Contracts J.O Workers and SRA in 3 4 j March 21 o June 15,
DAEEx (March - June 2022) 2022
P1 5: Number of student forms/docs (Clearance, Overload,
As DAEEx Clerk form
change of acad. Advisers, shifting forms, Report of Grade . ) 15
Completion, etc.) encoded, received, attended prepared, Facilitates signature of student forms 10 54 zg;h 21 to June 15,
reproduced and countersigned (March - June 2022) w
Encodes and prints student forms and manuals As DAEEx Clerk form
prepares and reproduce ready for distribution 10 39 5 L March 21 to June 15,
(March - June 2022) 2022
Assists the dept. head, OJT As DAEEx Clerk form
Coordinator/Supervisor in facilitating OJTs and 20 44 March 21 to June 15,
thesis needed forms (March-June 2022) 2022
Controls ISO documents (Communications, _
Pl 6. Number of Documents Controlled (as dDRC) Accomplishments, Contracts, Certifications, 250 475 )/ 3 As DAEEx dDRC

ect)

PI 7. Number of Subjects evaluated

Acts as Evaluation facilitator of the Faculty
evaluation




OVPIMFO 2. Frontline Services

PI 1. Efficient and customer-frienly frontine service  |Z€r0 percent complaint from clients served 0 0 complaint J qr o
Receives center visitors and refer them to 5
Number of visitors received appropriate office/Center personnel for 25 29 [ J J '8
assistance
R P
Number of telephone calls answered Telephone calls answered 100 150 1 e i 4
Best practices/new initiatives
1. DAEEX services rendered (March
1. Performs other tasks that may be assigned from 21-June 14) -
{ . ) . - 20 459
time to time Assists in the photocopying and printing . . ‘{ T f
services
*observe social distancing
. *Washing of hands/putting . P /s
2. COVID-19 Pandemic disinfectantiaicohol 100% 100% 4 ol K b il
* wearing of face masks
Total Over-all Rating
Average Rating (Total Over-all rating divided by 4) Comments & Recommendations for Development Purpose:
Additional Points:
Punctuality
Approved Additional points (with copy of
approval)
FINAL RATING 4. 4
ADJECTIVAL RATING
Evaluated and Rated by: Recommending Approval:
I =
. fTN ,-W. '
EDGARDO E. TULIN {_> MARLON-M:-TAMBIS ROSAWOPHELIA D. VELARDE
Director Assistant Director Directét for Research

Date: Date:

Date:
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COMPUTATION OF FINAL INDIVIDUAL RATING FOR ADMINISTRATIVE STAFF

Annex P
Name of Administrative Staff: Pasa, Janet O.
Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) (3) Numerical Rating
(2x3)
Numerical Rating per IPCR 4.92 70% 3.44
Supervisor/Head's assessment of 5.0 30% 1.5
his contribution towards attainment
of office accomplishments
TOTAL NUMERICAL RATING 4.94
TOTAL NUMERICAL RATING:
Add: Additional Approved Poaints, if any:
TOTAL NUMERICAL RATING:
FINAL NUMERICAL RATING: 4.94
ADJECTIVAL RATING: Outstanding
Prepared by: Reviewed by:
(f’ S ‘kk\’
BELMONTE “MAR . TAMBIS/ EDGARDO TULIN
S rative Officer Assistant Director/ Director

ROSA PHELIA D VELARDE
Ditector for Research

Recommending Approval: )

Approved: I sy A
JuU “‘ C. CENIZA

£ ¢ fokRes., Ext., &
Innovation
Vision: A globally competitive university for science, technology, and environmental conservation. Page1 of 1
Mission: Development of a highly competitive human resource, cutting-edge scientific knowledge FM-HRM-27
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and innovative technologies for sustainable communities and environment.



I, JANET O. PASA, Administrative Aide Ill of Philrootcrops accomplished the following targets in accordance with the indicated measures for the period July 1 to

"EXHIBIT B"

INDIVIDUAL PERFORMANCE COMMITMENT & REVIEW (IPCR)

December 31, 2022.

Prepared by: Approved: A" T Approved: ~x
& N > ——
MARLON M. TAMBIS EDGARDOQ E. TULIN
Assistant Director Director
Rating
MFO & ; Actual Accom-
PAPs Success/Performance Indicator (Pl) Task Assigned Trgel | chment g g g § Remark
i} E <
OVPI MFO 1 Administrative and Facilitative Services
Pl 1. Number of documents, reports and Facilitates submission of dept/center's letter
communications received, evaluated, faciltated and |requests to appropriate body a5 201 ¥ & 'S {
recorded
Takes charge of intemal and external
communications and financial documents for
signature and distribution to Center Director and 150 320 ( . ?
external communications, memoranda, circular, S" f
etc.
Receives, records, checks and countersigned
various documents and facilitates signature of 200 500 s' 1S 5
|the head/assistant director/director
Reports and communications filed 150 260 i £ ) 4 K5
Facilitates signature of other govemment forms
'ﬁﬁ;‘ml ”f mﬂgm' e from the dept /center for the signature of the 50 1050 5 £ 5 5
' dept. head/diretor/assistant director
Types Travel Order 25 54 I 3 {r §
Types/assists in Application for Leave 15 108 5 f § q
Assists/prepares DTR printing 10 80 ff J ¥ ¢  |PRORTC Faculty and staf
Types TripTicket 10 15 ¢ I [ Y03
|PI 3. Number of financial documents typed Types payrollsivouchers (Job Orders) 250 281 f J’ I &I




)

Types honorarium of PhilRootcrops Staff

20

30

Types reimbursement / replenishments /
liquidations (supplies/ravel/courier)

Types payment vouchers and RIS (fuel)

3

25

AN A

Types Cash Advances(supplies/travel)

Types statement of fund releases to NCT
cooperafing stations

R

% |Liquidation of fund

1PI 4. Number of Recommendations, contracts, appointments
typed

Types Recommendations of SRAs/Aides
charged to PS

Types Contracts of SRAs/Aides charged to PS

Types Appointments of SRAs/Aides charged fo
PS

ti\

Types Contracts of SRA/Aide/laborers/ welders
charged to MOOE -Types

1Emergency Contracts/ Apppointments of project

based personnel

25

35

U el I W EOWE LN 2 L N

&=\

Types Appointments for honorarium of
PhilRootcrops staff

15

Types Contracts J.O Workers and SRA in
DAEEX (March - June 2022)

Already accomplished for the
\period March 21 fo June 15,
2022

P1 5: Number of student forms/docs (Clearance, Overload,
change of acad. Advisers, shifting forms, Report of Grade
Completion, etc.) encoded, received, attended,prepared,
reproduced and countersigned

Facilitates signature of student forms

10

1Encodes and prints student forms and manuals

prepares and reproduce ready for distribution
(March - June 2022)

10

Already accomplished for the
period March 21 to June 15,
2022

Assists the dept. head, OJT
Coordinator/Supervisor in facilitating OJTs and
thesis needed forms (March-June 2022)

Already accomplished for the
period March 21 fo June 15,
2022

PI 6. Number of Documents Controlied

Controls 1SO documents (Communications,
Accomplishments, Contracts, Certifications,
ect)

250

305

S

Pl 7. Number of Subjects evaluated

Acts as Evaluation facilitator of the Faculty
evaluation

OVPI MFO 2. Frontline Services

Pl 1. Efficient and customer-frienly frontline service

Zero percent complaint from clients served

0 complaint

!




) )
\
/ Receives center visitors and refer them to
Number of visitors received appropriate office/Center personnel for 25 100 ( 7 £ l’
assistance
Number of telephone calls answered Telephone calls answered 100 150 F £ g 3r
Best practices/new initiatives
1. DAEEX services rendered (March ooy scccinolobed b e
. acc
1_. Perfom other tasks that may be assigned from 21-.!unel 14) : | 200 ! |period March 21 fo June 15,
time to time Assists in the photocopying and printing 2022
services
“observe social distancing
. *Washing of hands/putting ~
2. COVID-19 Pandemic dinfoctsntisloohal 100% 100% ‘f g’ 33/ ;&/
* wearing of face masks
*Records documents (payroll,
3. Use of Logbook/Record Book |nonorariums, leave applications, travel 100% 100% 'g ¥ | ¢ «
orders efc...)
* Types and prints barcode, release,
4, Document Tracking receive and hold/return documents in HRIS| 250 546 § 1 ¢
System
Total Over-all Rating
Average Rating (Total Over-all rating divided by 4) Comments & Recommendations for Development Purpose:
Additional Points:
Punctuality
Approved Additional points [with copy of
approval
FINAL RATING . Rk
ADJECTIVAL RATING sutttandinn/
Evaluated and Rated by: _ Awmved.
~ {\,\;? : ;? { = . % AP
RDOE. TULIN MA{I:ON M. TAMBIS ROSA OPHELIA D. VELARDE UL EHIZA
Director Assistant Director Director for Research ﬂot: &dnovation
Date: Date: Date: g et
1 - Quality 2 - Efficiency 3 - Timeliness 4 - Average




