Annex P

COMPUTATION OF FINAL INDIVIDUAL RATING FOR
ADMINISTRATIVE STAFF

Name of Administrative Staff:

ALICIA M. FLORES

Particulars Numerical Percentage Weight Equivalent
(1) Rating (2) 70% Numerical Rating
3) (2x3)
1. Numerical Rating per IPCR 4.94 0.70 3.46
2. Supervisor/Head‘s assessment 4.94 0.30 1.48
of his contribution towards
attainment of office
accomplishments
TOTAL NUMERICAL RATING 4.94
TOTAL NUMERICAL RATING: 4.94
Add: Additional Approved Points, if any: L
TOTAL NUMERICAL RATING: 4.94
ADJECTIVAL RATING: OUTSTANDING
Prepared by: Reviewed by: ; %
ALICIA M. FLORES REMBERTO A. PATINDOL
Name of Staff Department/Office Head
Recommending Approval:
REMBE; l O A. PATINDOL
Chairman, PMT
Approved:

EDGARPO E. TULIN

President /4\
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INDIVIDUAL P%ORMANCE COMMITMENT & REVIEW FORM (IPCR)

[, Alicia M. Flores, of the SUPPLY, PROCUREMENT & PROPERTY MANAGEMENT OFFICE commits to deliver and agree to be rated

on the attainment of the following targets in accordance with the indicated measures for the period January to June 2016.

ALICIA M. FLORES

Ratee

REMB:@-\:O %%ATINDOL

Vice President for Admin. & Finance

UMFO 6: General Administration and Support Services

OVPAF MFO-6: Procurement Services

OVPAF MFO 7: Property Management

Accomplishment

Maintenance and signed

resignation, retirement and death

Ratin
MFO/PAPS Program/Activities Undertaken Task Assigned January to June 2016 o Remarks
1 2 4
Target Actual Q E A

SPPMO MFO 1; ADMINISTRATIVE AND SUPPORT SERVICES MANAGEMENT
Pl 1: Efficient and customer Zero percent | Zero percent
friendly Services . ] T 1: Serves and attends to cleints complaint complaint

A 1: Frontline services S A ) 5 5 5.00

requests and inquiries. from clients | from clients
served served

Pl 2: Office, Staff A.1: No. of section/units directly T 1: Directly supervises the procurement 5 5 5 5 5.00
Management and supervised and property sections '
s Pudi N . o stals mnitored, evaliited T 2: Coaches, supervises, evaluates the

coached, supervised for effective and ) o ’ : 21 21 5 5 5.00

G , work performances of subordinates
efficient office management
.3: No. of i ith subordi : i i i

A.3: No. of meetings with subordinates |T3 Cohducts office meetings with 6 12 5 g 5.00

conducted subordinates

A.4 : No. of innovations for effective and |T 4: Introduces innovations for effective

e i e . 2 4 5 5 5.00
efficient services introduced and efficient services
A.5 : No. of policies and guidelines of
P 8 T 5: Revisits policies and guidelines of

VSU Property Management and P S - 1 2 5 5 4.67

Custodianship revisited and reviewed parsy 8 B
Pl 2: Office, Staff U — T 6: Receives, reviews and signs
Management and - ’ clearances due to transfer, separation, 50 87 5 5 4.67

ALICIA M. FLORES
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Accomplishment

buildings and vehicles

insurance

buildings for fire insurance

MFO/PAPS Program/Activities Undertaken Task Assigned January to June 2016 Remarks
Target Actual Q' E T A’
Pl 2: Office, Staff
Management and T 7: Prepares, drafts, encodes, prints and
Malitenance A.7: No. of documents prepared. submits offices documents such as letter 15 20 5 5 4 4.67
requests, OPCR, PRs for SME, travel etc
A.8: No. of meetings called by T 8: Attends to meetings called by
supervisor/higher authorities and supervisor/ higher authorities and to 5 10 5 5 5 5.00
seminars attended seminars
Pl 3: I.nvol'vement a.nd A.l: BAC. related activities and dou..xments T 1: Preparation of bidding documents 6 11 5 5 5 5.00
Coordination of major preparation as head, BAC Secretariat
university committees T2, Pr'eparatlon of Committee 6 12 5 5 a 4.67
Resolutions
T3: Plre;')aratlon of Contract review for 5 5 5 5 4 4.67
submission to COA
T 4: Attendace to meetings, Conferences
15 24 5 b b 5.00
and Public biddings.
A.2: Disposal activities and documents
T.1 Check and veri iceabl
preparation as member of the Disposal e‘,: i Akl i 3000 5561 5 5 4 4.67
X properties returned by end users
Committee
OVPAF MFO 6: PROCUREMENT SERVICES
PSMO MFO 6.2: PROCUREMENT PROCESS MANAGEMENT
:—|2—‘ e Aui Number ot procursment deoarments T 1: Review, signs and acts documents
s reviewed, checked and acted (RFQ. AQ, suc‘h - PO'; AgQ's RFQ's, IAR's and DV's 4500 5099 5 5 5 5.00
PO, IAR, SPS and DV) ' ) '
OVPAF MFO 7: PROPERTY MANAGEMENT
PMO MFO 7.1 ADMINISTRATIVE AND SUPPORT SERVICES
Pl 1: Permits, Licensing, o ) . T.1 Review and checks from the
A.1: Number of buil list f
registration and insurance of MR o e e A e inventory book of accounts the VSU 25 25 5 5 5 5.00

ALICIA M. FLORES
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Accomplishment

Ratin
MFO/PAPS Program/Activities Undertaken Task Assigned January to June 2016 " Remarks
Target Actual Q' E° T A
PMO MFO 7.2 STORAGE AND WAREHOUSING
Pl 2: Inspection and
acceptance of supplies, A. 1: No. of Inspection and Acceptance |T 1: Reviews, checks and signs Inspection 1000 1403 5 5 5 5.00
materials and equipment Reports reviewed, checked and signed. |and Acceptance Reports of S/M/E '
PMO MFO 7.3 DISTRIBUTION MANAGEMENT
Pl 3: Preparation and A.1: No. of ARE/ICS reviewed and signed |T 1: Reviews and signs ARE/ICS 600 825 5 5 5 5.00
lapproval of ARE/ICS
Pl 4: Issua.nce, preparation |, 4. No. of Reports for Supplies and
and ct.leckmg of repf)ns for Materials Issued (RSMI) checked, T 1: Reviews, checks and signs RSMI 6 6 5 5 5 5.00
Supplies and Materials. reviewed and signed
PMO MFO 7.4 INVENTORY MANAGEMENT
Pl 2: Reconcillation of
inventory books of
i T1:Ch i ti
equipment against checked and reviewed. EeAREEae '
Accounting reconcillation
property/equipment ledger
lcards
Pl 3: Physical inventory A.1: No. of Physical Inventory for T 1: Conducts physical inventory of
taking Supplies, Materials, Buildings, supplies, materials and equipment in the 3 3 5 5 5 5.00
' Properties, and Equipment conducted SPPMO bodega.
PMO MFO 7.5 DISPOSAL MANAGEMENT
Pl 1: Receipt, collection, A. 1: No. of waste materials reports T 1: Checks, inspects and signs waste 400 588 5 5 4 4.67
inspection and appraisal of [checked, inspected and signed materials reports '
Waste Materials & A. 2: No. of unserviceable properties R P——
Unserviceable Properties  |3ppraised for disposal thru public Haane PRl , 4000 5561 5 5 4 4.67
s unserviceable properties for disposal

ALICIA M. FLORES
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Accomplishment Rating
MFO/PAPS Program/Activities Undertaken Task Assigned January to June 2016 Remarks
Target Actual Q' E T A’

:I 8': )I;ic.lspots: I tfhru ki A.1: No. of request for the disposal
sa. SR v PR (sale)/death of working animals and all [T 1: Checks, verifies and signs reports of
animals and all other , N : ’ 20 35 5 5 5 5.00

. other animals owned by the University |sale/death of working animals
animals owned by the .

; acted and witnessed
University
PMO MFO 7.6 FUEL PROCUREMENT AND DISPENSING MANAGEMENT
'PI b e ?nd A.1 : No. of documents for fuel purchase T SiH oK Sl  pproyes puicRass
lssuz.mce of Fuel, Oil and ———re; l;est .checked g rovedp request and other supporting documents 6 9 5 5 5 5.00
lubricants 4 PP for fuel, oil and lubricants

f\. 2: No. of reports, for fuel and oil T.2-: Checks and signs reports of fuel and 200 275 5 5 4 467
issued checked and signed oil issuance
Total Over-all Rating 126.67
Average Rating (Total Over-all rating divided by 26) 4.87 Comments & Recommendations for
Development Purposes:

Additional Points:

Punctuality

Approved Additional points (with copy of approval)
FINAL RATING
ADIJECTIVAL RATING
Received by: Calibrated by: Recommending Approval: Approved by:

LREDW SORIA

Planning Office
Date:

- quality

- effieciency
- timeless

- average

ALICIA M. FLORES

A WNRK

REM

ATINDOL

PMT

Date:

40f4

Date:

EDGARDO E. TULIN
& President

Date:




Annex O
Instrument for Performance Effectiveness of Administrative Staff

Rating Period: JULY-DECEMBER 2016
Name of Staff: ALICIA M. FLORES Position;: ADMINISTRATIVE OFFICER |i

Instruction to supervisor: Please evaluate the effectiveness of your subordinate in contributing
towards attainment of the calibrated targets of your department/office/center/college/campus using
the scale below. Encircle your rating.

Scale Descriptive Rating Qualitative Description
The performance almost always exceeds the job requirements. The
5 Outstanding staff delivers outputs which always results to best practice of the unit.

He is an exceptional role model

4 Very Satisfactory | The performance meets and often exceeds the job requirements
3 Satisfactory The performance meets job requirements
2 Fair The performance needs some development to meet job requirements.
1 Poor The staff fails to meet job requirements
A. Commitment (both for subordinates and supervisors) Scale

1. Demonstrates sensitivity to client's needs and makes the latter's experience in
transacting business with the office fulfilling and rewarding.

) (D

o
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w
N
—

2. Makes self-available to clients even beyond official time

3 Submits urgent non-routine reports required by higher offices/agencies such as
CHED, DBM, CSC, DOST, NEDA, PASUC and similar regulatory agencies within ‘
specified time by rendering overtime work even without overtime pay

4. Accepts all assigned tasks as his/her share of the office targets and delivers
outputs within the prescribed time.

o o
=
w
N

5. Commits himself/herself to help attain the targets of his/her office by assisting co- (5) 41321
employees who fail to perform all assigned tasks A

6. Regularly reports to work on time, logs in upon arival, secures pass slip when
going out on personal matters and logs out upon departure from work.

Con
.‘;4
w
N
i
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7. Keeps accurate records of her work which is easily retrievable when needed.

8. Suggests new ways to further improve her work and the services of the office to its
clients

9 Accepts additional tasks assigned by the head or by higher offices even if the
assignment is not related to his position but critical towards the attainment of the
functions of the university

10. Maximizes office hours during lean periods by performing non-routine functions the
outputs of which results as a best practice that further increase effectiveness of the
office or satisfaction of clientele

11.  Accepts objective criticisms and opens to suggestions and innovations for
improvement of his work accomplishment

ISIIRGIC

12.  Willing to be trained and developed 5/4|3[2]|1
Total Score
B. Leadership & Management (For supervisors only to be rated by higher Brale
supervisor)
1. Demonstrates mastery and expertise in all areas of work to gain trust, respect 5 /Z\ 309101
and confidence from subordinates and that of higher superiors \/




2. Visionary and creative to draw strategic and specific plans and targets of the

office/department aligned to that of the overall plans of the university. o1k

3. Innovates for the purpose of improving efficiency and effectiveness of the
operational processes and functions of the department/office for further @ 4
satisfaction of clients.

N

4. Accepts accountability for the overall performance and in delivering the output ) 4
required of his/her unit.

o

=

5. Demonstrates, teaches, monitors, coaches and motivates subordinates for their
improved efficiency and effectiveness in accomplishing their assigned tasks [ 5| 4

needed for the attainment of the calibrated targets of the unit
Total Score 84-

Average Score 74

/

Overall recommendation

REMBERTO A. PATINDOL

Name of Head




