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1. SUMMARY 

 
This document  defmes the process of issuance of Free Patents over public agricu ltural 

lands  pursuant  to Commonwealth Act  I 41 , as amended  by  Republic  Act  No. 9176.  This 

process  is illustrated  in the process  flow  map included  in the DENR Quality  Management 

Manual. 

 
2.   REVISION  AND APPROVAL 

 
Date  Nature of Changes 

Original issue. 

 
3. PROCESS  DEFINITION 

 
The Free Patent is a l egitimate  proof of ownership  of agricultural  public land in the 

Philippines  granted  by the government. This  process  refers  to the issuance  of free patents 

over  agricultural  lands  under  Commonwealth  Act  141,  as amended  by Republic  Act  No. 

9176 d ated November 1 3, 2002. 

 
4.  PROCESS OBJECTIVES AND METRICS 

 
4.I. The  process  aims  to  standardize  the  steps  in  the  issuance  of  free  patents  over 

public agricultural  lands. 

4.2.  The  Free Patents  shall  be  issued  within  the prescribed  period  as defmed  in the 

DENR Citizen's Charter No. 1. 

4.3.  The result of this process shall  be made part of the documented  information and 

shall be subject of management review. 

 
5.   PROCESS  OWNERS AND RESPONSIBLE PARTIES 

 
5.1.  CENRO 

5.2.  PENRO 

5.3.  REGION 

5.4.  CENTRAL OFFICE 

 
6.  PROCESS INPUTS 

 
6.1.  The documents  required for this process are: 

6.1.1.  Any document  showing  identity of land (e.g. lot number, survey card, tax 

declaration, Deed of Sale, etc.) 

6.1.2. Tax declaration, Proof of payment of taxes 
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6.1 .3.  Duly accomplished  Free Patent Application and prescribed forms, with the 

following attached documents: 

6.1.3.1.   Proof  of Claims/Ownership of Land (Waiver of Rights,  Deed of 

Sale, etc.) 

6.1.3.2.    Certified   True   Copy   of   Approved   Survey   Plan,  Technical 

Description  (TD) or Cadastral  Map 

6.1.3.3.   Affidavit   of   two   (2)   disinterested   persons    residing   in   the 

baranga y or municipality where the land is located  attesting that 

the applicant thereof has actually occupied and continuously 

cultivated  the land either  by himself or through his predecessors 

in interest 

6.1.3.4.   Certification  from the Regional  Trial Court concerned  that there 

is no  pending  land  registration  case  involving  the parcel  being 

applied for 

6.1.3.5.   Certification from CENRO  that the land is within the A and D 

6.1.3.6.   Affidavit stating that the applicant is not the owner of more than 

twelve (12) hectares of land in the Philippines 

6.1.4.  Receipt of Payment of Application  Fee 

 
6.2. The resources required  for this process are: 

6.2.1.   DENR Personnel 

6.2.2.   Travelling Expenses 

 
6.3.  The special training for the personnel required  for this process are: 

6.3.1 .  Land Disposition and Investigation 

 
7.   PROCESS STEPS 

 
7.1.   CENRO 

 
7.1.1 .  The Records Officer, Land Records  verifies the status of the land whether 

the same is titled or not, and/or clai med by others. 

7.1.2. The Geodetic  Engineer, Survey  and Mapping  Section determines the Land 

Classification  Status,  whether  it  is  within  the  alienable   and  disposable 

(A&D) or not. 

7.1.3. The   CENRO,    or  implementing   PENRO,  signs    and  approves    the 

Certification of Status of Land. 

7.1.4. The Land lnvestigator/DPLI/Land Management  Officer  provides  the client 

with: 

7.1.4.1.  Checklist of Requirements; 

7.1.4.2.  Free Patent Application Form and other prescribed forms; and 

7.1.4.3.  Advice on the procedures. 
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7.1.5.  The Records Officer/Land  lnvestigator/DPLI receives the application with 

complete  supporting  documents.  Slhe records, indexes  and assigns number 

to the application. 

7.1.6.  The Land Investigator/DPLI computes the fees and prepares the Order of 

Payment.    The  client  pays  the  corresponding fee  and  documentary  stamp 

and is issued an official receipt. 

7.1.7.   Once    payment  is   confirmed,   the   Land  Investigator/DPLI  conducts 

investigation  on the land being applied for and submits  investigation  report 

with geo-tagged photo. 

7.1.8.   The  Land  Management   Officer  then  prepares   notices  and  letters  to  the 

barangay, municipality or city and applicant  to be signed by the CENRO, or 

implementing PENRO. The notices are posted for fifteen (15) days in the 

barangay or municipality  where the land is located. 

7.1.9.   For the patent preparation and processing: 

7.1.9.1 .  The  Administrative  Aide  prepares  B.L.  Form  700-2A  (Lot  Data 

and Technical Description). 

7.1.9.2.   The  Staff,  Patents  and  Deeds  prepares  the  Order:  Approval  of 

Application and Issuance ofPatent. 

7.1.9.3.  The Administrative Aide prepares and types the information and 

technical description  of the land in the Judicial Forms and prepares 

indorsement  to the PENRO. 

7.1.9.4.   The Geodetic  Engineer verifies and certifies the correctness  of the 

TD. 

7.1.9.5.   The Chief,  Patents  and  Deeds conduct  preliminary  review  of the 

Free Patent Application (FPA). 

7.1.10. The CENRO  reviews and affixes his initial  on the patent and sign the 

indorsement. 

7.L.ll. The carpeta is transmitted  to the PENRO. 

 
7.2.   PENRO 

 
7.2.1.   Once the carpeta  is received,  the Chief,  Patents and Deeds conduct  a final 

review of the free patent documents. 

7.2.2.   The  Chief,  Technical  Services  reviews  and  affixes  his  initial  on  the free 

patent documents. The documents are then endorsed  to the PENRO. 

7.2.3.   The  PENRO  signs  the  Order:  Approval  of  Application  and  Issuance  of 

Patent. 
7.2.4.   A  Patent  Number   is  assigned  before  transmitting   the  documents   to  the 

Register of Deeds. 
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8.   PROCESS OUTPUTS 

 
The results of the process are: 

 
8.1. Product: Free Patent 

8.2. Documented information: 

8.2.1.   Inspection Report 

8.2.2.   Certification  from CENRO that the land is within A and D 

8.2.3.   Certification  from the Regional Tria l Court concerned that there is no pending 

land registration case involving the parcel being applied for 

8.2.4.   Affidavit stating that the applicant is not the owner of more than 12 hectares 

of land in the Philippines 

8.2.5.   Copy of Tax Declaration 

8.2.6.   Notice of Posting and Letter to barangay. municipality or city and applicants 

8.2.7.   Survey Plans and TDs 

8.2.8.   Judicial fmms 

8.2.9.   Order: Approval of Application and Issuance of Patent 

8.2.1 0. Transmittal letter to Register of Deeds 
 

NOTE:  Limits of Approving Official: 

5 Hectares and Below 

Above 5 Hectares and below  I 0 hectares 

Above 10 hectares to12 Hectares 

 
PENRO 

Regional Director 

Secretary 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Prepared by:  Approved by: 
 

 
 
 

 
ntral Office Quality Management 

Representative 

ATTY. E  D. ADOBO, JR. 

DENR Quality Man  gement Representative 
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1.  SUMMARY 

 
This document defines the process of issuance of Survey Authority (DENR 

Administrative Order 2007-29  dated July 31, 2007 or the Revised  Regulations on Land 

Surveys).  This  process  is  illustrated  in  the  process  flow  map  included  in  the  DENR 

Quality Management Manual. 

 
2.   REVISION AND APPROVAL 

 
Rev. Date Nature of Changes Approved By 

00, 201 6  Original issue. Undersecretary Emesto D. Adobo, Jr. 
 

3.   PROCESS DEFINITION 

 
Survey Authority refers to the permit issued by the concerned DENR Official to a 

government  Geodetic  Engineer  to conduct  isolated survey  over  public lands for public 

land application purposes. This permit is required prior to the conduct of surveys of lands 

of the public lands. 

 
4.   PROCESS OBJECTIVES AND METRICS 

 
4.1.  The process aims to standardize the steps  required for the issuance  of survey 

authority. 

4.2.  The survey authority shall be issued within the prescribed  period as defined  in 

the DENR Citizen's Charter No. 2. 

4.3. The result of this process shall be made part of the documented information and 

shall be subject of Management Review. 

 
5.   PROCESS OWNER AND RESPONSIBLE PARTY 

The CENRO is the responsible office for this process. 

6.   PROCESS INPUTS 

 
6.1.   The documents required for this process are: 

6.1.1 .   Duly accomplished Letter-Request  Form and any document showing the 
identity of the land (e.g. Lot number, survey card, tax declaration, Deed 

of Sale, etc.) 

6.1.2.   Survey Authority form duly signed by the applicant and private Geodetic 

Engineer 

6.1.3.   Proof of claims/acq uisition of the property (e.g. Deed of Sale, Waiver of 
Rights, Tax Declaration, etc.) 

6.1.4.   Order of Payment and Official Receipt 
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6.2.   The resources required for this process  are: 

 
6.2.1.   DENR Personnel 

6.2.2.   Travelling Expenses 

6.2.3.   Equipment 

 
6.3.   The special training for the personnel required for this process are: 

6.3.1 . Land Disposition and Investigation 

6.3.2.   Equipment operation 

 
7.   PROCESS STEPS 

 
7.1.  The  CENRO  Recei ving  Clerk  receives  and  enters  the  dul y  accomplished 

Letter-Request in the record book. 

7.2.     The  Records  Officer,   Land  Investigator/Deputy   Public  Land  Investigator 

(DPLl) verifies the status of the land, whether it is titled or not and/or claimed 

by others. 

7.3.  The Chief, FMS determines the land classification status. 

7.4.   The Land Investigator/DPLI  provides the applicant with the checklist of 

requirements: (1) Survey Authority, and (2) advice about the procedures. 

7.5.    The applicant submits the complete documentary requirements. The Receiving 

Clerk receives and checks the completeness of the documents submitted  based 

on the checklist. 

7.6.  The Chief, FMS prepares the Order of Payment for the Inspection Fee. 

7.7. The Bill Collector accepts the payment of the applicant and issues the Official 

Receipt. 

7.8.  After  payment, the CENRO  assigns  a Land Investigator/DPLI  to hand le the 

request. 

7.9.  The assigned Land lnvestigator/DPLI  conducts field investigation, prepares the 

Investigation Report and recommend ations, and submits the documents/reports 

to the Chief, FMS for review. 

7.10.  The Chief,  FMS reviews  the documents/reports  and endorse  the same  to the 

CENRO for consideration. 

7.11 .  The CENRO signs the Survey Authority and Investigation Report. 
7.1 2.  The Clerk/Records  Officer assigns a control number on Survey Authority and 

enters this into the record book. 

7.13.  The Survey Authority is then released to the applicant. 



 
 

 
 

 

- 

 
Department of Environment  and Natural Resources 

 

PROCESS DEFINITION 
Issu a nce of Survey  Authority 

Document ID DENR-PD-QMS-002 

Revision No. 0  I Issue    o.-   In 
Date Issued DEC 1 6 701F 

 Origi nati ng Office QMS Core Team 

Page No. 3 of3 
 

 

 
 

--- 
 

8.   PROCESS OUTPUTS 

 
The results of the process are: 

8.1. Product: Survey Authority 

8.2. Documented information: 

8.2.1.  Duly accomplished Letter-Request Form and any document showing the 

identity of the land (e.g. Lot n umber, survey card, tax declaration, Deed of 

Sale, etc.) 

8.2.2.   Survey Authority form dul y signed by the applicant and private Geodetic 

Engineer 

8.2.3.   Proof  of  claims/acquisition  of  the  property  (e.g.  Deed  of  Sale,  Tax 

Declaration, etc.) 

8.2.4.   Inspection Report 

8.2.5.   Survey Authority approved by the CEN RO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Prepared by:  Approved by: 
 
 
 
 

ATTY. E  . ADOBO, JR. 
DENR Quality  anagement 

Repres tative 
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1.   SUMMARY 

 
This  document defines  the  process  of  issuance of Certificate of  Tree  Plantation 

Ownership (CTPO)  for  not more  than  1,000  hectares. This  process  is illustrated   in the 

process flow map included  in the DENR Quality Management Manual. 

 
2.   REVISION AND APPROVAL 

 
Rev. Date Nature of Changes Approved By 

00, 2016  Original  issue. Undersecretary Ernesto  D. Adobo, Jr. 
 

3.   PROCESS DEFINITION 

 
The Certificate of Tree Plantation Ownership (CTPO)  is a document issued by the 

DENR  local  official  at  the  CENRO level  to  all  private  plantation   within  titled  or  tax 

declared  alienable and  disposable (A&D)  lands  inside  their  area  of jurisdiction (DENR 

Memorandum  Order   1999-20  entitled   "Supplemental Guidelines  Governing  the 

Registration,  Harvesting, Transport  and Marketing  of Timber By-Products coming  from 

Private  Plantations  within  Private  Lands  or  Tax  Declared  Alienable  or  Disposable 

Lands"). This defmes  the process  taken  in the issuance  of CTPO  for not more than  1 ,000 

hectares. 

 
4.   PROCESS OBJECTIVES AND METRICS 

 
4.1 . The process aims to standardize the steps required  for the issuance of CTPO  for 

not more than 1,000 hectares. 

4.2.  The  issuance of  CTPO  for  not  more  than  1,000 hectares  shall  be within  the 

prescribed  period as defined  in the DENR Citizen's Charter  No. 3. 

4.3.  The result of this process shall be made part of the documented information and 

shall be subject of management review. 

 
5.  PROCESS OWNERS AND RESPONSIBLE PARTIES 

 
The CENRO  is the responsible office  for this process. 

 
6.   PROCESS INPUTS 

 
6. I . The documents required for this process  are: 

6.1.1.    Letter request ofthe applicant 

6.1.2.    Certified  and Verified  Copy of the Title or Tax Declaration 

6.1.3.    Pictures ofthe site 

6.1.4.    Order of Payment  and Official  Receipt 

6.2.   The resources required  for this process are: 

6.2.1.   DENR Personnel 

6.2.2.   Travelling Expenses 
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6.2.3.   Equipment 

 
6.3.   The special training for the personnel required for this process are: 

6.3.1.   Tree Inventory 

6.3.2.   Equipment operation 

 
7.   PROCESS STEPS 

 
7.1.   The Receiving  Clerk  receives  and records  the letter  request  and documentary 

requirements submitted  by the client. 

7.2.   The  CENRO  gives  instructions  to  the  Chief,  FMS  to  assign  personnel   to 

inspect/verify  the request  and prepare Order  of Payment. The client  pays  the 

corresponding fee and is issued an Offici al Receipt. 

7.3.   After   payment   is   settled,  the   Inspection/Evaluation    Team   conducts   tree 

inventory in the area. 

7.4.   The Chief, Forest  Engi neering & In fra Unit plots the coordinates of the area in 

control map and prepares the map. 

7.5.   The Inspection/Evaluation  Team prepares  and submits  the report to the Chief, 

FMS. 

7.6.   The Chief, FMS evaluates and reviews the report. 
7.7.   The Chief, FMS, and Chief, Util i zat ion Unit prepare  the CTPO and affix their 

initials on the file copy and endorse the CTPO to CENRO for consideration. 

7.8.   The CENRO approves the CTPO then release to the client. 

 
8.   PROCESS OUTPUTS 

 
The results of the process are: 

8.1 . Product: Certificate of Tree Plantation Ownership 

8.2. Documented  Information: 

8.2.1.   Letter req uest of the applicant 

8.2.2.   Certified and verified copy of the title or tax declaration 

8.2.3.   Pictures of the site 

8.2.4.   Inventory Report 

8.2.5.   Map 
 

 
 

Prepared by: Approved by: 
 

 
 
 

 
ntral Office Quality Management 

Representative 

ATTY.E .ADOBO, JR. 
DENR Quality anagement 
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6.2.3.   Equipment 

 
6.3.   The special training for the personnel req uired for this process are: 

6.3.1.   Tree Inventory 

6.3.2.   Equipment operation 

 
7.   PROCESS STEPS 

 
7.1.   The Receiving  Clerk  receives  and records  the letter  request and documentary 

requirements submitted by the client. 

7.2.   The  CENRO   gives  instructions  to  the  Chief,  FMS  to  assign  personnel  to 

inspect/verify  the  request and  prepare Order of Payment.  The client  pays the 

corresponding fee and is issued an Official Receipt. 

7.3.   After   payment   is   settled,  the   Inspection/Evaluation   Team   cond ucts   tree 

inventory in the area. 
7.4.   The Chief, Forest Engineering & Infra Unit plots the coord inates of the area in 

control map and prepares the map. 

7.5.   The Inspection/Evaluation  Team prepares and submits  the report  to the Chief, 

FMS. 

7.6.   The Chief, FMS evaluates and reviews the report. 
7.7.   The Chief, FMS, and Chi ef, Utilization  Unit prepare the CTPO and affix their 

initials on the file copy and endorse the CTPO to CENRO for consideration. 

7.8.   The CENRO approves the CTPO then release to the client. 

 
8. PROCESS OUTPUTS 

 
The results of the process are: 
8.1. Product: Certificate of Tree Plantation Ownership 

8.2. Documented Information: 

8.2.1 .   Letter request of the applicant 
8.2.2.   Certified and verified copy of the title or tax declaration 

8.2.3.   Pictures of the site 

8.2.4.   Inventory Report 

8.2.5.   Map 
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l. SUMMARY 

 
This document defines the process of issuance of Certificate of Verification (CV) 

on cutting/transporting of non-wood forest products, e.g. bamboo, vines, nipa, etc., within 

private land.   This process is illustrated in the process flow map included in the DENR 

Quality Management Manual. 

 
2.   REVISION AND APPROVAL 

 
Rev. Date Nature of Changes Approved By 

00,2016  Original issue. Undersecretary Ernesto D. Adobo, Jr. 
 

3.   PROCESS DEFINITION 

 
The  Certificate  of Verification  (CV)  is a document  issued  by the DENR  local 

official at the CENRO level to show that the non-wood forest products come from pri vate 

lands indicating the quantity, volume, type of forest products and destination/consignee of 

the commodities.   This process defines the issuance of CV on cutting/transport  of non 

wood forest products, e.g. bamboo, vines, nipa, etc., within private land. 

 
4.   PROCESS OBJECTIVES AND METRICS 

 
4.1.  The process aims to standardize the steps required for the issuance of CV 

(cutting/transport  non-wood  forest  products  within  private land  e.g. bamboo, 

vines, nipa, etc.). 

4.2.   The issuance of CV (cutting/transport  non-wood forest products within private 
land  e.g. bamboo, vines,  nipa, etc.)  shall  be within  the  prescribed  period  as 

defined in the DENR Citizen's Charter No. 4. 

4.3.   The result of this process shall be made part of the documented information and 
shall be subject of management review. 

 
5.   PROCESS OWNERS AND RESPONSIBLE PARTIES 

The CENRO is the responsible office for this process. 

6.   PROCESS INPUTS 

 
6.1.   The documents required for this process are: 

6.1.1 .   Request Letter 

6.1.2.   Photocopy of Tax Declaration or Land Title 

6.1.3.   Order of Payment and Official Receipt 
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6.2.   The resources required for this process are: 

6.2.1 . DENR Personnel 

6.2.2.   Travelling Expenses 

6.2.3.   Equipment 

 
7.   PROCESS STEPS 

 
7.1.  The Receiving Clerk receives and records the letter request and documentary 

requirements submitted by the client. 

7.2.   The CENRO refers the request to the Chief, Forest Management Section (FMS) 

for evaluation. 

7.3.  After evaluation, the request  is referred to the Chief, U6lization U nit for review 

and inspection. The Chief,  Utilization Unit assigns a Forest Ranger to conduct 

inspection. 

7.4.   The Forest Ranger, Utilization Unit conducts the actual inspection of the forest 
products in the area, prepares the Inspection  Report and Order of Payment and 

submits this to the Chief, FMS. 

7.5.   The Chief, FMS reviews the Inspection Report and signs the Order of Payment. 
7.6.   The client pays the CV Fee and Oath Fee. The Bill Collector/Cashier  issues an 

official receipt. 

7.7.   After the payment, the CV is prepared. The Chief, FMS places his initial on the 

document and endorses the same to the CENRO for consideration. 

7.8.   The CENRO approves the CV. 

7.9.   The Releasing Clerk releases the CV to the client. 

 
8.   PROCESS OUTPUTS 

 
The results of the process are: 

8.1. Product: Certificate ofVerification for Cutting/Transport ofNon-Wood Forest 

Products within Private Land 

8.2. Documented information: 

8.2.1.   Request Letter 

8.2.2.   Photocopy of Tax Declaration or Land Title 

8.2.3.   Inspection Report 

8.2.4.   Official Receipt 
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1.   SUMMARY 

 
This document defines the process of issuance of certificate of verification 

(Cutting/Transport of Planted and Non-Premium  Trees within  Private Land). This process is 

illustrated in the process flow map included in the DENR Quality Management Manual. 

 
2.   REVISION AND APPROVAL 

 
Date  Nature of Changes  Approved By 

Original issue.  Undersecretary Emesto D. Adobo, Jr. 
 

 

3.   PROCESS DEFINITION 

 
The Certificate  of Verification  (CV) is a document  issued by the DENR local official 

at the CENRO  level to show that the logs/timber, lumber or any wood products  come  from 

private  lands  indicating  the  quantity,   volume,  type  of  forest  products  and 

destination/consignee of the commodities.  This process defines  the issuance of CV on 

cutting/transport of planted and non-premium trees within private land. 

 
4.   PROCESS OBJECTIVES AND METRICS 

 
4.1.  The process aims to standardize  the steps required for the issuance of CV 

(cutting/transport of planted and non-premium  trees within private land). 

4.2.   The  issuance  of  CV  (cutting/transport of  planted  and  non-premium  trees  within 

private land) shall be within the prescribed  period as defined  in the DENR Citizen's 

Charter No. 5. 

4.3.   The result  of this process  shall be made  part of the documented information  and 

shall be subject of management  review. 

 
5.   PROCESS OWNERS AND RESPONSIBLE PARTIES 

The CENRO is the responsible office for this process. 

6.   PROCESS INPUTS 

 
6.1.   The documents  required for this process are: 

6.1.1.   Request Letter 

6.1.2.   Photocopy of Tax Declaration or Land Title 

6.1.3.   Official Receipt 
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6.2.   The resources required for this process are: 

6.2.1.   DENR Personnel 

6.2.2.   Travelling Expenses 

6.2.3.   Equipment 

 
7.   PROCESS STEPS 

 
7.1.   The  Receiving   Clerk  receives  and  records  the  letter  request  and  documentary 

requirements submitted  by the client. 

7.2.   The CENRO refers the request to the Chief, Forest Management Section (FMS) for 

evaluation. 

7.3.   After evaluation, the request is referred to the Chief, Utilization  Unit for review and 

inspection.   The   Chief,   Utilization   Unit   assigns   a   Forest  Ranger   to  conduct 

inspection oftrees to be cut/transported. 

7.4.   The  Forest  Ranger, Utilization  Unit conducts  the  actual  inspection  of  the forest 

products,  prepares the Inspection  Report and Order of Payment and submits  this to 

the Chief, FMS. 

7.5.   The Chief, FMS reviews the Inspection  Report and signs the Order of Payment. 

7.6.   The  client  pays  the  CV  Fee and  Oath  Fee. The  Bill  Collector/Cashier issues  an 

official receipt (OR). 

7.7.   The client presents the OR to the Utilization Unit. 

7.8.   Then, the Chief, FMS and Chief,  Utilization Unit prepare the CV, affix their initials 

on the document and endorse the same to the CENRO for consideration. 

7.9.   The CENRO approves the CV. 

7.1 0. The Releasing Clerk releases the CV to the client. 

 
8.   PROCESS OUTPUTS 

 
The results of the process are: 

8.1 .  Product:  Certificate   of  Verification   for  Cutting/transport  of  Planted  and  Non 

Premium Trees within Private Land) 

8.2.   Documented information: 

8.2.1.   Request Letter 
8.2.2.   Certified and verified photocopy of tax declaration or land title 

8.2.3.   Inspection Report 

8.2.4.   Official Receipt 
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1.  SUMMARY 

 
This  document  defi nes  the  process  of  Application  for  Chainsaw  Registration 

(pursuant  to Republic Act No. 9175 and DENR Administrati ve Order No. 2003-24). This 

process is illustrated  in the process flow map included in the DENR Qualit y Management 

Manual. 

 
2.   REVISION AND APPROVAL 

 
Rev. Date Nature of Changes Approved By 

00, 2016  Original issue. Undersecretary Emesto  D. Adobe, Jr. 
 

3.   PROCESS DEFINITION 

 
The Chainsaw refers to any portable power saw or similar cutting implement, 

rendered operative by an electric or internal combustion engine that may be used for, but 

is not limited to the felling of trees or the cutting of timber.  All persons who own or are 

otherwise in possession of chainsaws are required by law to register the same with the 

Department,  through any of its  Community  Environment  and Natural Reso urces Office 

(CENRO). The CENRO shall issue the corresponding  registration certificate or permit if 

it finds such persons to be qualified pursuant to Republic Act 9175 or the Chain Saw Act 

of  2002  and  DENR  Administrative  Order  No.  2003-24.  This  defines  the  process  of 

applying for Chainsaw Registration. 

 
4.   PROCESS OBJECTIVES AND METRICS 

 
4.1.   The process aims to standardize the steps required for the issuance of Certificate 

of Chainsaw Registration. 

4.2.   The Certificate  of Chainsaw  Registration shall be issued  within the prescribed 

period as defined in the D ENR Citizen's Charter No.6. 

4.3.   The result of this process shall be made part of the documented information and 

shall be subject of management review. 

 
5.  PROCESS OWNERS AND RESPONSIBLE PARTIES 

The CENRO is the responsible office for this process. 

6.   PROCESS INPUTS 
 

6.1.  The documents  required for this process are: 

6.1.1.   Official Receipt 

6.1.2.   Stencil Serial Number of Chainsaw 

6.1.3.   Duly accomplished  Application Fonn 
6.1.4.   Detailed Specification  of Chainsaw (e.g. brand, model, engine capacity, 

etc.) 
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6.1.5.   Order of Payment 

 
7.   PROCESS STEPS 

 
7.1.   The application form and supporting documents are received by the CENRO 

Receiving Clerk. 

7.2.   The CENRO Focal Person/Forester/ Chief, FMS prepares and signs the Order of 

Payment. 

7.3.   The client pays the registration fee and forwards the copy of the official receipt 

(OR) to the CENRO Focal Person. 

7.4.  The Chief, FMS/Forester verifies the supporting documents and inspects the 

chainsaw. After verification, slhe prepares the Certificate of Registration, affixes 

his/her initial and endorses the document to the CENRO for consideration. 

7.5.   The CENRO approves the Certificate of Registration. 

7.6.   The  Releasing  Clerk  records  and  assigns  a control  number  to  the  chainsaw 

before releasing the Certificate to the client. 

 
8.   PROCESS OUTPUTS 

 
The results of the process are: 

 
8.1.   Product: Certificate of Registration 

8.2.   Documented information: 

8.2.1. Duly accomplished Application Form 

8.2.2. Detailed specification of chainsaw (e.g. model, brand, engine capacity) 

8.2.3.  Official Receipt from DENR-CENRO for chainsaw registration 

8.2.4. Stencil serial number of chainsaw 
 
 
 
 
 
 
 
 
 
 
 
 

Prepared by:  Approved by: 
 

 
 



Represe  tative Representative 

 

 

 
 

 
 

 

ntral Office Quality Management 

ATTY. ERN  . ADOBO, JR. 

DENR Quality  anagement 



 

 

s--. 

 

- 4   
-- 

-..;_.... 

 
Department of Environment and Natural Resources 

 

PROCESS  DEFINITION Process 
Flow: Application for Cbainsaw 

Registration 

 

Document  ID 
 

DENR-PD-QMS-006 
 

Revision  No. 0  I   Issue No.   IO 3 
 

Date Issued DEC 1 6 201F 
Originating  Office QMS Core Team 

 
 

Page No. 
 

I  of I 
 

CIT1ZEH"S CHARTt.R PROCESSNO t 

N-ol ... . y 
FrondinoS4M<o 

o1 A..,labihly o1 -· 
How to Avol olllw S..U 

 
DENR c:-..ntryE -andNowal-tH(CENRO) 
odonfO<Cho....,.Rogl........, 
1. 00 MoftdaytoF...O, 

 



6.1.2.   Export permi t/certification of origin from exporting country 

 

 

4 

Department of Environment and Na rural Resources 
 

PROCESS DEFINITION 
Processing of CITES Permit Applications for the 

Import of Wildlife, including by-products and 

derivatives 

Document ID DEN R-PD-QMS-007 

Revision No. 0  I lssueN. b 
Da te Issued DEC 1 fi 701F 

 
 Originating Oflice QMS Core Tea m -' . 

Page No. I of3 

 

 

 

--- 
 

1.   SUMMARY 

 
This  document   defines   the  processing of  CITES   Permit  Applications for  the 

import of wildlife, including its by-products and derivatives. This process  is illustrated in 

the process flow map included in the DENR Quality  Management Manual. 

 
2.   REVISION AND APPROVAL 

 
Rev. Date Nature of Changes Approved By 

00, 2 016   Original issue. U ndersecretar y Emesto  D. Adobo, Jr. 
 

3.   PROCESS DEFINlTION 

 
The Convention on International Trade in Endangered Species of Wild Fauna and 

Flora (CITES) Import Permit  refers to the permit issued authorizing  an indi vidual to bring 

into the Philippines wildlife listed  under the CITES Appendices, including i ts by-products 

or derivatives, from  other  countries, as defined  in DAO  2004-55  dated  August 31, 2004 

entitled  "DENR  Streamlining/Procedural  Guidelines  pursuant  to  the Joint  DENR-DA 

PCSD Implementing  Rules and Regulations  of Republic Act No. 9147 otherwise known as 

"Wildlife   Resources   Conservation  and   protection   Act"" .  The   process  defi nes   the 

processing of  CITES  Permit  Applications for  the  Import  of  Wildlife, including  its  by 

products and derivatives. 

 
4.   PROCESS OBJECTIVES AND METRICS 

 
4.1.   The process  aims to standardize the steps  required  in the processing of CITES 

permit applications for the import of wildlife, including its by-products and 

derivatives. 

4.2.   The  CITES   Import   Permit   shall   be  issued  within   the  prescribed   period  as 

defined in the DENR Citizen's Charter  No.7. 

4.3.    The result ofthis process shall be made part ofthe documented  information and 

shall be subject of management review. 

 
5.   PROCESS OWNERS AND RESPONSIBLE PARTIES 

 
The  Biodiversity  Management  Bureau   (BMB)   is  the  responsible  office   for  this 

process. 

 
6.   PROCESS INPUTS 

 
6.1.   The documents required  for this process are: 

6.1 .1.   Dul y accomplished application fonn 
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6.1 .3.  For live specimens, Phytosanitary (for wild plants)Neterinary Certificate 

(for wild animals) issued by the authorized government agency of the 

country of origin 

6.1.4.   Official Receipt 

 
6.2.   Resources required for this process 

6.2.1 .   Personnel 

 
7.   PROCESS STEPS 

 
7.1.   The  Records  Unit  receives   the  application  together   with  the  documentary 

requirements and forwards the same to the Wildlife Regulation Section (WRS). 

7.2.   The  CITES   Officer,  WRS   evaluates   the  completeness   of  the  documents 

submitted. If the documents  are complete, the Order of  Payment is prepared. 

Otherwise, the application is returned to the client. 

7.3.   The client pays the required fee and s/he is issued an official receipt (OR). Slhe 
presents the original copy of the OR to the WRS. 

7.4.   The CITES Officer, WRS drafts  and submits  the CITES import  Permit to the 

Chief, WRS for review. 

7.5.   The Chief, WRS  reviews, affixes  initial  and endorses the permit to the Chief, 

Wildlife Resources Di vision (WRD). 

7.6.   The Chief, WRD reviews, affixes initial and endorses  the permit to the Assistant 

Director's Office. 

7.7.   The Assistant Director  reviews, affixes  initial  and endorses  the permit  to the 

Director's Office. 

7.8.   The  Director  approves/signs   the  CITES  Import  Permit  and  forward  signed 

permit to the Records Unit. 
7.9.  The Records U nit affix a permit number, the CITES and agency seals, and the 

d ates of issuance and expiry prior to release to the client. 

 
8.   PROCESS OUTPUTS 

 
The results of the process are: 

 
8.1 .   Product: CITES fmport Perm i t 

8.2.   Documented information: 
8.2.1 . Duly accomplished  application form 

8.2.2.   Export permit/certification of origin from exporting country 

8.2.3.   For live specimens, Phytosanitary (for wild plants)Neterinary Certificate 

(for wild animals) issued by the authorized government  agency  of the 

country of origin 



 

 

 
 

 
 

 
 

Department of Environment  and Natural Resources  Document  lD DE   R-PD-QMS-007 

- PROCESS  DEFINITION
 Revision  No. 0  I Issue No.   1 0 3 

- - 
Processing of CITES Permit Applications for the  

Date Issued
 nrr 1 c ?nH: 

._;  . Import of Wildlife, inclu ding by-products and  Origi nat ing Ollicc  QMS"core T;m 

derivatives
 

Page  No. 3 of3 

 
 
 

 
Prepared by:  Approved by: 

 
 
 
 

B 

Qual ity Management 

Representati ve 

ATTY. ERN  . ADOBO, JR. 

DENR Quality 

Represe 



 

 

- -- 

 

Department of Environment and Natural Resources  Document ID DE   R-PD-QMS-007 

Revision    0. 0  I Issue No.   I0 3
 

PROCESS DEFINITION 
Process  Flow: Processing  of CITES Permit  

Date Issued
 

 

DEC 1 6 2016 
- . .-

- 

Applications for the Import of Wildlif e, including Originating  Ollice  QMS Core Team 

by-products and derivatives Page    o.  I  of l 

 
CITIZEN"$ CIWITER PROCESS NO.7 

 

"-"ofAqonq 
Fr..-kN!oo 
&.bedult of AY.,.a.Ddily of hnttce 
How to Avail of tht S.mu 

 
IIIODIVEIISITY IIAIIAGEIIENl BUREAU 
p,......,ng of CITES P..- t..-wmpon of Wildln _,.by1'foducl> •nd clonvat"" 
7:00 />M · I·CMI PII, -y - Frodoy 

 



 

 

 

4 
_.   

Depanment  of Environment and Natural Resources 
 

PROCESS DEFINITION 
Processing of CITES Permit Applications for the 

Export/Re-export of Wildlife, including by- 

products and deriva tives 

Docu ment  ID  

Revision  No. 0    -1 Issue I o.   In 1 
Date Issued DEC 1 6 201E 

 Originating  Office QMS Core Team 
Pa ge No. 1   of 3 

 

 
DE   R-PD-QMS-008 

 
 
 
 
 
 

 

1.   SUMMARY 

 
This document defines the processing of CITES Permit Applications for the 

Export/Re-ex port of Wildlife, including  its by-prod ucts and derivatives. This process is 

illustrated in the process flow map included in the DENR QMS Manual. 

 
2.   REVISION AND A PPROVAL 

 
Rev. Date Nature of Changes Approved By 

00,2016   Original iss ue. Undersecretary Ernesto D. Adobo, Jr. 
 

3.   PROCESS DEFINITION 

 
3.1.   CITES Export Permit refers to a permit authorizing an individual to bring, send 

or  transport  wildlife  listed   under  the  CITES  Appendices,  including  its  by 

products or derivatives, from the Philippines to other countries  in accordance 

with DAO     2004-55      dated     August     31,     2004     entitled     "DENR 

Streamlining/Procedural Guidelines pursuant to the joint DENR-DA-PCSD 

Implementing Rules and Regulations of Republic Act No. 9147 otherwise  A.7lown 

as "Wildlife Resources Conservation and protection Act". 

3.2.   CITES Re-export Permit refers to a permit authorizing an individual to bring out 

of the country  wildlife listed  under  the CITES Appendices,  including  its  by 

products or derivatives,  which were previously exported/imported  (DAO 2004- 

55). 

3.3.   This document  defines  the  processing  of  CITES  permit  applications  for  the 
export/re-export of wildlife including its by-products and derivatives. 

 
4.   PROCESS OBJECTIVES AND METRICS 

 
4.1.  The process aims to standardize the steps required for the processing of CITES 

Permit Applications for the Export/Re-export of Wildlife, including its by 

products and derivatives. 
4.2.  The  CITES  Export/Re-export  Permit  shall  be  issued  within  the  prescribed 

period as defined in the DENR Citizen's Charter No. 8. 

4.3.     The result of this process shall be made part of the documented information and 

shall be subject of management review. 

 
5.   PROCESS OWNERS AND RESPONSIBLE PARTIES 

 
This  Biodiversity  Management  Bureau  (BMB)  is  the  responsible  office  for  this 

process. 
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6.   PROCESS INPUTS 

 
6.1 . The documents required for this process are: 

 

6.1.1. Export 
6.1.1.1. 

 

 

Duly accomplished application form 

 6.1.1.2. Inspection ofwildlife by the DENR-BMB within 3 days 

 6.1.1.3. Documents  supporting  the  legal  possession  or  acquisition  of 

  wildlife 

 6.1.1.4. Bank export declaration, if for commercial purposes 

 6.1.1.5. Local Transport Permit, where applicable 

 6.1.1.6. Phytosanitary (for wild plants) I Veterinary Certificate (for wild 

  animals) 

 6.1.1.7. Order of Payment/Official Receipt 
 

6.1.2.   Re-Export 

6.1.2.1.   Duly accomplished application form 

6.1.2.2.   Inspection of wildlife by the DENR-BMB within 3 days 

6.1.2.3.   CITES Import Permit issued by the DENR or other documents 
supporting the legal possession or acquisition of wildlife 

6.1.2.4.   Local Transport Permit, where applicable 

6.1.2.5.   Bank export declaration, if for commercial purposes 
6.1.2.6.   Phytosanitary (for wild plants) I Veterinary Certificate (for wild 

animals) 

6.1 .2.7.   Order of Payment/Official Receipt 

 
6.2.   DENR Personnel are required for this process. 

 
7.  TYPICAL PROCESS STEPS 

 
7.1. The Records Unit receives the application together with the documentary 

requirements and forwards the same to the Wildlife Regulation Section (WRS). 

7.2.   The  CITES   Officer,  WRS   evaluates   the  completeness   of   the  documents 

submitted. If the documents are complete, the Order of Payment is prepared. 

Otherwise, the application is returned back to the client. 

7.3.   The client pays the required fee and s/he is issued an official receipt (OR). S/he 

presents the original copy of the OR to the WRS. 

7.4.   The  CITES  Officer,  WRS  drafts  and  submits  the  CITES  Export/Re-Export 

Permit to the Chief, WRS for review. 

7.5.   The Chief, WRS reviews, affixes initial  and endorses  the permit to the Chief, 

Wildlife Resources Di vision (WRD). 

7.6.   The Chief, WRD reviews, affixes initial and endorses the permit to the Assistant 

Director's Office. 
7.7.   The Assistant  Director  reviews, affixes  initial  and endorses  the permit  to the 

Director's Office. 



 

 

 
 

 
 

 

- 

Department  of Environment and Natural Resources 
 

PROCESS DEFINITION 

 
Export/Re-export of Wildlife, including by- 

products and derivatives 

Document ID DEN R-PD-QMS-008 

Revision No. 0  I  Issue No.  . 3 

Date Issued nF" r 1 fi ?n1fi 

-'-- Originating  Ollice QMS Core Team 

Page    0. 3 of3 

 

 

 
 
 

Processing of CITES Permit Applications for  the 
 

 
 
 

7.8.   The  Director  approves/signs  the CITES  Export/Re-export  Permit and forward 

signed permit to the Records Unit. 

7.9.   The Records Unit affix a permit number, the CITES and agency seals, and the 

dates of issuance and expiry prior to release to the client. 

 
8.   PROCESS OUTPUTS 

 
The results of the process are: 

 
8.1.   Products: 

8.1.1.   CITES Export Permit 

8.1.2.   CITES Re-export Permit 

8.2. Documented information: 

8.2.1.   Duly accomplished application form 

8.2.2.   Inspection of wildlife by the DENR within 3 days 

8.2.3.   Documents supporting the legal possession or acquisition of wildlife 

(Export) 

8.2.4.   CITES Import Permit issued by the DENR or other documents 
supporting the legal possession  or acquisition of wildlife (Re-export) 

8.2.5.   Bank export declaration, if for commercial purposes 

8.2.6.   Local Transport Permit, where applicable; 

8.2.7.   Phytosanitary (for wild plants) I Veterinary Certificate (for wild animals) 

8.2.8.   Order of Payment/Official  Receipt 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Prepared by:  Approved by: 
 

 
 
 

ATTY.ERN .ADOBO,JR. 

DENR Quality  anagement 

Represe  tati ve 
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1.   SUMMARY 

 
This document defines  the process of issuance of Residenti al Free Patents  (Republic  Act 

I 0023; DENR Admi nistrative Order 20 I 0-12). This process is illustrated in the process flow 

map included in the DEN R Qual ity Management  Manual. 

 
2.   REVISION AND APPROVAL 

 
Date  Nature of Changes  Approved B 

Origina l issue.  Undersecretary Emesto  D. Adobo, Jr. 

 
3.   PROCESS DEFINITION 

 
The  Residential  Free Patent is a legiti mate proof of ownership  of residential publ ic land 

in the  Philippines granted  by  the  government.  This  process  covers  applications  for  free 

patents pertai ning to untitled public alienable and disposable lands which have been zoned as 

residential.  It sha ll also  cover  zoned  residentia l areas  in procl aimed  townsite  reservations 

(Republic Act I 0023; DENR Administrative Order 20 I 0-12). 

 
4.  PROCESS OBJECTIVES AND METRICS 

 
4.1 .   The process aims to standardize  the steps req uired in the issuance of free patents in 

untit led publ ic alienable and disposable lands which have been zoned as residential. 

4.2.   The Residential Free Patents shall be issued within the prescribed period as defi ned 

in the DENR Citizen's Charter No. 9. 

4.3.   The  result of this process  sha ll be made part of  the documented  information  and 

shall be subject of management review. 

 
5.  PROCESS OWNERS AND RESPONSIBLE PARTIES 

 
5.1. CENRO 

5.2.  PENRO 

 
6.  PROCESS INPUTS 

 
6.1.   The documents  required for this process are: 

6.1.1.   Any document  showing identity of land (e.g. lot  number,  survey card, tax 

declaration, Deed of Sale, etc.) 

6.1 .2.   Certified  true  copy  of  Approved  Survey  Plan, Technical  Description   or 

Cadastral Map 

6.1.3.   Tax declaration, proofof payment oftaxes 
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6.1.4.   Certification from the Barangay that he is a resident in the area 

6.1.5.   Duly  accomplished   Residential   Free  Patent  Application   and  prescribed 

forms, with the following attached documents: 

6.1 .5.1.   Proof of Claims/Ownership of Land 

6.1.5.2.   Certified    True   Copy    of   Approved  Survey    Plan,   Technical 

Description  (TD) or Cadastral Map 

6.1.5.3.   Copy of technical description 

6.1.5.4.   Affidavit  of two (2) disinterested  persons residing  in the baranga y 

of the cit y or municipality  where the land is located attesting  that 

the applicant  thereof  has  either by himself  or through  his 

predecessors-in  interest,   actuall y  resided   on   and  continuously 

possessed  and occupied under a bonafide claim of acquisition of 

ownership, the subject land for at least ten (10) years 

6.1.5.5.    Certification from the Regional Trial Court concerned  that there is 

no pending l and registration case involving the parcel of land being 

applied for 

6.1 .5.6.   Certification   from  LGU  that  the  area  applied   for  is  zoned  as 

Residential 

6.1.5.7.    Certification  from CENRO that the land is within A and D 

6.1.5.8.    Affidavit  stating  that the land  is the only land applied  for by the 

applicant 

6.1.5.9.   Government   issued  ID  of  applicant   and  representative  (Postal, 

Voter's, GSIS, LTO, PhilHealth, Senior Citizen's, SSS, etc.) 

6.1.5.10.  Latest photograph  of land and house (preferably  geo-tagged) 

6.1.5.11.  Latest photograph  of the applicant  and representative 

6.1.6.   Order of Payment/Official Receipt 

 
6.2.   The resources  required for this process are: 

6.2.1.   DENR Personnel 

6.2.2.   Travelling  Expenses 

6.2.3.    Equipment 

 
6.3.   The special training for the personnel  required for this process are: 

6.3.1.   Land Disposition and Investigation 

6.3.2.   Eq uipment operation 

 
7.  PROCESS STEPS 

 
7.1.   CENRO 

 
7.1.1.   The  Records  Officer,  Land Records  verifies  the status of the land whether 

titled or not and/or claimed by others. 
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7.1 .2.   The Geodetic  Engineer, Survey  and Mapping  Section  determines  the Land 

Classification Status, whether it is within alienable and disposable (A&D) or 

not. 

7.1.3.   The CENRO, or implementing  PENRO, signs and approves the Certification 

of Status of Land. 

7.1.4.   The Land lnvestigator/DPLVLand  Management  Officer  provides  the client 

with: 

7.1.4.1.    Checklist of Requirements; 

7.1.4.2.   Free Patent Application Form and other prescribed forms; and 

7.1.4.3.    Advice on the procedures. 

7.1.5.   The Records Officer/Land lnvestigator/DPLI receives the application  with 

complete supporting documents. S/he records, indexes and assigns control 

number to the application. 

7.1.6.   The  Land  lnvestigator/DPLI computes  the fees  and prepares  the Order  of 

Payment. The client pays the corresponding fee and documentary stamp and 

is issued an official receipt. 

7.1.7.  Once  payment  is  confirmed, the  Land  lnvestigator/DPLI  conducts 

investigation  on the land being applied for and submits  investigation  report 

with geo-tagged  photo. 

7.1.8.   The  Land  Management   Officer  then  prepares  notices  and  letters  to  the 

barangay, municipality  or city and applicant to be signed by the CENRO, or 

implementing  PENRO. The notices are posted before the patent preparation 

and processing. 

7.1.9.   For the patent preparation and processing: 

7.1.9.1.   The Administrative Aide prepares the B.L. Form 700-2A. 

7.1.9.2.   The  Staff,  Patents  and  Deeds  prepares  Order  of  Approval  and 

Issuance of Patent. 

7.1.9.3.   The  Administrative  Aide types  the Judicial  Forms  and Technical 

Descriptions  (TO) and prepare indorsement  to the PENRO. 

7.1.9.4.   The Geodetic  Engineer verifies and certifies the correctness of the 

TD. 

7.1.9.5.   The Chief, Patents and  Deeds conducts  preliminary  review  of the 

Residential  Free Patent Application (RFPA). 

7.1.10. The  CENRO   reviews  and  affixes  his  initial  on  the  patent  and  sign  the 

indorsement. 

7.1.11. The carpeta  is transmitted to the PENRO. 

 
7.2.   PENRO 

 
7.2.1.   Once the carpeta  is received,  the Chief, Patents  and Deeds conduct  a final 

review of the free patent documents. 
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7.2.2.   The  Chief,  Technical  Services  reviews  and  affixes  his  initial  on  the  free 

patent documents. The documents are then endorsed  to the PENRO. 

7.2.3.   The PENRO signs the Order oflssuance of Residential Free Patent. 

7.2.4.   A Patent Number/index is assigned before transmitting  the documents to the 

Register of Deeds. 

 
8.   PROCESS OUTPUTS 

 
The results of the process are: 

 
8.1.   Product: Residential  Free Patent 

8.2.   Documented  information: 

8.2.1.   Inspection  Report 

8.2.2.   Certificate from CENRO that the land is within A and D 

8.2.3.   Certificate  from the Regional Trial Court concerned  that there is no pending 

land registration case involving the parcel being applied for 

8.2.4.   Certificate from LGU that the area applied for is zoned as Residenti al 

8.2.5.   Affidavit stating that the land is the only land applied for by the applicant 

8.2.6.   Copy of Tax Declaration 

8.2.7.   Notice   of   Posting   and   Letter   to  Barangay,   municipality   or   city   and 

applicants 

8.2.8.   Survey Plans and TDs 

8.2.9.   Judicial forms 

8.2.10. Order ofissuance of Residential  Free Patent 

8.2.1 1. Transmittal letter to the Register of Deeds 
 
 
 
 
 
 
 
 
 

Prepared by:  Approved by: 
 

 
 
 

ATTY. E  D. ADOBO, JR. 
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1.  SUMMARY 

 
This  document  defines   the  process  of  issuance  of  Tree  Cutting  Permit.  This 

process is illustrated in the process flow map included in the DEN R Quality Management 

Manual. 

 
2.   REVISION AND APPROVAL 

 
Rev. Date Nature of Changes Approved By 

00,2016  Original issue. Undersecretary  Emesto D. Adobo, Jr. 
 

3.   PROCESS DEFINITION 
 

Tree Cutting Permit is a document issued by the Department pnor to the 

utilization/extraction of standing  trees.  This document defines  the process of issuance of 

Tree Cutting Permit. 

 
4.   PROCESS OBJECTIVES  AND METRICS 

 
4.1.  The  process  aims  to  standardize  the steps  required   for  the  issuance  of  tree 

cutting permit in public places, private lands, infrastructure projects, and 

government projects. 

4.2.   The Tree Cutting Permit shall be issued within the prescribed  period as defined 

in the DENR Citizen's Charter No. 10. 

4.3.   The result of this process  shall be made part of the documented  information and 

shall be subject of management  review. 

 
5.   PROCESS OWNERS AND RESPONSIBLE  PARTIES 

 
5.1.   DENR Central Office 

5.2.   DENR Regional Office 

5.3.   Provincial  Environment and Natural Resources Office (PENRO) 

5.4.   Community Environment and Natural Resources Office (CENRO) 

5.5.   Forest  Management  Bureau (FMB) 

 
6.   PROCESS INPUTS 

 
6.1. The documents required for this process are: 

6.1.1.   Letter of application 

6.1.2.   LGU   Endorsement/   Certification   of  No  Objection   (Municipality   and 

Barangay) 

6.1.3.  Copy of Land Title (OCT/TCT) for Private Property 

6.1.4.   Photographs of trees to be removed 

6.1.5.  Site Development  Plan and ECC for big projects 
6.1.6.   If inventory is undertaken by the customer: 
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6.1.6.1. 

6.1.6.2. 

Tree Charting Map 

Timber  Inventory/  Inspection  Report  with Tally  Sheet/Stand  and 

Stock Table and pictures 
 

6.2. The resources required for this process are: 

6.2.1.   DENR Personnel 

6.2.2.   Travelling Expenses 

6.2.3.   Equipment 

 
6.3. The special training for the personnel required for this process are: 

6.3.1.   Timber Inventory 

6.3.2.   Equipment operation 

 
7.   PROCESS STEPS 

 
7.1. CENRO 

7.1.1.  The Receiving Clerk receives the application letter of the client with 

corresponding documentary requirements to the CENRO concerned. 

7.1.2.   The Forest Specialist  I or Chief Utilization  Unit reviews the completeness 

of the documentary  requirements submitted.  If complete, the application is 

endorsed to the CENRO. 

7.1.3.   The CENRO issues Order/ Instruction to conduct inventory/inspection and 

forward to Chief, FMS. 

7.1.4.   The  Chief,  FMS  assigns  an  Inspecting  Officer  to  conduct  inventory/ 

inspection. 

7.1.5.   The CENRO Cashier  prepares the Order of Payment to be signed by the 

CENRO.  Once  the  Order  of  Payment  is  signed,  the  client  pays  the 

Inventory  Fee  for  planted  and  naturally  growing  trees.  No payment  is 

required for less than 20 trees or if inventory will be conducted by the 

customer. 
7.1.6.   After  client  paid  the  fee,  the  Inspection  Personnel,  composed  of  3-5 

individuals, conducts 1 00% inventory or inspection of the area and prepare 

Inspection Report with geo-tagged  photos to be submitted  to Chief, FMS, 

except those with Certificate of Tree Plantation Ownership (CTPO). 

7.1.7.   The  Chief,  FMS,  reviews  the  Inspection  Report  and  submit 

recommendation to CENRO. 

7.1.8. The CENRO reviews and approves the Inspection Report and signs 

endorsement to PENRO. 

7.2. PENRO 
7.2.1.   The documents received in the PENRO are first reviewed and evaluated by 

the Chief, FMS. Slhe endorses this to the PENRO. 

7.2.2.   The PENRO reviews the CENRO recommendation.  If s/he approves,  the 

endorsement to RD is signed. 

7.3. Regional Office 
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7.3.1.   The Receiving Clerk receives the documents and forward to the Assistant 

Regional Director (ARD) for Technical Services. 

7.3.2.   The  ARD for  Technical  Services  forwards  the application  documents  to 

the Chief, FRCD for review and evaluation. 

7.3.3.   The Chief, FRCD reviews the documents and prepares the endorsement to 
ARD for Technical Services. 

7.3.4.   The ARD  for Technical  Services  reviews  and  signs  endorsement  to the 

Regional Director. 

7.3.5.   The Regional Director reviews and approves the endorsement to the Forest 

Management  Bureau  (FMB)  indicating  that copy  to be furnished  to the 

USEC for Field Operations. 

7.3.6.   The  Records  Section, Regional  Office  releases  the  endorsement  to  the 

Office of  the Secretary  (OSEC)  through the  Undersecretary  (USEC)  for 

Field Operations copy furnished to FMB. 

7.4. Central Office 

7.4.1.   The Records Unit, Central Office receives and forwards the documents to 

the OSEC. The Receiving Clerk of OSEC then receives and forwards the 

documents   to  USEC/ASEC   Field   Operations,   who  will  forward   the 

documents to FMB. 

7.5. Forest Management Bureau 

7.5.1.   The Records Unit, FMB receives and forwards the document to the Office 

of the Director, FMB. From the OD, FMB, the applicati on is received and 

forwarded through channels to the FRMD for action. 

7.5.2.   The  FRMD  Division  Chief  reviews  and  assigns  the  application  to  the 

Section Chief, who then reviews and assigns  the application  to an Action 

Man/Forest Management Specialist. 

7.5.3.   The   Action   Man/Forest    Management   Specialist   reviews,   evaluates, 

conducts data analysis. Slhe also prepares the Memorandum  Endorsement 

to  USEC for  Field  Operations  with  draft  cl earance  to RD to issue  tree 

cutting permit and subm its the same to his/her Section Chief. 

7.5.4.   The  Section  Chief  reviews  and  forwards  the  documents  to  the  Chief, 

FRMD. 

7.5.5.   The Chief,  FRMD  reviews  and forwards  the documents  to the Assistant 

Director, FMB. 
7.5.6.   The Assistant Director,  FMB reviews and forwards the documents  to the 

Director, FMB. 

7.5.7.   The Director, FMB reviews  and signs the Memorandum  Endorsement  to 

USEC for Field Operations. 

7.6. Central Office 

7.6.I.   The Office of the ASEC for Field Operations receives the documents. 

7.6.2.   A technical staff of the ASEC for Field Operations is assigned to review 

and process the documents. Slhe prepares an initial Memorandum with 

attached Clearance  to Issue Permit to Cut and submits this to the Chief of 

Staff, ASEC for Field Operations. 
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7.6.3.   The Chief of Staff, ASEC for Field Operations reviews and affixes his/her 

initial in the Memorandum, then forwards the same to the ASEC for Field 

Operations. 

7.6.4.   The ASEC for Field Operations  reviews and affixes his/her initial in the 

Memorandum, then forwards the same to the USEC for Field Operations. 

7.6.5.   The  USEC for  Field Operations  reviews and approves  the Clearance  to 

Issue Permit to Cut, which is endorsed to the OSEC. 

7.6.6.   The technical staff!HEA, OSEC  reviews the clearance  and endorses  the 

same to the Secretary for decision. 

7.6.7.   The   Secretary   approves/disapproves    clearance   to   issue   permit.   The 

decision is endorsed back to the USEC for Field Operations. 

7.6.8.   If the clearance  is approved,  the  USEC for  Field  Operations  signs  the 

clearance for the RD to issue permit. The clearance is transmitted to the 

Regional Office through the FMB. 

7.7. Regional Office 

7.7.1.   Once received at the regional office, the Clearance to Issue Permit to Cut 

is forwarded  to the RD, who assigns the ARD for Technical Services  to 

prepare the Tree Cutting Permit. 
7.7.2.   The ARD for Technical Services assigns this task to the Forest Resources 

Conservation Division (FRCD). The Tree Cutting Permit is prepared and 

forwarded to RD for approval. 

7.7.3.   The RD signs the Tree Cutting Permit. This is rel eased to the client, copy 

furnished the CENRO concerned. 

 
8.   PROCESS OUTPUTS 

 
The results of the process are: 

8.1. Product: Tree Cutting Permit 

8.2. Documented information: 

8.2.1 .   Letter of application 

8.2.2.   LOU  Endorsement/   Certification   of   No  Objection  (Municipality   and 

Barangay) 

8.2.3.   Copy of Land Title (OCT/TCT) for Private Property 

8.2.4.   Photographs of trees to be removed 

8.2.5.   Site Development Plan and ECC for big projects 

8.2.6.   If inventory is undertaken by the customer: 

8.2.6.1.  Tree Charting Map 

8.2.6.2.  Timber  Inventory/  Inspection  Report  with Tally  Sheet/Stand  and 

Stock Table and pictures 

8.2.7.   Clearance to Issue Permit to Cut 
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1.  SUMMARY 

 
This  document  defines  the  process  of  administrative   adjudication  of  illegal  forest 

products, the conveyances, equipment  and tools used in connection  therewith, in accordance 

with PO 705 Section 77 and DAO 97-32. 

 
2.   REVISION AND APPROVAL 

 
Date  Nature of Changes  Approved By 

Original issue.  Undersecretary Emesto D. Adobo, J r. 

 
3.   PROCESS DEFINITION 

 
Administrative  adjudication  is a process by which DENR issues an affitmative, negative, 

injunctive  or declaratory  order  with regards to illegal forest products, conveyances, equipment, 

tools  and implements  used  thereat.    The proceeding follows  applicable  rule of  law  to ensure 

justice and equity at all times. 

 
4.   PROCESS OBJECTIVES AND METRICS 

 
4.1.   The process aims to standardize  the steps in conducting  administrative adjudication 

of illegal forest products, the conveyances, equipment  and tools used thereat. 

4.2.   The process should  be completed  based on standards set by the pertinent  laws and 

regulations. 

4.3.   The  result  of the process  shall  be  made part of the documented  information  and 

shall be subject  to management  review. 

 
5.   PROCESS OWNERS AND RESPONSIBLE PARTIES 

 
The   Office   of   the   authorized   employee/officer   who   apprehended,   seized   and 

confiscated the illegal forest product shall be the process owner. 

 
6.   PROCESS INPUTS 

 
6.1.   When the following are not shown: 

6.1.1.   Complete required document; and 
6.1.2.   Genuine  authorizations or permits  and/or  supporting documentation that are 

validity. 
6.2.   The DENR  Monitoring  Stations or Law Enforcement  Agency  (LEA) check  points 

in the performance of their duties will usually apprehend or provide information  to 
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Apprehending   Officer   (AO)   concerned   regarding   violations   of  Section   77  of 

P.D.705. 

 

7.   PROCESS STEPS 

 
7.1.   Determination of  Probable Cause.   The  AO  will  detetmine   whether  there  is 

probable cause by examining  the documents  of the alleged offender.   Any timber is 

considered  a product of illegal logging if it was removed, cut, collected,  processed 

and/or transported: 
 

7.1.1. 

7.1.2. 

7.1.3. 

without the requisite authorization  or permit; or 

with incomplete  required supporting documents; 

with  genuine  authorizations or permits  and/or  supporting 

that  have  an  expired  validity,  have  been  cancelled  or  that 

entries; or 

 

 
 

documentation 

contain  forged 

7.1.4.   with spurious (fake) authorizations, permits and/or supporting  documentation. 

In implementing  these Rules, original documents  shall be required at all times 

to actually accompany  any forest products being moved or transported  to any 

place  and   for  any  purpose.   Whenever   the  requisite   authorization   and/or 

supporting  documentation are required  to but do not actually  accompany  the 

forest products, such absence constitutes a violation covered by these Rules. 

 
7.1.4.1.   It  is   presumed    that   the   alleged   offender   intended   to  defraud   the 

Government  if: 

7.1.4.1.1.    In case  the quantity  or  volume  of  a shipment  or  stock  of  forest 

products exceeds what is authorized,  documented, manifested or 

declared:  (i)  by  five  percent (5%)  or  more,  in  case  of  timber, 

and/or (ii) by two percent (2%) or more, in case of lumber; and/or 

7.1.4.1.2.  Upon  discovery  of  a misdeclaration   on  the quantity  and  species 

being verified pursuant hereto. 

 
Probable Cause 

With  Probable Cause Without Probable Cause 

 
Based on the examination  of the 

documents  pertaining  to  the  forest 

products the AO found that there is no 

probable cause to apprehend. 

 
Based on the examination  of the documents 

pertaining  to  the  forest  products  the  AO 

found that there lS probable cause to 

apprehend. 

 
AO  shall  personall y  examine  the  alleged 

offender    and   any   witnesses    appeanng 

before  him  in order  to satisfy  himself  that 
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 an  offense  has  been  committed,  the 

evidence at hand indicates the offender is 

proba bly guilty  thereof,  and that the i tems 

delivered  to  him  are  the  proceeds  of  the 

violat ion. 

AO  will conduct  an  oc ular inspection 

and immediate release of the forest 

products by stamping the documents as 

inspected, affixing the date, fact of 

inspection  and release thereof. 

The   AO  will  proceed   to  apprehend   the 

forest products. 

 

7.2.   Apprehensi on is undertaken by forest office, deputies, members of LEA and pri vate 

citizen. 

7.2. L   For  Abandoned Illegal Forest Products, the AO shall: 

7.2.1 .1.   Photograph and document  the items and the scene of the crime; 

7.2.1.2.    Identify, date, caption, and write his full name and affix his signature at 

the back of each photo; 

7.2.1.3.   Post  a Notice of Apprehension  on site.   A notice of the apprehension 

shall be left by the AO on-si te, posted  or tacked  into the nearest  tree, 

wall or other similar permanent structure.   In this connection, the notice 

shall contain  the date, time and place of the apprehension, full printed 

name, designation and signature of the apprehending officer, a complete, 

itemized  list of  the item(s)  apprehended,  a summary  statement of  the 

violation(s) cited, and of the full printed name and office address of the 

seizure officer to whom said items will be submitted as required by these 

Rules; and 

7.2.1.4.   Prepare  an  Apprehension  Report  (Form  No. I )  to  be submitted  to the 

nearest Seizure Officer. 

 
7.2.2.   Apprehension of Illegal  Forest  Products, Conveya nces, Equipment, Tools 

and Implements. 

7.2.2.1.   Apprehension Receipt (Form No.2 AR) shall be prepared and given to 

the offender with the following: precise nature of the offense; time, date 

and place of issuance  of AR; and full names in print and signature  of 

Administrative  Officer  or indi vid ual and the offenders.   A Provisional 

Receipt  in  written   form shall  be  issued  if  more  time  is  required  to 

complete   the  counting,  measurement,   desctiption,  scaling,  weighing 

and/or value  estimation and m ust contain  the date, time  and pl ace of 

resumption  of such activities. 
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7.2.2.2.   Delivery  of Apprehended Items  (Sec. 6.1). The  Apprehending  officer 

shall deliver to the nearest Seizure Officer (SO)  the apprehended  items. 

The following  may act as SO: 

7.2.2.2.1.     RD,ARD 

7.2.2.2.2.     PENRO, SFMS, SEM 

7.2.2.2.3.     CENRO,  LMO III, FMO III 

7.2.2.2.4.     Other officials designated  by the Secretary 

7.2.2.3.    Seizure  Receipt  must  be issued,  which  shall  contain    the  date, place, 

time, name of AO or individual, list of items and if delivery  cannot  be 

effected, temporary  safekeeping  at the nearest government  office, 

otherwise, AO or individual  must keep it until delivery to SO. 

 
7.3.   Verification of Existence of a Prima Facie Case.   SO shall verify the existence of 

prima facie case by personally examining the AO and their witnesses. 

7.3.1.   If the SO found that there is no Prima Facie Case, he/she shall issue a Notice 

of Issuance of Order for Release (Form No.4) for the immediate  release of the 

confiscated  forest products. 

7.3.2.   If there  exists  a prima  facie case, the SO shall  issue a Seizure  Order  (Form 

No.3) and a Notice of Issuance of Order for Confiscation  (Form No.4) 

 
7.4.   Adjudication Proceedings or Hearing Proper 

7.4.1.   Issuance and Posting of Notice of Hearing  -Notice of Hearing shall BE issued 

to the parties concerned  and  be posted three  (3) times a week  for  three (3) 

consecutive  weeks in three (3) public places. 

7.4.2.   The  Seizure  Officer  shall  act  as  the  Hearing  Officer.    The  Confiscation 

hearing shall be recorded and of summary nature, during which all interested 

parties shall be heard by themselves  and/or through  counsel of choice. Ample 

opportunity to obtain the services of counsel shall, in all cases, be provided. 

7.4.3.   Applicable    Rules   of   Court   shall   have   suppletory   application   in   these 

proceedings to ensure justice and equity at all times 

7.4.4.   In  lieu  of  adducing  testimonial  evidence,  any  Party  may  elect  to submit a 

Memorandum,  attaching   Affidavits   and  any  other  supporting   documents 

thereto, with a request that the issues be decided on the basis thereof. 

7.4.5.   Temporary Release of Conveyance  - When a conveyance  is apprehended  by 

virtue hereof, and any time thereafter pending final disposition of the 

administrative case, and should available evidence establish to the satisfaction 

of the Hearing Officer  that the conveyance  may be used for lawful purposes, 

such  as,  but  not  limited  to:  personal   mode  of  transportation;  commercial 

passenger   transport;  cargo  hauling;  or  other  similar  legal  use,  temporary 

release  thereof  to  the  owner  or  claimant  or  other  interested  Party  may  be 

applied  for, and release thereof to the Applicant  pendente  l ite may be granted 
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by  the  Hearing  Officer   upon  compliance  with  the  requirements   stated  m 

DA097-32. 

 
7.5.   DECISION-The Regional  Director, upon recommendation of the Hearing Officer, 

will render a decision based on substantial  evidence and shall become final and 

executory  upon the lapse of fifteen (15) regular business d ays unless a Motion  for 

Reconsideration is filed. 

 
7.6.   MOTION  FOR RECONSIDERATION -A  party aggrieved  by the decision may 

file  only  one  (I)   Motion  for  Reconsideration   within  a  non-extendible  period  of 

fifteen  (15)  calendar   days  from  receipt  of  the  Decision,  containing   a  conci se 

statement  of  the grounds  relied  upon  for  the  purpose.  The  Hearing  Officer  shall 

issue a ruling on such Motion within fifteen (15) days  from receipt thereof, stating 

the  grounds therefore.   Unless  a  Notice  of  Appeal  is  filed  by  a  Party  with  the 

Hearing Officer  within a non-extendi ble period of fifteen (15) calendar  days from 

receipt  of  a  Notice  of  Appeal,  the  Hearing  Officer  shall  transmit  the  complete 

records of the case to the Office of the Secretary  for appropriate action. 

 
7.7.   APPEAL  TO  THE  DENR  SECRETARY -Within  a  non-extendible period  of 

fifteen (15) calendar  days from receipt  of the ruling upon  a Motion  for 

Reconsideration, a Party, after  payi ng the corresponding  Appeal Fee, may file an 

Appeal with the Office of the Secretary, which shall conta in a concise statement of 

all the issues of fact  and  Jaw raised on appeal.  Upon  receipt  thereof,  the Appeal 

shall be forwarded to the Legal Service Undersecretary for Legal Affai rs, who shall 

submit his recommendations to the Secretary within a period of fifteen (1 5) regular 

working days. 

 
7.8. DECISION   OF  THE  SECRETARY       The  Secretary  decides  upon 

recommendation of  USEC  for Legal.  The  aggrieved  pa11y may file a Motion  for 

Reconsideration  or  appea l the case to the Office  of the  President  within  15 days 

upon receipt of the 

 
7.9.   EXECUTIVE  DECISION -When a Decision  becomes  fmal and executory  upon 

the  lapse  of  the  reglamentary  periods  herein  prescribed, the  Undersecretary   for 

Legal Affairs shall, motu propio or upon Motion by any Party, issue a Certification 

to that effect for submission to the Secretary. The Certification shall cite the item(s) 

confiscated  in accordance herewith (if any), together with a recommendation for 

execution ofthe Decision. 

 
7.I 0. TERMINATION OF CASE -Upon approval by the Secretary issued pursuant to 

the preceding paragraph,  confiscated  items shall become permanent propel1y of the 

Government  and entered into the books as such and disposed  of in accordance with 
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law.  The  Secretary's  approval  shall  be  attached   to  and  shall  form  part  of  the 

permanent   records  of  the  case,  which,   from   the  date  thereof,   is  considered, 

terminated and closed. 
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1.   SUMMARY 

 
This process defines the formulation, review/evaluation, and acceptance  of project 

concept/proposa l and sourcing out of funds, packaging and approval of fmal project proposal. 

 
2.   REVISION AND APPROVAL 

 
Date  Nature of Chan  roved By 

Original i ssue.  Undersecretary  Emesto D. Adobo, Jr. 

 
3. PROCESS DEFINITION 

 
The  herein  process   identifies   the  processes   and  necessary   i nputs  starting  from 

formulation  of  project  concept/proposal   up  to  approval.  It  is  intended   to  secure/provide 

additional funds in implementing priority DENR programs and projects. 

 
4.  PROCESS OBJECTIVES AND METRICS 

 
4.1.   Process objectives for this process are defined  in records of management review; see 

the documented  procedure Management Review. 
4.2.   In addition, each objective  has at least one metric (or K.PI) wi th which management 

can  measure  the effectiveness  of the process.  These  are a lso  defined  in records of 

management  review. 

 
5.   PROCESS OWNERS AND RESPONSffiLE PARTIES 

 
5.1 .  The owner of this process is the Foreign-Assisted and Special Projects Service which 

also serves as the primary reposi tory of documents prior to full project 

implementation. 

5.2.   The concerned Burea u serves as the primary repository of project im plementation 

documents. 

 
6.   PROCESS INPUTS 

 
6.1.   The required  inputs for this process are: 

 
6.1.1 .  Technical information needed: 

6.1.1.1. Latest edaphic, physiographic,  socio-economic and demographic 

information of the area where the proposed  project will be 

implemented 

6.1.1.2. Programs/projects curren tl y being implemented and have been 

implemented within the proposed project site 
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6.1.2.   Resources needed: 

6.1.2.1. Funds to suppott operations during the project concept/proposal 

formulation  and review, loan/grant negotiation  and pre 

implementation. 

6.1.2.2. DENR personnel to provide technical, financia l and administrati ve 

support 

 
6.1.3.   Personnel needed with expertise in: 

6.1.3.1.  Forestry and Community-Based Forestry 

6.1.3.2.  Protected Area and Biodiversity  Management 

6.1.3.3.  Mines and Geosciences 

6.1.3.4.  Ecosystems Research and Development 

6.1.3.5.  Land Management 

6.1.3.6.  Land Survey and Mapping 

6.1 .3.7. Environmental  Management (solid waste, air quality, water quality, 

environmental  compliance) 

6.1.3.8.  Remote Sensing 

6.1.3.9.  Geographic  Information Systems 

6.1.3.10. Database  Management 

 
6.1.4.   Special training needed on: 

6.1.4.1.  Economic Analysis 

6.1.4.2.  Environmental Impact Analysis 

6.1.4.3.  Alternative  Dispute/Conflict Resolution 

6.1.4.4.  Social Mobili zation 

 
7.   PROCESS STEPS 

 
7.1 .   A Project Concept/Proposal may be submitted  by any of the following: 

 
7.1.1 .  DENR Regional Office/Bureau 

7.1.2.   Local Government  Unit 

7.1 .3.   Academic Institution 
7.1.4.   Non-Government Organization 

7.1.5.   Peoples Organization 

 
7.2.   The  submitted  Project  Concept/Proposal   is reviewed  by  the  Foreign-Assisted and 

Special  Projects  Service  and  identi fies applicable   funding  source  after  which  it 

proceeds with the following: 

 
7.2.1 .  For funding under the DENR Special Projects Fund: 
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7.2.1.1.  FASPS  in  cooperation   with  bureaus  and  the  Planning  and  Policy 

Studies  Office  reviews  the  proposal  whether  or  not  the  same  is 

within the priority concerns and areas of the DENR, 

7.2.1.2.  Require the proponent  Regional  Office/Bureau  to prepare  a detailed 

project proposal in accordance with appropriate DENR guidelines 

7.2.1.3.  Proponent submits the detailed project proposa l 

7.2.1.4.  FASPS   schedules   presentation   by  the  proponent   of  the  project 

proposal   to  the  FASPS  Project   Proposals  Review  Team   which 

directs, if necessary, the proponent to enhance/revise the proposaL 

7.2.1.5.  FASPS endorses the project proposal to the DENR Secretary. 

7.2.1.6. Once approved  by the DENR  Secretary, FASPS informs the DENR 

Finance Management Service  which allocates/releases needed funds 

in accordance with project schedules. 

7.2.1.7.  Project proponent starts project implementation. 

 
7.2.2.  For  funding  by bilateral/multi-lateral  agencies  under Official  Development 

Assistance (Loan, Grant or Loan/Grant Combination) 

7.2.2.1.  FASPS  reviews the proposal  whether or not the same  is within  the 

priority   concerns   and  areas  of  the   DENR,  consistent   with  the 

Philippine  Development  Plan/Project  Investment  Plan and included 

in the Government of the Philippines/Donor Country Programming. 

7.2.2.2.  FASPS   together    with   NEDA   and   Donor   Agency   undertakes 

appraisal that includes the following: 

7.2.2.2.1.   Fact-Finding Mission 

7.2.2.2.2.   Feasibility Study 

7.2.2.2.3.   Review by NEDA of the Feasibility Stud y 

7.2.2.2.4.    Presentation to the NEDA ICC Technical Board 

7.2.2.2.5.   Presentation to the NEDA ICC Cabinet Committee 

7.2.2.2.6.   NEDA Board Confirmation 

 
7.2.2.3.  Loan/Grant  Negotiation which includes the following: 

7.2.2.3.1 .  Formulation of Loan/Grant Financing Agreement 

7.2.2.3.2.    Issuance of full Power of Authority  to the Office  of the 

President thru the Department  of Finance 

7.2.2.3.3.   Presentation to the Monetary Board 

7.2.2.3.4.   Seeking of opinion from the Department of Justice 

7.2.2.3.5.  Actual Loan/Grant  Negotiation  to include formulation  of 

the  Project  Operations   Manual,  Project  Implementation 

Plan and Memorandum of Agreement between GOP and 

Donor Agency 

7.2.2.3.6.   Loan/Grant Agreement signing 

 
7.2.2.4.  Pre-Implementation that includes the following 
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7.2.2.4.1.    Compliance to Loan/Grant Conditions 

7.2.2.4.2.    Request for Special Budget with the DBM 

7.2.2.4.3.  Project Mobilization 

 
8.   PROCESS OUTPUTS 

 
8.1. The outputs of the process are as follows: 

 
8.1.1.   Product produced: 

8.1.1.1.  Approved Project Proposal ready for full implementation 

 
8.1.2.   Documents or technical infmmation  produced: 

8.1.2.1 . Latest   edaphic,   physiographic,    socio-economic   and   demographic 

information of the area 

8.1 .2.2. Feasibility Study 

8.1.2.3. Loan/Grant  Agreement 

8.1.2.4.  Memorandum  of Agreement with the funding source 

8.1.2.5.  Memorandum  of Agreement with partner-stakeholders 

 
8.1 .3.   Records produced: 

8.1.3.1.  Project Administration Manual 

8.1 .3.2. Project Operations Plan 

8.1 .3.3.  Project Work and Financial Plan 

 
8.1.4.   Services produced: 

8.1.4.1.  Enhanced  project implementation techniques 

8.1.4.2.  Enhanced delivery of ENR-related services 

8.1 .4.3. Enhanced monitoring and evaluation system 

8.1.4.4.  Enhanced  capacity of concerned DENR personnel 
 
 
 
 
 

 
Prepared by:  Approved by: 

 

 
 
 

B 

DENR C  ntral Office Quality  Management 

Representative 

ATTY. E  D. ADOBO, JR. 

DENR Quality Man  gement Representative 
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1.   SUMMARY 

 
This   document   defmes   the  process   of   issuance   of   En vi ronmental   Compliance 

Certificate  (ECC) for Environmentall y Critical Projects (ECP).  This process  is illustrated  in 

the process flow map included  in the DENR Quali ty Management  Manua l. 

 
2.   REVISION AND APPROVAL 

 

Rev. 

Rev. Ol , 201 6 

Nature of Changes  Approved By 

Original issue.  Undersecretary Ernesto D. Adobo. Jr. 

 

3.   PROCESS DEFINITION 

 
The Environmental  Impact Assessment (EIA) is primarily presented in the context of 

a requirement  to integrate  environmental  concerns in the planning process of projects  at the 

feasibility  stage. Through  the  EIA  Process,  adverse  environmental  impacts  of  proposed 

actions are considerably reduced through a reiterati ve review process of project siting, design 

and other  alternati ves, and  the subsequent  formulation  of environmenta l management  and 

monitoring  plans. 

 
The  Environmental  Compliance  Certificate  (ECC)  is  the  document  issued  by the 

DENR  certifying  that based on the  representations of  the proponent and  the preparers, as 

reviewed   and  validated   by  the   Environmental   Impact   Assessment   Review   Committee 

(ElARC),  the  proposed  project   or   undertaking   will  not   cause   a  significant   negative 

environmental impact. This document defines  the process  of issuance  of Environmental 

Compliance Certificate  (ECC) for Environmentally Critical Projects (ECP). 

 
4.   PROCESS OBJECTIVES AND METRICS 

 
4.1.   The process aims to standardize  the steps required for the issuance of ECC for ECP. 

 

4.2.   The ECC  shall  be issued  within  the prescribed  timeframe  defined  in the  process 

flow map included in the DENR Qualit y Management Manual. 

4.3.   The  result  of this process  shall be made part of  the  documented  i nformation  and 

shall be subject of management review. 
 

 

5.   PROCESS OWNERS AND RESPONSIBLE PARTIES 

 
The Environmental  Management  Bureau (EMB) is the responsible office for th is 

process. 
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6.   PROCESS INPUTS 

 
6.1.   The documents required for this process are: 

6.1.1.   Technical information  needed: 

6.1.1.1. Environmentallmpact Statement (EIS) or Environmental  Performance 

Report and Management  Plan (EPRMP) 
6.1.1.2. 

6.1.1.3. 
Project Information  and other relevant documents 

Agreed Technical  Scoping Checklist 
 

6.1.2.   Resources  needed: 

6.1.2.1.  Budget 

6.1.2.2.  Vehicles 

6.1.2.3.  Equipment 

 
6.1.3.   Personnel needed: 

6.1.3.1.  Environmental  Impact Assessment  Management  Division 

6.1.3.2.  REVCOM 

 
6.1.4.   Capability Training for the personnel identified in 6.1.3 is needed. 

 
7.   PROCESS STEPS 

 
7.1.   The Technical  Scoping  Meeting is facilitated  by convening  the review team/EIARC 

within 7 days. The Project Information  shall be inputted in the EIA-IS. Also, a copy 

of relevant documents is provided  to the EIARC at least 3 days before the meeting. 

The  output  of  the said  meeting  will  be the  Agreed  Technical  Scoping  Checklist 

(duly signed by the EIARC and EMB section or divi sion chief). Public consultation 

is required, unless otherwise  specified. 

7.2.   If the  Procedural  Screening  of EIS  or  EPRMP  is accepted,  the  payment  of  EIA 

Review  Support   Fund  (ERSF)   is  made  to  the  Fund  Manager,  based   on  EMB 

prepared ECC Application review Work and Financial  Plan (WFP). If not accepted, 

lacking supporting documents/application requirements is completed. 

7.3.  The Order of Payment  is issued by the EIAMD upon the submission  by the 

proponent/preparer of  the  copy  of  MOA  for  the  ERSF  and  OR  and  Procedural 

screening  Results  Form indicating acceptance ofDraft EIS or EPRMP. 

7.4.   After  the  payment   is  made,  the  ECC  Application   is  officia lly accepted   by  the 

EIAMD  upon  presentation  of the  transmittal  letter  from proponent  indicating  the 

filing  of the ECC  application for  the  specific  project,  required  number  of EIS or 

EPRMP  copies  including  one  (1)  e-copy  and  proof  of distribution/posting of  the 

Notice of Public Consultation or Hearing. 
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7.5.   A  substantive  review  of  the  EIS  or  EPRMP  is done.  The  ECC  Application  is 

encoded  in the EIS-IS.  The Technical  Review  Team/EIARC is convened,  and is 

given a copy of the EIS or EPRMP and notice of EIARC Meeting 5 days before the 

meeting. 

7.6.   The EIS or EPRMP/ECC Application  is reviewed  by the EIARC.  After the review, 

TechnicaVEIARC  meeting/s  is conducted.  In between  the  process, Public 

Consultation   or  Hearing  (if  required)  and  Site  Validation  are  facilitated  by  the 

EMB. During  this step, the Bureau  ensures  that all stakeholders are invited.  Also, 

the Project  Proponent  makes the necessary  logistical  arrangements  in coordination 

with the El\ffi Regional or El\ffi/DENR Field Office. 

7.7.   The  Minutes  of the Technical  Meeting  is prepared  and  the letter  requests  for  AI 

transmitted to the Proponent/Preparer. 

7.8.   The  submitted  AI  and  Public  Consultation  Report  is distributed  and  reviewed,  if 

required. 

7.9.   Final EIARC Meeting is conducted. 

7.10. The EIARC Report is submitted  to the EIAMD Chief and Complete  Staff Work is 

done by the EIAMD. 

7.11. The  review and decision  (approval/denial) on the ECC application  is made by the 

EMB  Director/DENR Secretary,  for signature  of  the  Sworn  Statement  of 

Accountability to the ECC Conditions. 

7.12. The signed ECC is distributed to relevant government  agencies/LGU. 

 
8.   PROCESS OUTPUTS 

 
The results of the process are: 

 
8.1 . Product: Decision Document, may be in the form of ECC, Certificate of Non 

Coverage or Denial Letter 

 
8.2. Documents or technical information  produced: 

8.2.1.   Main Parts and Salient Features of the ECC: The ECC is composed of three 

(3) parts with the following  features: 

8.2.1.1.     First  Part: The  certificate  of  environmental  compliance  commitment, 

which defmes  the scope and limits of the project, in terms of capacity, 

area,  technology  or  process.  Both  endorsing   and  issuing  authorities 

sign-off  this  portion  of the ECC. This  part of the ECC comes  with  a 

covering letter transmitting  the ECC to the Proponent,  signed off by the 

deciding   and  signing   authority   (either   the  DENR   Secretary,   EMB 

Director or EMB Regional Director); 

8.2.1.2.  Second Part: Annex A of the ECC which lists the conditions within the 

mandate of the EMB. Non-compliance to any of the conditions  may be 

imposed   a  corresponding  penalty.   The  Proponent  commits   to  fully 
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compl y to the ECC through its Sworn  Statement of Full Responsibility 

to implement  the mitigation measures; 

8.2.1.3.  Third   Part:   Annex   B  of   the   ECC   which   lists  the   EIA   Review 

Committee's recommendations to the Proponent, as well as suggestions 

to  the government  agencies  and  LGUs  who  have  mandates  over  the 

project so t hat they can  integrate  the EIA fmdings  into their decision 

making  process.  The  EI ARC  Chair,  the  EMB  Chief  and  the  EMB 

Director/Regional Director  sign this portion of the ECC. This last part 

of   the   ECC   is   formally   transmitted   by   the   DENR-EMB   to   the 

concerned GAs and LGUs. 

 
8.3. Records produced: 

8.3.1.   Environmental  Compliance  Certificate (ECC) for ECP 

8.3.2.   Environmental  Impact Statement (EIS) or Environmental  Performance Report 

and Management Plan (EPRMP) 
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1.   SUMMARY 

 
This  document defines  the  process of  issuance of  Wildlife   Gratuitous   Permit 

(WOP).   This process  i s illustrated in the process flow map includ ed in the D ENR Quality 

Management Manual. 

 
2.   REVISION AND APPROVAL 

 
Rev. I Date Nature of Changes Approved By 

1  oo, 2o16  I Original  issue. Undersecretary Emesto D. Adobo, Jr. 
 

3.   PROCESS DEFINITION 

 
The  Wildlife  Gratuitous Permit  refers  to  the  privilege   given  to  an  individual , 

academe, research  institution or  organization  to  capture/harvest and  transport   wildlife 

species  from the natural  habitat  for scientific and  other  purposes (DENR  Administrative 

Order 2004-55). This process defines the i ssuance ofWGP. 

 
4.   PROCESS OBJECTIVES AND METRICS 

 
4.1.   The process aims to standardize the steps required  for the issuance of WOP. 

 

4.2.   The process shall  ensure that the WOP shall be issued  for its intended  purpose 

for academic and research. 
 

4.3.   The result of this process  shall be made part of the documented information and 

shall be subject of management review. 
 
 

5.   PROCESS OWNERS AND RESPONSIBLE PARTIES 

 
5.1. Biodiversity Management Bureau (BMB), for research  studies covering multiple 

locations throughout the country 

5.2. DENR  Regional  Office 

 
6.   PROCESS INPUTS 

 
6.1 .   The documents required  for this process are: 

6.1.1.   Copy of the research/thesis/ dissertation proposals, or copy of the affidavit 

ofundertaking/ approved MOA 

6.1.2.   Prior Clearance from the affected  (collection site) neighborhood/ 

communities, i.e. concerned  LGUs, recognized head of the IPs in 

accordance with RA 8371, or Protected  Area Management Board 

6.1.3.    Endorsement letter from the Dean (in case applicant is a student) or in the 

case of an individual  researcher, from a recognized  expert or a research 

institution or conservation organization 

6.1.4.    Order of Payment 
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6.2.   DENR Personnel are required for this process. 

 
7.   PROCESS STEPS 

 
7.I.  The client files the application  together  with the documentary  requirements  to 

the BMB or the Regional Office (RO). 

7.2. The  BMBIRO  receives  and  forwards  the  documents  to  the  BMB 

Director/Regional Director (RD). 

7.3.   The application is forwarded  to the BMB Wildlife  Resources Di vision (BMB 

WRD)/RO Conservation  and Development Division  (RO-CDD)  for evaluation. 

If the documents submitted  are complete, the Order of Payment is prepared. 

Otherwise, the application is returned back to the client. 

7.4.   The client pays the required fee and slhe is issued an official receipt (OR). 
7.5.   The  BMB-WRD/RO-CDD  reviews  the  application.  If  acceptable,  the  Chief 

affixes   his/her   signature   and  endorses   the  permit   to  the  BMB  Assistant 

Director!RO ARD for Technical Services. 

7.6.   The  BMB  Assistant  Director/RO  ARD  for  Technical  Services  reviews  the 

application. If acceptable, slhe affixes his/her signature and endorses the permit 

to the BMB Director/RD. 

7.7.   The  BMB  Director/RD  approves  the  permit  and  forwards  the  permit  to  the 

Records Unit for release to the client. 

 
8.   PROCESS OUTPUTS 

 
The results of the process are: 

8.1. Product: Wildlife Gratuitous Permit 

8.2. Documented information: 

8.2.1 .   Copy of the research/thesis/ dissertation  proposal s, or copy of the affidavit 

ofundertakingl approved MOA 

8.2.2.   Prior Clearance from the affected (collection site) neighborhood/ 

communities, i.e. concerned LGUs, recognized head of the IPs in accordance 

with RA 8371, or Protected Area Management Board 

8.2.3.   Endorsement letter from the Dean (in case applicant is a student) or in the 
case of an individual researcher, from a recognized expert or a research 

institution or conservation organization 

8.2.4.   Order of Payment 
 

Prepared by: Approved by: 
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1.   SUMMARY 

 
This document defines the generation of technology process in detail. 

 

2.   REVISION AND APPROVAL 
 

e  I 
I 

 

3.   PROCESS DEFINITION 

 
The generation/development of technology  is a process  of conducting  research with 

the primary aim of solving specific problems previousl y identified. It also includes reporting 

of results obtained (DENR Administrative  Order No. 1996-27). 

 
4.   PROCESS OBJECTIVES AND METRICS 

 
4.1.   The process aims to develop  technology for the implementation  of projects to sol ve 

specific problems previously identified and measure its impact. 
 

4.2.  The technology developed shall be measured in tenns of its effectiveness. 
 

4.3.  The  result of this process shall be made part of the documented  information  and 

shall be presented for management review. 
 

 
5. PROCESS OWNERS AND RESPONSIBLE PARTIES 

 
The  owner  of  this  process  is the  Ecosystems  Research  and  Development   Bureau 

(ERDB). ERDB is composed of the Main Office and Research Centers. The Main Office has 

three technical divisions, two service divisions,  and administrative and financial management 

division (the latter being the support division). There are six ERDB Research Centers,  which 

are located in the clustered  regions and shall undertake research, development and extension 

based on their respecti ve areas of excellence. 

 
6.   PROCESS INPUTS 

 
6.1 .   For the technical information, the technology  to be generated/developed depends on 

the programs and projects of the technical divisions  and the areas of excellence of 

the research centers. The service divisions provide the technical support to the 

technical divisions and research  centers through laboratory assistance and technical 

assistance in the form of visits to demonstration areas and facilities. 
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6.2.   The resources needed for this process are: 

6.2.1.   Personnel (regular and additional outsourced technical and administrative staff 

through contract of services) 

6.2.1.1.  Technical - for the data gathering activities 

6.2.1.2. Administrative  - for the maintenance of the laboratory and 

demonstration areas 

6.2.2.   Financial resources for the procurement of supplies, materials and equipment. 

 
6.3.   Advance training for the regular technical staff to meet the state of the art 

technologies on environment and natural resources. 

 
7.   PROCESS STEPS 

 
The   technology   generation/development  is  composed   of   two   phases.   Phase   I 

includes programs,  activities,  and  projects  (PAPs) conceptualization, proposal 

preparation and  review, while  Phase  II  includ es  research, development and  extension 

(RDE)  implementation. The following are the process steps in generating/developing  ENR 

technology: 

 
7.1.   Phase I 

 
7.1.1.      With the approval of the ERDB Executi ve Committee,  the ERDB Teclmical 

Review  Board  (ETRB)  shall  undertake  a ca ll  for  RDE  PAPs  concept  or 

capsule proposals from among the researchers of the Bureau to facilitate 

planning and funding forward estimates. 

7.1.2.      Capsule research proposals shall be submitted to ETRB by at least a Science 

Research  Specialist  I or  a holder  of  equivalent  technical  position  within 

his/her area of concern and specialization. 

7.1.3.  ETRB shall screen  the concept proposals based  on the thrusts and priority 

areas  identified  in the  ENR  RDE  Framework,  the emerging  concerns  of 

DENR and the general concept ofthe proposed PAPs. 

7.1.4.     When a RDE  PAP concept  proposal  passes  the screening  and  preliminary 

review of the ETRB, the proponent shall be notified/advised  to develop and 

submit a full-blown proposal. 

7.1.5.      Relative to the project duration and for budget planning purposes, proposa ls 

may be categorized  as short term, that is, one (1) year or less; medium term 

between one (1 ) year to three (3) years; and long tenn, more than three (3) 

years of implementation. 

7.1.6. A  full-blown   RDE  PAP  proposal   must  include:  the  main  texts  in  the 

required format including extensive  review of relevant and recent literature, 

Conceptual   Framework,  Logical   Framework;   Work  and  Financial  Plan 

(WFP); Travel Plan; and Procurement Plan. 
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7.1.7.      A RDE  PAPs proposal intended  for external  fundin g support  may also  be 

prepared  in  accordance   to  requirements  of  the  Bureau  and  that  of  the 

funding agency. 

7.1.8.      Full-blown proposals  shall be endorsed  by the Division Chief /Center  Head 

to the Office of the Director.  The Director then endorses  the proposal to the 

ETRB for its review/evaluation. 

7.1.9.      The  ETRB shall review  the proposal  and  may request  the involvement  of 

selected  Technical  Experts  based  on  the  nature  of  the  proposa l   and  the 

necessary  expertise  for the review. The review for GAD  shall involve the 

use customized  GAD Checklist  for designing  and evaluating RDE projects 

in the ENR Sector. 

7.1 .10.   The  ETRB   shall  evaluate   the  proposal   based   on   form  and  substance 
prescribed in the Guidelines for Evaluating EN R RDE Program and Project 

Proposals  including  among  others its  i ntend ed  contribution   to  the  Major 

Final Outputs (MFOs) of DEN R. 

7.l.ll.   The ETRB may recommend  to the Director  to invite the proponent(s) for a 

meeting  to d iscuss/defend  the  proposal  and  to clarify  and  be clarified  on 

certain issues surrounding the proposa l. 

7.1 .12.   The review process shall be iterative. A proposal that is worth implementing 

but  needs  further   refinement   or  revision  shall  be  referred   back  to  the 

proponent(s) indicating the ETRB's comments and recommend ations on the 

issues and gaps to be addressed. 

7.1.13.   The  ETRB  Chair  shall  endorse  to  the  ExeCom  proposals  that  pass  the 

evaluation process for the latter's final review and approval by the Director. 

The  proponents  shall   be  dul y  notified   through   the  concerned   Division 

Chiefs/Center Heads. 

7.1.14.   Although   approved,   the  corresponding  WFPs  are   deemed   tentative   or 
indicative  subject  to  the  actual  budget  approved  for  the  Burea u  and  the 

subsequent  allocation   by  the   ExeCom   among   the   Bureau 's  different 

expenditure objects. Before the onset of the Budget Reprogramming,  the 

Planning Officer shall consolidate all the approved proposals with the 

corresponding WPFs for prioritization and budget allocation by ERDB 

Executive   Committee.      Those   intended   for  external   funding   shall   be 

endorsed to the funding agency(ies). 

 
7.2.   Phase II 

 
Phase  II, on the other  hand, includes  implementation of approved proposals, 

monitoring and  evaluation, periodic preparation and  submission of progress reports 

up   until   the  preparation  of   tenninal  reports   (TRs),  drafting  of   related  poli cy 

instrument(s) and preparation of IEC materials for dissemination or publication out 

of the compl eted PAPs. 
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7.2.1.  Proposal s  that  are  approved  by  ERDB  Director  shall  be  considered   for 

implementation  and shall form part of the RDE PAPs of the Bureau. 

7.2.2.   The Director with the recommendation  of the other members of the ExeCom 

may  rule  to defer  the  implementation  of  PAPs  relati ve  to availability  of 

funds, favorable time of implementation, urgency of other  PAPs and other 

justifiable reasons. 

7.2.3.   Subject to the final approved  budget of the Bureau and the funds allocated 

for PAPS,    the    Program/Project     Leader    shall     revise/finalize    the 

corresponding  WFP of the proposal for the approval of ERDB Director. 

7.2.4.   Upon the approva l  of the revised WFP, the Director  shall inform through a 

memorandum,  the  Program/Project   Leader  to  proceed  with  the 

implementation  of  the  PAP. The  Program/Project Leader  may organize  a 

project    pre-implementation   or   leveling    off   workshop    in volving   the 

concerned Division/Center Head, the Project Team, the MET, the PLLC, 

representatives from cooperating agency(ies) and principal cooperators to 

facilitate  common  understanding  of the project, to determine  the important 

areas and modes of collaboration  and to identify the specific parameters for 

monitoring and evaluation. 

7.2.5.  If the project  is to be conducted  in  the field,  the Program/Project  Leader 

shall  perform  coordination  activities  with concerned  agencies, LGUs, and 

communities  in the identified  sites  to inform  them of  the project 

implementation.  The program/project is implemented  in the field guided by 

the approved experimental/  sampling design and the WFP. 

7.2.6.  To facilitate for the ready retrieval of records,  monit01ing of activities and 

accomplishments, preparation  of periodic  and  termina l  reports,  preparation 

of    draft    policy   and    preparation    of    art icles    for    publication,    the 

Project/Program Leader sha ll prepare and maintain a Project Folder with the 

corresponding  chronicling or Journal of PAPS Acti vities. 

7.2.7.    The  Program/Project  Leader  shall  see  to  it  that  the  prescribed 

quarterly/annual  physical and statistical reports  are submitted  on time.  The 

ExeCom may require the Program/Project  Leader  for other reports  updates 

to be used  in Management  Conferences,  [nformation, Education  and 

Communication  (IEC) activities, technical assistance to stakehold ers and for 

other related purposes.  Project Leaders must see to i t that GAD concerns  are 

dealt  with  using  the HG DG  Checklist  for  ROE  Project  Management  and 

Implementation.  . 

7.2.8.     On-going   PAPs  are  subject  to  periodic   monitoring  and  evaluation  and 

annual project  reviews. 

7.2.9.  An Annual  In-House  Review  (AlHR)  of ongoing  and  recently  completed 

PAPS of the Bureau shall be conducted  at ERDB-MO  and at the Research 

Centers.  Evaluation shall be in terms of relevance (adherence  the principles 
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of ROE Framework), effectivity (delivery of results), and efficiency (outputs 

relative to inputs including funds and personnel). 

7.2.10.    The ETRB shall review the PAPs and recommends the appropriate measures 

to be undertaken by Program/Project Leaders. 

7.2.11.    A PAP may be recommended  for extension under meritorious circumstances 

as may be determined  by the ETRB.   The Project  Leader shall  prepare the 

corresponding   annual   WFP  subject   to  the  nature  of  deliverables   and 

timetable of remaining activities. 

7.2.12.  A PAP may be recommended  for tennination  when: a) it has come up with 

conclusive results ahead of the expected date of completion;  and b) when it 

cannot deliver the expected conclusive  results within the planned time frame 

and budget. For both cases, the Project Leader shall prepare and submit to 

the Director  the necessary  Terminal  Report (TR)  within  three (3)  months 

after the termination of the project. 

7.2.13.    The  Leader  of  medium  and  long  term  projects   for  continuation   in  the 
succeeding  year shall prepare annual WFPs subject to the overall  timetable 

of activities  and periodic  accomplishments. Catch  up plans for delays and 

backlogs, should there be any, shall be included. 

7.2.14.    Before  the  actual  date  of  completion,   the  Project  Team  shall  conduct 

program/   project   phase-out   activities.  They   shall  ascertain   the  prompt 

preparation  of reports, inventory of tools and equipment and the conduct of 

related activities that shall clear the Research Team of any liabilities and/or 

obligations related to the implementation of the PAPs. 

7.2.15.  To  facilitate    the  preparation  of  Terminal  Report  (TR),   all  field 

implementation activities shall be concluded three (3) months before the 

completion date of the project. 

7.2.16.  ETRB  shall  designate   reviewers  from  among  the  Technical   Experts  of 

ERDB and/or  may call on external evaluators for the evaluation of terminal 

reports.   Evaluation  shall be based on but not limited  to, the attainment  of 

objectives,   the  technical  soundness   of  the  report,  and  its  utilit y  to  the 

clientele,    policy   implications,   contribution    to   science   and   bod y   of 

knowledge,  implications   to  ENR  Management,   IEC,  and  possibility   of 

further research. 

7.2.17.    The evaluation  shall  be  iterative.  If the  need  so  warrants,  the  process  of 

reevaluation and revision will be repeated until the ETRB decides for the 

finalization  of  the TR  and  endorsement of  the same  for approval  of  the 

Director. 

7.2.18.   The Program/Project Leader  shall  finalize the TR, prepares  popular article 
for publication and whenever applicable, prepares  pertinent policy paper and 

submits the same to the Director. 

7.2.19.  The Technology  Transfer  Division  (TTD) at ERDB-MO  shall evaluate  the 

submitted  popular article for publication.  Evaluation shall be in accordance 
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to the requirements of Canopy Lnternational , the popular journal publication 

ofERDB. 

7.2.20.   A PAP  is deemed  complete  after  the finalization  of  the TR,  the popular 

article  and    the    policy     paper    and    settlement     of    admjnistrative 

accountabilities.   Project leaders who did not satisfy the requirements in due 

time may not be given new Program/Project  Leadersrup assignments 

 
8.   PROCESS OUTPUTS 

 
The outputs of the process are as follows: 

 
8.1.   Products produced: 

8.1.1 .  ENR generated technology refers to information, process, product, or service, 

wruch  when   put   to   use,  contributes   towards   the   enhancement   of   the 

productivity income and general welfare of an individual or specific groups of 

individ uals, firms and organizations,  including conservation and management 

of resources. 

8.1.2.   Information - refers to  a  type  of  technology   that  is  processed  data  with 

significant findings that may indicate valuable socio-economic and technical 

database for policy formulation and subsequent Research, Development and 

Extension (RDE) programs/projects/activities. 

8.1.3.    Process or protocol - refers to a type of technology which prescribes schemes 

to improve production, post production, or procedures. This may involve 

strategies for efficient utilization, technology transfer, commercialization, and 

marketing system. 

8.1.4.   Product - refers  to a type of technology  in the fmm  of ph ysical goods. It is 

normally directed  toward a specific  market demand. 

8.1.5.   Service - refers  to  a  type  of  technology  that  provides  the complementary 

activities/facilities to enhance programs/policies of the government. 

 
8.2.   The  documents   or  technical   inf01mation  produced   once   ENR  technology   IS 

generated/developed  include the terminal reports. 

8.3.   Records produced in this process include: 

8.3.1 .  Program/project/study proposals 

8.3.2.   Memorandum/a  containjng the approval of the proposals, 

8.3.3.   Approved  work  and  financial  plans  with  attached  approved  travel  plans, 

annual   procurement   plans,   and   project   management   procurement   plans, 

approval 

8.4.   Services  produced  can  be  in the  form  of  technica l assistance  depending  on  the 

request of the internal and external stakeholders. 
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l. SUMMARY 

 
This document defmes the transfer ofENR technology process in detail. 

 
2.   REVISION AND APPROVAL 

 
Rev. Date Nature of Changes Approved By 

00,2016  Original issue. Undersecretary Emesto D. Adobo, Jr. 
 

3.   PROCESS DEFINITION 

 
The transfer of ENR technology is the process of moving the results of research 

from the generator to the end-user (DENR Administrative Order No. 1996-27). 

 
4.   PROCESS OBJECTIVES AND METRICS 

 
4.1.   The process aims to provide support  to the implementation of projects through 

the introduction of technologies  that will enhance  productivity and benefits to 

the ecosystem. 

4.2.   The result of this process shall be made part of the documented information and 

shall be subject of management review. 

 
5.   PROCESS OWNERS AND RESPONSIBLE PARTIES 

 
The owner of this process is the Ecosystems  Research and Development  Bureau 

(ERDB). ERDB is composed ofthe Main Office and Research Centers. The Main Office 

has three technical divisions, two service divisions, and administrative and financial 

management  division  (the  latter  being  the  support  division).  There  are  six  ERDB 

Research Centers, which are located in the clustered regions. 

 
6.   PROCESS INPUTS 

 
6.1.   For the technical information, the ENR generated technologies to be transferred 

are those that are already identified, classified (whether the technology is an 

information, process, product or service), characterized, verified, and assessed. 

6.2.   Technical staff, who have the knowledge/expertise  to assess the generated ENR 

generated technologies to help improve access, quality of output, and innovate 

further and promote wider understanding of ENR technologies,  are needed for 

the ENR generated technology assessment activities. 



 

 

Document ID DE   R-PD-00_?:016 

-4 
Department of Environment and Natural Resources  

Revision    0.
 

0  l tssue No.   IO 3 

--- 
PROCESS DEFINlTION  Date  Issued o c 1 67   1 

Transfer of Environment and  Natural 
Originating Office  QMS Core Team 

Resources (ENR) Technology 
Page  No. 2 of4 

 
7.  PROCESS STEPS 

 
The following is the process steps in transferring ENR technology. 

 
7.1.  Technologies        generated        in       Phase       II       (Process        Definition: 

Generation/Development of Environment and Natural Resources Technology) 

shall be extended  to clients  in Phase III through transfer and extension. This 

phase  includes    identification,   classification   and    characterization   of 

candidate  technologylies    generated    from    RDE    PAPs;     technology 

assessment; verification and pilot testing whenever necessary; packaging; 

dissemination;  establishment    and    promotion    of    demonstration    areas; 

preparation of draft poli cy whenever applicable;  application  of ERDB patent 

whenever feasible; commercialization and impact assessment. 

7.2.  Subject to the provisions of the Philippine Technology Transfer Act of 2009 

(RA 10055), ERDB shall pursue technology transfer and extension works and 

strategies directed towards the dissemination of research results and transfer of 

technology to its clientele and mainstreaming them to the operations of DENR. 

7.3.  The Technology Transfer Division (TTD) of the ERDB-MO shall fonnulate the 

extension  and  technology  transfer  programs  of  the  Bureau.  The  Research 

Centers, on the other hand, shall conduct field coordination and direct 

implementation of technology transfer and extension activities to the clientele. 

7.4.  Technologies generated from RDE PAPs shall be classified by TTD as product, 

process, information and service and shall be assessed for their feasibility, 

packaged and transferred according to the needs of the clients. 

7.5.  Technologies classified as products or process shall pass through the review of 
the Technology Assessment Team (TAT).  TheTAT shall be an ad hoc body of 

Technical Experts that shall conduct assessment of specific technologies.  The 

TAT shall assist TTD in determining whether the candidate technology is ready 

for packaging and dissemination. 

7.6.  Technologies   classified   as  information   and  service  shall   undergo  similar 
evaluation  process  except  that  instead  of  the  TAT, TTD  shall  conduct  the 

activity. 

7.7. TTD and the TAT shall adopt ENR Technology  Assessment Protocol (ENR 

TAP)  established  by  the  ERDB-MO  through  ERDB-MC  No. 01, Series  of 

2014.  The assessment  process  includes  technology  screening  and feasibility 

test.  TID may either recommend for packaging of a candidate technology if it 

passes  the  feasibility  test  or  for  verification  of  said  candidate  technology 

whenever it fails the test. 

7.8.  A candidate  technology  that shall  be recommended  by TTD for  verification 

and/or  pilot-testing  that shall  be conducted  in a si milar  manner as that of a 

regular RDE project. 

7.9.  TTD shall  take  the  lead in  the packaging  of  technology  for  extension  and 

transfer.  A  Package   of  Technology   (POT)  shall   include  among  others, 

description of the technical, social, financial/economic,  environmental and 

political dimension of the products, process, or information including pictures, 
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illustrations,  flowcharts, and other  documents  that  are useful  for the 

appreciation of clients and in the evaluation process. 

7.10.  A packaged  technology  shall  be endorsed  by TTD  to the ExeCom  for their 

review and for the approval of the Director. 

7.11.  Upon the Secretary's approval of the MC, ERDB shall conduct dissemination 
activities for the technology. 

7.12.  The Program/Project  Leader, out of the approved TR shall submit article(s) for 

publication at the Silvertip.   In such case, the editing and publishing activities 

shall be coordinated by TTD in cooperation with the Silvertip Editorial Board. 

Manuscripts should not have been published in another journal prior to the 

submission. 

7.13.  To fast track the publication process, the ERDB may hire the services of editors 

in the immediate scientific community with expertise and the track record of 

publication   in  journals   recognized  by  international   scientific   bodies  (e.g. 

Institute  for  Scientific   Information  (lSI)).  He/she  in  coordination  with  the 

Silvertip  Editorial Board  shall recommend to ERDB the general acceptability 

of articles for publication  in the Silvertip. The remunerations of hired editors 

shall be subject to existing rules and regulations of the Government. 

7.14.  ERDB   through   ETRB   shall  determine   the  profitability   of  its  generated 
technologies and may pursue for commerciahzation  and patenting of such 

technologies.   Application   for   patent   protection   shall   be   subject   to   the 

provisions of the RA 10055 or the Philippine Technology Transfer Act of 2009. 

7.15.  The   Inventor/Project    Leader   shall   prepare   the  necessary   documents   and 
requirements and attend to matters for the commercialization of the technology. 

ERDB   may   request   the   assistance   of   the   Tec.hnology   Application   and 

Promotion Institute of the DOST on technology commercialization. 

7.16.  The applicable provisions  of RA 8293 on Intellectual Property Rights shall be 
applied as warranted with regard to disclosure of information and the utilization 

of the generated DENR technologies and information. 

 
8.   PROCESS OUTPUTS 

 
8.1.   The products produced are ENR generated technology. It refers to information, 

process, product, or service, which when put to use, contributes towards the 

enhancement of the productivity income and general welfare of an individual or 

specific groups of individuals, firms and organizations,  including conservation 

and management of resources. 

8.1 .1.   Information - refers to a type of teclmology  that is processed  data  with 

significant   findings   that   may   indicate   valuable   socio-economic   and 

technical database for policy formulation and subsequent Research, 

Development and Extension (RDE) programs/projects/activities. 

8.1 .2.   Process or  protocol  - refers  to  a  type  of  technology  which  prescribes 

schemes  to improve production, post production, or procedures. This may 

involve  strategies     for     efficient     utilization,    technology     transfer, 

commercialization, and marketing system. 
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8.1.3.   Product - refers to a type of technology in the form of physical goods. It is 
normall y directed toward a specific market demand. 

8.1.4.   Service - refers to a type of technology that provides the complementary 

activities/facilities to enhance programs/policies of the government. 

 
8.2.  The documents or technical information produced once the generated ENR 

technology  is  verified,  tested,  and  assessed  can  be  in  the  fonn  of  manual, 

brochures, technical  bulletin, book, published  articles, and science-based  draft 

policies for review of DENR Central  Office through Policy Technical  Working 

Group (PTWG). 

 
8.3.  The records produced included the submission of terminal reports, results of 

evaluation  done by  ERDB Technical  Review  Board (ETRB), and the revised 

terminal reports based on said review and evaluation by ETRB. 

 
8.4.   Services prod uced can be in the form of technical assistance depending  on the 

request of the internal and external stakeholders. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Prepared by: Approved by: 
 
 
 
 

ATTY.ERN . ADOBO,JR. 
DENR Quality  anagement 

Represe 



 

 

 
 
 
 

 

 
 

DEPARTMENT OF ENVIRONMENT 

AND NATURAL RESOURCES 

(DENR) 
 

 
 
 
 
 
 
 
 
 
 
 

Procedures 
 
 

ISO 9001 :2015 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Quality  Management Manual 
 

December 1 5,201 6 
 
 
 

(c) 201 6 Department of En vironment and Natural Resources; all rights reserved. Th i s document is controlled  and may not be 

released to thi rd parties without the approval of the DENR.  Controlled  copy for electronic release of the manual may be 

downloaded  through the DENR Website.  No part of th is Man ual may be reproduced, distributed  or  transmitted except as 

provided herei n.  Requests for perm issions may be addressed  th rough the D ENR Quality Management  Representative, 

DE NR, Visayas Avenue, Di l iman, Quezon Ci ty. 



 

 

 

4 

 
Department of Environment and Natural Resources 

 

PROCEDURE 

Control of Documented Information 

Document rD DE   R-PR -QMS-001 

Revision No. 0  J    Issue-No.   b 3 
Date Issued VtL I b  zr- 

  Originat i ng Office QMS Core Team 
 

Page    0. I of8 

 

 

 
 

------- 
 

1.   SUMMARY 

 
1 .1.  This  procedure  defines  the  requirements  for  the  creation, review   approval, 

distribution, use and revision of DENR quality management system documented 

information. 

 
1.2.  This proced ure applies to Levelv1-4 (documents)  and Level 5 (Records) of the 

DENR structure of documented information described in the QMS Manual. 

 
1.3.  "Documents" provide  instructions  on  how  to  carry  activities  and  tasks  and 

includes   guidelines   and   procedures,  policies,    circul ars,   orders,   manuals, 

organization and office plan s required to implement the QMS. 

 
1.4.  "Records"  provide  evidence  of  DENR  having  met/or  not  met  requirements. 

This  provides  evidence  of  conformity  and  of  the  effective  operation  of  the 

quality management system. 

 
2.   REVISION AN D APPROVAL 

 
Rev. Date Nature of Changes Approved By 

00, 2016  Original issue. Undersecretary Emesto D. Adobo, Jr. 

 

3.   DEFINITION OF TERMS 
 

3.1.   Record Officer - Record Officer of each covered Office.  The Chief, Records 

Management  Division will be the Record Officer at the DENR Central  Office 

and will be responsible for managing the central repository of QMS documented 

information.  The  Records  Officer   shall  distribute   documented   infonnation 

through hard copies and through electronic media according to the approved 

distribution list and maintain records of inventory, updating, revisions, archiving 

and /or disposition of documented information. 

 
3.2.   Record Controller  - The Record Controller for the QMS shall be the Central 

Office QMR assisted by the Chief, Records Management Division and the QMS 

Secretariat.  The  Records  Controller  shall  be  responsible  for  ensuring  the 

integrity of all documented  information  and  recommend  to the QMR  actions 

relating to management of documented infonnation. 

 
3.3.   Records  Management   Division  -A division  at  the  DENR  Central  Office 

responsible  for  safekeeping  and  management   of  DENR  records,  includ ing 

maintenance and disposition according to the guidelines set by the National 

Archives ofthe Philippines Act of2007. 

 
3.4.   Document  Action Tracking  System  (DATS)  - A System implemented  at the 

DENR Offices that keeps track of the documents/records  from point of receipt 
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up to its release or final action through the DENR Network.  The e-DATS is the 

enhanced and updated system implementation of DATS. 

 
3.5.   Document Number - a unique number generated  by the DATS for a specific 

document/record  which    allows    the    DATS    user    to    search    for    that 

document/record  in the  system  and  obtain  its status  and  other  actions  taken 

related to it. 

 
3.6.   Retention   Period  - The   number   of   months  or   years  within   which   the 

documented information shall be kept and maintained. 

 
3.7.   Revision   - Changes   to   an   approved   document,   whether   controlled, or 

uncontrolled; 

 
3.8.   Termination  - the  system  by  which  documented  information  IS   considered 

obsolete. 

 
4.   PROCEDURES 

 
4.1.   Documents 

 
4.1.1 .  Creation 

 
Documents   providing   guidelines   on  implementation   of  plans,  programs, 

activities,   projects  and  processes  are  generally  created  as  required   to  provide 

uniformity in implementation  and as basis for policy and regulation  enforcement. 

Some documents are created by law such as those passed by Congress, through 

presidential  issuances, by responsible  implementing agencies,  and/or through joint 

Issuances. 

 
Documents  issued  by  the  department  are  created  by  the  concerned 

offices/units responsible for planning, monitoring, implementation, and policy 

formulation.    The  types  of  documents, originating  Offices/Un its and  approving 

authorities are found in the list of documented information. 

 
4.1.2.  Approval 

 
Major policies are issued through Department Administrative Orders which 

contains, among others, the legal  basis and rules and regulations  governing specific 

activities.    Administrative  Orders  are  legal  issuances  and  requires   I S-days  after 

publication in major newspapers  before they take effect.  Other issuances which serve 

to provide internal guidance  and information such as Memorandum  Circular do not 

require publication.   The Secretary approves top-level documents such as DAO, 

Memorandum  Circular and Memorandum  Orders, including those jointly issued with 

other  agencies.   Other  documents  can be signed  by concerned  Undersecretaries  or 
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officials, if it is within  the scope  of the officials  authority  to approve  based  on a 

system of delegated authority. 

 
The proposal is vetted through the Policy Technical  Working Group (PTWG) 

and by the concerned  Directors,  USecs and  ASecs.   The  U ndersecretary  for Policy 

and Planning thence, recommends  this for approval  of the Secretary.  The approved 

DAO is published in major newspapers for public scrutiny before its final adoption. 

 
4.1.3.  Storage 

 
4.1.3.1. The Records Management Division (RMD) shall maintain its records 

management system in the safekeeping of regular documents of the 

DENR, including DAO and other issuances in accordance with. 

 
4.1.3.2. QMS required documents and those generated for the purpose of the 

implementation of the QMS shall also be maintained at the Records 

Management  Division  which  will be stored  in separate files, folders 

and appropriate filing system and electronic storage through the DENR 

servers. 

 
4.1.3.3. Counterpart   Records  Officers  of  concerned  offices/units  will  also 

provide physical storage and e-filing storage for their respective 

documented information. 

 
4.1.3.4.  A back up document system will be established at the QMS Secretariat 

under the supervision of the Central Office QMR.   All QMS related 

documentation  in soft copy will be stored and organized in the QMS 

document system to be housed in the DENR servers and which will be 

made available during audits and management reviews.  The document 

system will include all the documents created by the QMS. 

 
4.1 .3.5. A Docume11t Matrix  will be prepared by the RMD and updated at least 

once every  year indicating  current documents  and records and  those 

that have been reviewed, updated, amended, superseded, revised and 

disposed of and declared as obsolete.  The QMS document system will 

also be updated and reconciled with the Document Matrix. 

 
4.1.4.  Control and Distribution 

 
4.1.4.1. Approved   Documents  are  forwarded   to  the  Records  Management 

Division  where  they  controlled.      DAOs,  DMCs, DMOs, SOs  and 

Memos  are  given  DENR  Nu mbers.   All documents  required  by the 

QMS will be controlled and will be assigned an ID.  These IDs will be 

noted  in  the  description  of  the  document  in  storage  to  facilitate 

retrieval. 
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4.1.4.2.  DENR documents shall be identifi ed as follows: 
 

 
 

e.g. Administrative Order TJ!£e  of document 
No. 2017 - Document Number: Year of issuance 

and Series N umber 
Date Stamped at the upper right  comer, 

indicates the date of approval of the 

document 
Barcode Official Bar code control of the office 

of the Secretary 

Dry Seal Seal ofthe Office of Approving Official 
 
 
 
 
 

 

---- 

4.1.4.3. Controlled  QMS documents/records will have a header as foll ows: 

 

 
Document Narne Name of Document found in the Title 

ace 
Document I.D. Unique identifying number for the class 

of document 

Revision No. Current revision number of the 

document indi cating the l ast 

amendment mad e 

Issue Number* Series number based on the number of 
copies of the document/record   issued 

Date Issued Date ofRelease 

Ori ginating Office Office that prepared  the 

document/record 
"CONTROLLED" Stamped in Blue or Purple Ink to 

denote that the document is controlled 



 

 

Document  ID DENR-PR-QMS-001 
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Document I.D. Definition 

 
AAA- AAA- QMS 000  

Classification  of 

Document 

(Refer to Document 

Code) 

Type of 
Document/Record 

Referring to 

the ISO 9001 
Series Number 
of the document 

 

4.1.4.4.  Distribution and release to the different offices 

 
The  Records  Management  Division  (RMD)  will  control  the 

records/document. 

 
• Issue No. 1 -Original. For file/storage 

• Issue No.2- Central Office QMR I Secretariat for back up 

• Issue  No.  3  -  For  uploading  to  network  where  Offices  can 

download their copy.           Offices    shall    change    the    1ssue 

number to "office-000" e.g. BMB-025 

• Issue   No.  4  to  xx   for  members   of  Core  Team   and  other 

authorized  recipients of  the document/record.    The Distribution 

List shall be approved by the DENR QMR. 

 
The respective Records  Officer shall prepare a Distribution Summary 

for submission and consolidation of the CO-Records Officer. 
 

 
 

4.1.4.5.  Controlled QMS documents are to be distributed only to pre-identified 

members  of the QMS teams to be used in relation  to QMS activities 

and/or for planning and evaluation purposes.    These documents are to 

be  marked   "CONTROLLED  DOCUMENT".     These   include   the 

Quality Manual, Quality Policy, Organizational  Objectives, Audit 

Documents,  Processes    and   Procedures,    Minutes   of   Management 

Review, etc.    Regular DENR Documents when used as part of 

documented information of the QMS shall, likewise be controlled. 

 
4.1.4.6. Personnel   may  request   a  copy  of  a  controlled  document,  clearly 

indicating the reason or intended  use of the document.   A request may 

be submitted  to the RMD or the QMS Secretariat  for approval of the 

QMR. 

 
4.1.5.  Review and Revisions 

 
4.1.5.1. Documents are reviewed when new policies are adopted such as when 

laws  affecting  the  operations  of  the  DENR  are  enacted,  when  new 
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policies  are  issued  through  presidential  orders   or  based  on  new 

government priorities adopted in the Medium-Term Development Plan. 

 
4.1.5.2. The  Bureaus  or  other  offices  concerned  will  initiate  the  review  of 

policy documents (DAOS, MCs, MOs, Manuals and procedures, IRR) 

and make recommendations  for amendments, revision or updating of 

the above policies and guidelines.  When a new document is approved, 

it will be given the same ID as the previous version, indicating its 

Revision No.   A coversheet will be appended to the document which 

will identify the Revision History and changes and amendments made. 

 
4.1.5.3. Request using  the Revision  Request Form shall  be submitted  to the 

QMR and reviewed by the QMS Core Team.  The DENR QMR, upon 

finalization of revision shall recommend their approval during the 

Management Review or during EXECOM. 

 
4.1.5.4.  Documents are to be held in permanent storage.   However, revisions 

made will be reflected in the filed document which will be marked 

"REVISED" OR "OBSOLETE" as the case may be, if all the contents 

have been changed.  The status of the document will be i ndicated in the 

file's Revision History.  Obsolete documents in the QMS document 

system shall  be moved to another folder which will hold all obsolete 

documents. 

 
4.1.5.5. All temlinated Documents/Records on file in hard copy will be marked 

"OBSOLETE". 

 
4.1.5.6. The Documented Information Matrix shall be used to inventory and 

account for all the QMS documents on file and on storage at the RMD. 

 
4.2. RECORDS 

 
4.2.1 .  Creation 

 
Records  are  created  by  Process  Owners  to  provide  evidence  of  their 

im plementation of the QMS and its processes.  Records are also produced through 

regular processes of the Department that supports QMS implementation, such as 

Accomplishment Reports, Financial Records and other reports. 

 
4.2.2.   Approval 

 
All records are approved by the responsible Officer or Office Head before 

they  are  submitted  to  the  requesting  Office  or  to  the  Office  responsible  for 

collecting and collating such Reports. 
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4.2.3.   Transmittal of Records 

 
Records are transmitted through the su bmission of hard copies.   Records 

may also be transmitted  through  facsimile and electronic  copies.   Records are 

usually submitted to the responsible Office requiring the contained information or 

knowledge product to update implementation of plans, programs, activities and 

other information and data holdings of the department. 
 
 

 

copies 

Transmittal of Records is recorded in the DATS, when received in hard 

 

4.2.4.   Updating of Records 

 
Records such as reports are submitted  based on the requirements  of the 

Work and Financial Plans or based on agreed schedule of submission of reports, 

such as monthly, quarterly, semi-annuall y and annually.   Updated /latest reports 

are used for the most current data and information and usually contain the 

consolidated information for the period. 

 
4.2.5.   Storage 

 
Records  are  kept  in hard  copy  by  the responsible  Offices and  Process 

Owners. 

 
Records required by the QMS shall be submitted to the QMS Secretariat in 

hard copy which will be scanned and converted into electronic files which will be 

stored in the designated  folders in the DENR Server.   The hard copies shall be 

forwarded to the RMD for physical storage and management. 

 
The RMD shall maintain the records and reports of the QMS in designated 

filing and storage space. 

 
4.2.6.   Control of Records 

 

 

The respective Bureau and Office Records Officer shall control documents 

and records of their processes and implementation of QMS activities.  Copy of the 

records and documents shall be transmitted to the QMS Secretariat in hard copy or 

through electronic copies. 

 
The Reports shall be forwarded to the RMD where information about the 

record/document  shall  be  taken  and  registered  in  the documented  information 

matrix, and controlled for Central Office use and distribution. 

 
Controlled records and reports shall be identified as described in the 

control of documents. 
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Only  the  most  recent  and  updated  records  will  be used.    Records  and 

reports containing  data  that has been incorporated  with the new records/reports 

shall be placed in conditional termination for eventual disposal in accordance with 

the rules set by the National Archive of the Philippines. 

 
The Documented Information Matrix shall be used to inventory and 

account for the records and reports on storage/filed  at the RMD. 

 
5.   FORMS 

 
5.1.   List of Documented Information 

5.2.   QMS Documented Information  Distribution Summary 

5.3.   QMS Documented Information   Distribution  List 

5.4.   QMS Document Revision Request Form 

5.5.   QMS Documented Information Revision History 

5.6.   QMS Documented Information Revision Monitoring Summary 

5.7.   Enhanced Document Action Tracking System (eDATS) Fonn 
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List of Documented Information 
 

 
 

 
CLASSIFICATION 

CODE 

 
Type of Document 

 
Originating Office 

 
Approving Official 

 
LEVEL 1 - PROCEDURES, GUIDELINES, POLICIES, CIRCULARS, ORDERS, MANUALS AND 

ORGANIZATIONAL PLANS 

LL Laws and Legislations Congress Congress 
IRR Implementing Rules and 

Regula tions 
Responsible Gov't 

Agency 
Responsible Gov't 

Agency 
EO Presidential Executive 

Order 
Office of the President President 

MO Presidential  Memorandum 

Order 
Office of the President President 

MC Presidential  Memorandum 

Circular 
Office of the President President 

PMDP Philippine Medium-term 

Development Plan 
NEDA President 

DBM DBM issua nces DBM DBM 
COA COA issuances (including 

audit observations-AOM) 
COA COA 

esc Civi l Service Commission 

issuances 
esc esc 

XXX Other NGA issuances Responsible Agency Responsible Agency 
ORO Ordinance Responsible LGU Responsible LGU 
JAO Joint Administrative Order DENR and other 

Agencies 
Secretary and other 

Secretaries 
JMC Joint Memorandum 

Circu lar 
DENR and other 

Agencies 
Secretary and other 

Secretaries 
JMO Joint Memorandum Order DENR and other 

Agencies 
Secretary and other 

Secretaries 
DAO DENR Administrative 

Order 
Concerned Office, 

Bureaus 
Secretary 

DMC Memorandum Circular Concerned Office, 

Bureaus 
Secretary 

DMO Memorandum Order Concerned Office, 

Bureaus 
Secretary 

MM Memorandum Concerned Office, 

Bureaus 
Secretary,  USee, ASec, 

Line Dir. 
TB Technical Bulletin Bureaus Bureau Director 
so Specia l Order Concerned Office, 

Bureaus 
Undersecretary 
(delegated),  Secretary, 

Bureau Dir, Regional 

Dir. 
MAU Manual of Authorities 

(DAO) 
Concerned Usee Secretary 

cc Citizen's Charter Citizen 's Charter 

Committee, concerned 

official 

Citizen's Charter 

Committee; concerned 

official 
DOS Approved/updated 

Organizational  Structure of 

offices 

Concerned Office, 

Bureau 
Secretary 



 

 

f 

List of Docum-e-n-te-d Information 

 
 

LEVEL 2- DENR QMS MANUALS AND DOCUMENTS 

MA QMS Manual QM Core Team, CO 

QMR 
Secretary 

QP Quality Policy QM Core Team, CO 

OMR 
Secretary 

QS QMS Scope QM Core Team, CO 

OMR 
Secretary 

QO Quality Objectives QM Core Team, CO 

QMR 
Secretary 

INP Context:  I nterested Parties QM Core Team, CO 

QMR 
Secretary 

ISS Context:   List of Issues QM Core Team, CO 

QMR 
Secretary 

PSM-SUP Criteria for Selection of 

suppliers (RA 91 84) 
QM Core Team, CO 

QMR 
Head of Procuring 

Entity 
AP Action Plan QM Core Team, CO 

QMR 
DENR Qua lity 

Management 

Representative 
OR Opportunity and Risk 

Assessment 
QM Core Team, CO 

QMR 
DENR Quality 

Management 

Representative 
RM Reference Matrix QM Core Team, CO 

QMR 
Quality Management 

Representative 
co Compliance  Obligation QM Core Team, CO 

QMR 
Quality Management 

Representative 
 
LEVEL3PROCEDURES 
PR QMS Procedure QM Core Team, CO 

QMR 
Quality Management 

Representative 
PD QMS Process and Process 

Definition 
QM Core Team, CO 

QMR 
Qual ity Management 

Representative 
FM Forms QM Core Team, CO 

QMR 
Qual it y Management 

Representative 
AU-PR Audit Program QM Core Team, CO 

QMR 
Qualit y Management 

Representative 
AU-PL Audit Plan QM Core Team, CO 

QMR 
Quality Management 

Representative 
AU-IT Audit Itinerary QM Core Team, CO 

QMR 
Quality Management 

Representative 
COM-I NT QMS Internal 

Communica tion 
Concerned 
Committee/QML 

Quality Management 
Representative 

COM-EXT QMS External 

Communications 
Concerned 

Committee/QML 
Quality Management 

Representative 
 

LEV EL 4 -OFFICE PLANS, MANUALS AN D PROCEDURE 
OPM Operations  Manual and 

Procedures 
Concerned  Office, 

Bureaus 
Adopted  through DAO 

OPP Operations Plan/Office Plan 

(including WPF and Budget 

Document, GAA and 

respective Targets) 

Concerned  Office, 

Bureaus 
Concerned USee, ASec 

STP Strategic Plans,  other Concerned Office, USEC Secretary, Directors 



 

 

 
 

 

=--- 
List of Documented Information 

 
 organizational_p)ans for  Planning  

SPMS SPMS Guidelines USEC for Policy and 

Planni ng 
Usee for Policy and 

Plannin_g_ 
PBB PBB Guidelines USEC Policy and 

Planning 
 

OPCR Office Performance 

Commitment  Review 
Concerned Office, 

Bureau 
Concerned Head of 

Office 
DPCR Division Performance 

Commitment and Review 
Concerned Division Concerned Director 

IPCR Individual  Performance 

Commitment  Review 
Concerned  individual Concerned Supervisor 

or Head of Office 
WFP Work and Financial Plan Concerned  official Concerned  Head of 

Office 
PPMP Property Procurement 

Management  Plan 
Concerned Office Concerned  Head of 

Office 
PSM-ACS Accredited Suppliers Property and Supply 

Man<1gement Chief 
Head of Procuring 

Enti!i1ASEC Admin 
PSM-ASP Accredited  Service 

providers 
Property and Supply 

Man<gement Chief 
Head of Procuring 

Entity/ASEC  Admin 
PSM-CSC List of Consultants and 

Service Contractors 
Property and Supply 

Management Chief 
Head of Procuring 

Entity/ASEC  Admin 
STK-CSO List of Civil Society 

Organizations -Partners 
Stra tegic 

Communications and 

Initiative Service 

SCIS Head 

COM-INT Internal Communications Concerned Personnel and 

official 
Concerned Official 
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DOCUMENT 
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1.   PURPOSE 

 
The purpose of this procedure is to provide guidelines  on undertaking an internal 

audi t within the scope of the DENR QMS as defined in the QMS Manual. 

 
2.   SCOPE 

 
The  internal   audit  shall  cover  the  systems,  processes   and  operations  of  the 

Department and included Offices with reference to the components of QMS as defined in 
the Qual ity Manual. 

 
3.   REVISION AND APPROVAL 

 
Rev. Date Nature of Changes Approved By 

00, 2016  Original issue. Undersecretary Ernesto D. Adobo, Jr. 
 

4.   DEFINITION OF TERMS 

 
4.1. Auditee - the office or person being audited. 

 
4.2.  Auditor - the person with demonstrated personal attributes and competence to 

conduct an audit. 

 
4.3.  Audit  Team  -  composed  of  more  than  one  auditor  who  are assigned  to 

conduct an audit in a particular office and prepare necessary report of findings; 

led by an Audit Team Leader. 

 
4.4.  Audit Plan - a documented  plan prepared prior to the conduct of audit which 

details  acti vities such as where to go, what to do, when to do, and whom to 

see. 

 
4.5.  Audit Itinerary - set of one or more audits planned for a specific timeframe, 

directed towards a specific purpose. 

 
4.6.  Audit Checklist - a set of variables which serves as a guide to an auditor. 

 
4.7.      Audit Criteria - set of policies,  procedures, or requirements which are used 

as reference against which audit evidence is compared. 

 
4.8.     Audit Evidence- qualitative or quantitative record, statement of facts or other 

information, which is verifiable and relevant to the audit criteria. 
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4.9.  Audit Finding- result ofthe evaluation ofthe collected audit evidence against 

audit criteria. 

 
4.1 0.  Conformity - fulfillment of a requi rement. 

 
4.11.    Corrective  Action (CA) - action taken to eliminate  the cause of a detected 

nonconformity or other undesirable situation to prevent its recurrence. 

 
4.12.    Opportunity  for Improvement  (OFJ)- a situation or process that may lead 

to potential nonconformity. 

 
4.13.    Quality Management System  Audit- process of assessing whether the QMS 

conforms  to  the  requirements   of  ISO  9001:2015  and  has  been  effecti vely 

implemented and maintained. 

 
4.14.    Request for Action (RFA) - a tool/form used to record the audit fmdings and 

the corresponding root cause anal ysis and appropriate actions taken to address 

it. 

 
5.  PROCEDURES 

 
5.1.      The Audit Program  is a document that guides the execution of one or more 

audits to be conducted within a specific timeframe to achieve defined audit 

objectives. This is prepared by the internal Quality Audit Committee (IQAC). 

 
5.2.  The Audit Plan is a document that provides the guidance during the conduct of 

a  particular  audit. It provides a description  of the audit objecti ves, criteria, 

scope, on-site activities, and roles and responsibilities of the auditee and audit 

team. The sco pe will include the requirements ofiSO 9001:2015 Standard and 

the results of previous audits.  The status of action taken on non-conformances 

will be prioritized in the audit. 

 
5.3.  The Audit Team is composed of the Team Leader and members who will be 

selected  from the IQAC. The independence  of the Team to conduct audit of 

activities or areas is a requisite to have an unbiased report. 

 
5.4.  The Audit Team performs the audit based on the Audit Program and as may be 

determined by the Management Review. 

 
5.5.  The Audit Team prepares the Audit Plan and provides the same to the auditee 

prior  to  the  cond uct  of  the  audit.  The  Team  Leader  coordinates  with  the 

representati ve of the office to be audited and conduct an opening meeting or 

preliminary conference to discuss the purpose and scope of the audit. 
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5.6.  The Audit Team shall conduct interviews, examines documents and observes 

activities and records conformance,  non-conformance or opportunities for 

improvement in their checklist. 

 
5.7.      An exit conference  or closing meeting wi th the auditee takes place after the 

actual audit to discuss the conformance, non-conformance, or opportunities for 

improvement.  The Team shall discuss and consolidate  the audit findings  and 

prepares the Audit Summary Report to be presented to the auditee during the 

exit conference. 

 
5.8.      The Audit Team  shall  prepare and document  non-conformance  according  to 

the procedure Corrective and Preventive Action. Corrective Action Request 

(CAR) shall be prepared and issued to the auditee for observations on non 

conformance. 

 
5.9.  The Audit Team shall determine the close out date of the CAR based on the 

Audit Program and the requirement of the Management Review. 

 
5.10.    The Audit Team shall follow up and/or validate the correcti ve actions taken by 

the auditee.   If found posi tive, the CAR shall be closed. Otherwise, the CAR 

shall be re-issued. 

 
5.11.  The  Team  Leader shall  prepare  the Audit  Final Report to be submitted  for 

Management Review. Slhe shall also report the evaluation and status of non 

conformance for Management Review. 

 
6.   FORMS 

 
6.1 . QMS Audit Program 

6.2. QMS Audit Plan 

6.3. QMS Internal Audit Checklist 

6.4. QMS Internal Audit Itinerary 

6.5. QMS Internal Audit Summary Report 
 
 
 
 

Prepared by:  Approved by: 
 
 
 
 

 
DENR C  ntral Office Quality Management 

Representative 



 

 

£§ 
 

 
 

Audit Program 
 
Scope 

 

 
 
 

Objectives 
 

 
 

AUDIT SCHEDULE 
- .. 

..   -         .  I
 

Office  Subject of Audit  Audit Team  
Jan  Feb  Mar  Apr  May  Jun    Ju l Aug  Sep  Oct    Nov  Dec 

 

 
 
 
 
 
 
 
 
 
 
 
 

Prepared by:  Approved by: 

 
IQA Team Leader  Management  Representative 



 

 

 
 

 

I. OBJECTIVES 
 
 

II. AUDIT SCOPE 
 
 

Ill. AUDIT METHODOLOGY 
 
 

IV. AUDIT COMPOSITJONffEAM 
 
 

V. AUDIT SCHEDULE 
 
 

ISO 9001:2015 

CLAUSES/ACTIVITY 

 

AUDITEE 
 

DATE AUDITOR 

    

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Prepared by: Approved by: 
 

 

IQA Team Leader  Management Representative 



 

 

 
 

Audi-t -C-h-ecklist 

 
Source Document(s): 

 

 
 

Scope of Audit:  Officels: 
 
 
 
 
 
 
 
 

Clause I  
Items  C/NCIOFI 

Findings I 
Para. No.  Remarks 



 

 

 
 

 
 

Scope 
 

 

 
 

Objectives 

 

Audit Team Team 
Leader 

 

Members  

Audit Activities 

Date Time Activity Auditee Auditors 

     

     

     

     

     

     

     

     

     

     

Prepared by: 
 
 
 
 

Audit Team Leader 

Approved by: 
 
 
 
 

Management  Representative 



 

 

 

Audit Summary Report 
 

 

Office: Audit Scope: 

Date: 

Purpose: 

 
 

No 

. 

Criteria 

(what should be happening) 

Define the requirements that must 

be satisfied. (i.e. customer, 

regulatory, process, ISO 9001 

Evidence 

(what is actually happening) 

Describe your observations on 

the extent of conformance with 

the specified requirements. 

 
Class 

C or 

NC 

    

    

    

    

    

    

    

    

    

    
Com mendable Findings (Note down exemplary practices, acti vities, methodologies, etc. 

which demonstrate significant innovations that go beyond the requirements/expectations.) 

Opportunities   For  Improvement   (Note  down   observed   situations   where  the  results 
achieved  are  perhaps  not  optimal, less  than  well-organized  or over  complicated  that, 

based on the auditor's judgment and experience, necessitate improvement.) 

 

Prepared by: 
 
 
 
 

Audit Team Leader 

Acknowledged by: 

Management Representative 
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1.  SUMMARY 

 
1.1.  This   procedure    defines    the   requirements    for   identifying,   processmg    and 

disposition  nonconforming service. 

 
1.2.  Nonconforming  service  is any service  provided  to stakeholders/clients that does 

not  conform    to    requirements,     which    may    include    statutory/regulatory, 

administrative, procedural or that of the DENR or the Standard. 

 
1.3.      Nonconforming  service  can  be identified  at any  time, by any  person  or entity, 

including employees, the customer, regulatory authorities, etc. 
 

2.   REVISION AND APPROVAL 

 
I 
I 

 
3.   PROCEDURES 

 
3.L        When   nonconforming    services   are   identified   by  employees,   this   shall   be 

documented  on the Nonconforming Sen1ice Report (NSR). If the nonconforming 

service is reported  by a third party, including  a customer,  the Public Assistance 

Desk  Officer  shall  capture  the information  provided  by the  third  party  on  the 

NSR, including referencing  any applicable notes, emails, or other documentation. 

 
3.2.  The NSR is sent to the Qual ity Management  Leader (QML) of respective offices 

for  review  and  initial  continuation of  the  nonconformance.  If the  verification 

shows  that  nonconformance  did  not  occur,  the  NSR  is closed  without  further 

action. 

 
3.3.  For  verified  nonconformance,  the  concerned  QML  sha ll  assign  the  NSR  to 

appropriate  employee  who wi ll document  details of the NSR and conduct  a root 

cause analysis.  S/he shall oversee the disposition  of the nonconforming  service. 

This  may  include   providing   corrected   services,   filing  of  Corrective   Action 

Request (CAR) or other actions. All such actions shall be documented on the NSR 

form. 

 
3.4.  The QML shall submit summary  of the NSR to the QMR, who will present this 

during the Management Review. 



 

 

 
  

 

 

4 

 
Department of Environment and Natural Resources 

- 
PROCEDURE 

Control of Nonconforming Service 

Docume nt ID DENR-PR -QMS-003 

Revision No. 0  I Issue  - - In 
Date Issued rJ ..r_ "J    

1 6 znu1 

 Originating Otlice QMS Core Team 

Page No. 2 of 2 

 

 
 
 

 

--
.

-
-

 

 

4.   FORM 

 
4.1 .  Nonconforming Service Report (NSR) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Prepared  by:  Approved by: 
 

 
 
 

8 
DENR  C  ntral Office Quality Management 

Representative 

ATTY. E  D. ADOBO, JR. 
DENR Qual"  Management 

Repr  sentati ve 



 

 

 

Nonconforming Service  Report (NSR) 
 
 

Date:   Reported by: Recorded by:  _ 

 
Summarize the reported service nonconformity. Attach or reference applicable documentation 
(emails, etc.) 

0 Nonconformity affirmed, proceed with investigation 
 

Initial 0 Nonconformity could not be affirmed or replicated; stop and monitor for further 

Review: occurrences 
 

0 No nonconformity; stop. 
 

Initial Review by: 
 

Date: 
 

Assigned to: 
 

Date: 

 

Root  cause  analysis: 
 
 
 
 
 
 
 
 
 

 
 

 
Disposition 

0 Provide corrected service. Details 

(check all that  0 File CAR; reference CAR #: 
apply) 

0 Other action. Details: 
 
 
 

 
Notes: 

 
 
 
 

Disposition 
Date: 

Approval by: 
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1.   SUMMARY 

 
1.1.  In an effort to ensure continual  improvement,  DEN R engages  in corrective  and 

preventive  action  to discover,  investigate,  and correct  non-conformances related 

to DENR services, its processes, and its quality system. 

 
1 .2.  For internal issues,  the DENR shall refer to this as the Corrective  Action Request 

(CAR) system. 

 
1.3.  For issues  which are found  to be the fault of suppliers, the Supplier  Corrective 

Action  Request  (SCAR)  system  shall  be used; this  is  defrned  in the procedure 

Control of External Providers. 

 
2.   REVISION AND APPROVAL 

 
Date  Nature of Changes  Approved By 

Original issue. Undersecretary Ernesto D. Adobo, Jr. 

 
3.   PROCEDURES 

 
3.1.      The  Correcti ve  Action   Request   system  shall   be  used  to  address  all  of  the 

following: 

 
3.1.1 .   Customer complaints; 

3.1.2.   Employee   reports   of   problems   with   equipment,   procedures,   processes, 

buildings, infrastructure; 

3.1.3.   Employee suggestions for improvement; 

3.1.4.   Resolving trends associated with service nonconformities; 

3.1 .5.   Process nonconforrnities; 

3.1.6.   Audit findings (internal or external); and 

3.1.7.   Management review action items. 

 
3.2.  All employees  may submit  a corrective  or preventive  action  request when they 

discover  an existing  or potential  nonconformity  against ISO 9001  requirements, 

DENR proced ures, customer requirements, or statutory/regulatory requirements. 

 
3.3.  When trends are noticed within nonconforming  services, then a Cmrective  Action 

Request may be issued to investigate the ca use of the trend. 
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3.4.  This  system  sha ll provide  for  the  reporting  and  resolution  of  both  corrective 

action requests (existing problems) and preventive action requests (potential 

problems). 

 
3.5.  The Correcti ve Action Request system shall be comprised of two forms: 

• The  Corrective  Action  Request  (CAR)  shall  be  used  by employees  to 

request corrective or preventive action, or to submit suggestions for 

improvement. 

• The  Corrective  Action  Request  Log  (CAR  Log)  shall  be used  to track 

CARs and to provide trend data on the CAR system for later management 

review. 

 
3.6.  The CAR may be obtained from the DENR internal Web porta l , the DEN R 

Internal Audit Committee, the office of the QMRs or the Public Assistance Desk. 

The employee requesting action shall fill out the followi ng items on the upper 

portion of the form: 

 
Item Instruction 
CAR number Leave blank, will be filled out later by the DENR Internal Audit 

Committee 

Type of action 
requested 

Choose one of the following: 
1.  Corrective - when reporting existing problems 

2.   Preventive - when reporting potential problems 

3.   Opportunity for improvement/suggestion  - when reporting a 

pure improvement action, unrelated to an y particular problem 

Source ind icate where the report originates from. In most cases, this will be 

from employees, but if an employee is filling the CAR on beha lf of 

someone else, indicate the original source (i.e., customer, supplier, 

etc.) 

Process Indicate the process for which the issue being reported is most likely 

covered by. This may be revised by the DENR Internal Audit 

Committee, as needed. 

Priority Choose one of the following: 
l. Low - Respond as availability allows; may extend deadline with 

permission of the DENR Interna l A udit Committee. 

2.   Medium - Respond as soon as feasible; deadline esta blished, but 

may be interrupted  by higher priority acti vities. 

3.   High - Respond by established deadline, which may interrupt 

other staff working low or medium priority activities. 

4.  Urgent/Critica l - Respond immediately with susta ined effort 

using_ all available resources until resol ved. Company at legal or 
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Item Instruction 

 other compliance risk. 
Issue Describe  the problem being reported or the suggestion offered; be as 

detailed as possible. Internal audit findings must comply with the 

requirements put forth in the procedure Internal  Audits 
 

3.7.  The  employee  shall  then  send  the  CAR  form  to  the  DENR  Internal  Audit 

Committee. 

 
3.8.  The  DENR Audit  Committee  shall fill out  the CAR  form  in the CAR  Log by 

entering  the  information  in the next  available  line in the log. The  infotmation 

entered should  match  the indicated  pattern  on  the CAR  form (i.e., the process, 

priority,  etc.).  Under "Brief  Description",  only  a short  sentence  describing  the 

issue  shall  be  entered,  not  the  entire  text  of  the  issue;  this  is  only  to  help 

remember the nature of the CAR later. 

 
3.9.      The  DENR  Audit  Committee  shall assign  the CAR  to one or more employees 

who are best able to research and resolve the issue, and enter this in both the CAR 

log  and  the CAR  form  under "Assigned  To  Field." This  person  is hereinafter 

referred to as the "Assignee." 

 
3.10.    The DENR Audit Committee shall assign a reasonable response timefrarne for the 

CAR   with   the   assistance   of   the   assignee.   The   timeframe   will   take   into 

consideration the level of effort expected, costs, risks, etc. 

 
3.11.  The DENR Audit Committee shall then send the CAR to the assignee. 

 
3.1 2.    The log shall highlight  when CARs are overdue,  based on the assigned  date. In 

the event of an overdue CAR, the DENR Audit Committee will either negotiate a 

revised date with the Assignee, or esca late the CAR to the Assignee's manager for 

attention. 

 
3.13.  The Assignee shall conduct a root cause analysis to determine the cause(s) of the 

problem. This  exercise  should  be thoughtful  and  detailed;  so  as to ensure  the 

actual root causes are identified.  Failure to properly conduct  root cause  analysis 

may result in the wrong cause bein g acted upon, and thus the problem not being 

permanently resolved. 

 
3.14.    Root cause  analysis  is  mandatory  for corrective  or preventi ve act ions; It is not 

required for opportunities  for improvement or suggestions since these may not be 

attached to any known problem; in such cases root cause anal ysis is optional. 
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3.15.    The  Assignee  will then  develop  an action  plan to address  the root  cause  and 

eliminate  it. By eliminating  the root cause, the problem should  never occur  or 

recur. 

 
3.16.  For  some  preventive  and  corrective  action  issues,  management  may  elect  to 

perform a risk assessment as part of the action plan determination. 

 
3.1 7.    The  Assignee  shall  then  implement  the  plan,  updating  the  CA R  as  the  plan 

progresses. 

 
3. 1 8.   Once  the action  is complete,  the assi gnee shall  sign  the  CAR  and  indicate  a 

completion   date.   She/he   shall  then  return   the  CAR   to  the  DENR   Audit 

Committee. 

 
3.1 9.   The DENR Audit Committee will update the log entry for the CAR, indicating the 

action complete date. 

 
3.20.  The DENR Audit Committee shall perform independent verification of the actions 

taken  to  ensure  the  actions  are  effective  in  resol ving  the  root ca use(s). This 

verification shall examine evidence and take into consideration the following: 

 
• Has the action plan removed the root cause(s)? 

• Does the action appear to eliminate the original issue reported? 

• Were any related documents updated, as needed? 

• Was training conducted, if required? 

• Does the action req uire an update to the internal audit schedule? 

• Were all interested parties properl y notified of the actions taken? 

 
3.21.  The DENR Audit Committee shall record the results ofthe verification activity in 

the log. 

 
3.22.    If the issue is sat isfactorily addressed, the DENR Audit Committee may close the 

CAR by indicating this in the final column on the log.  The  CAR form is then 

filed. 

 
3.23.    If the DENR Audit Committee dete1mines the issue is not properly addressed, the 

Corrective Action  Request may be re-assigned  for further action, or a new CAR 

filed. This is indicated in the log. 

 
3.24.  The  Corrective  and  Preventive  actions  over  time  shall   be  reported  during 

Management Review. 
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4.   FORMS 

 
4.1 .  Corrective Action Request 

4.2.  Corrective Action  Request Log 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Prepared by: Approved by: 
 

 
 
 
 

 

entral Office Quality Management 

Representative 

ATTY. E  D. ADOBO, JR. 

DENR Qua li y Management 

Repr sentative 



 

 

 

 

Corrective Action Request (CAR) 
 

 

 
(CAR) - REVO 

CAR # 

 
 

Type 

Check  one 

0 Corrective Action (existing issue) 

0 Opportunit y for Improvement I suggestion 

0 Preventi ve Action  Name:   

Date :   
 

Source 

Check  one 

0 Employee Feedback 

0 Internal  Audit Finding 

OOther : 

0 Customer Feedback 0 Supplier I Subcontractor Feedback 

0 Internal  Auditing Finding    0 Management Review  Action Item 

 

Process/Other 

Observation 

Indicate 

 

Priority Check  One  
D Low  0 Medium  DHigh  0 Urgent I critical 

 

Describe the issue or problem  in detail 
 

 
 
 
 
 
 
 
 
 
 
 
 

Car Assigned to     Date Assigned  :   _  Respond by: 

 
To be Completed by Assignee 

Root cause of the problem :(Required for all correcti ve and preventive issues : optional for suggestions for improvemen t  

Action Plan: (Actions taken to eliminate root cause, resolve issue and prevent recurrence.) 

Date Action Completed: Name: 
 

CAR effecti veness verified by: Name : 

Result 0PASS 0 FAIL: Returned for further Processing 

Notes and justification : 

 



 

  



 

 

Rev. Date Nature of Changes Approved By 

00, 2016  Original issue. Undersecretary Ernesto D. Adobo, Jr. 
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1.   SUMMARY 

 
1 .1.    This  procedure  defines  the  processes  in  the  control  of  and  monitoring  the 

services  provided  by external providers  that are  necessary  in the delivery  of 

quality service  by DENR to its clients.   The control  of external  providers of 

services shall include delivery of products or goods, and outsourced services. 

 
1.2.  The  externally  provided  services  are  generall y acquired  as  procurement  in 

accordance with the Republic Act 9184, otherwise known as 'Government 

Procurement Reform Act' and its 2016 Revised Implementing Rules and 

Regulations (IRR). 

 
1.3.    To  ensure  transparency,  accountability, streamlined   process,  competiveness 

and conformity of specifications of services required, the DENR established 

procedures and protocols to be followed based on RA 9184 and its IRR. 

 
1.4.    The Bids and Awards Committees of the various offices (e.g., Central Office, 

Bureaus and Regional Offices) and their Secretariats and Technical Working 

Groups and their Heads of the Procuring Entity (HoPE) implements the bidding 

processes as stipulated in RA 91 84 and its implementing rules and regulations. 

The Inspection and Pre-Inspection Committees and the Procuring Entities play 

an important role in ensuring that the services are delivered in accordance with 

the specifications or Terms of Reference before any payment is made. 
 

2.   REVISION AND APPROVAL 
 

 

I 
I 

 
3.   DEFINITION OF TERMS 

 
3.1.    Control of External Providers of Services  - refers to a set of requirements to 

ensure that externally provided services conforms  to relevant rules, laws, and 

regulations in accordance with RA 9184. 

 
3.2.  External Providers - third party providers contracted to provide products and 

services. 

 
3.3.  Services  - performance  of a Consultancy, work and/or set of activities to be 

provided by an external  provider in accordance  with the tenns  of reference of 

the contract. 

 
3.4.  Outsourced Services- contracted delivery of products and services 
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3.5.  Project Procurement Management Plan (PPMP) - document prescribed by 

RA 9184 containing the requirements for goods and services of the project. 

 
3.6.  Annual  Procurement  Plan (APP) - consolidated  list of goods and services 

required by the agency. 

 
3.7.  Procurement- refers  to the acquisition of goods and consulting services  in 

accordance with RA 9184. 

 
3.8.  Approved  Budget  for  the Contract  (ABC) - refers  to  the budget  for  the 

contract duly approved by the HoPE as provided for in the GAA. 

 
4.   PROCEDURES 

 
4.1 .  All offices shall prepare and submit their PPMP which will form part of the 

DENRAPP. 

 
4.2.     Based on the approved PPMP and APP, all procurements shall have approved 

Procurement Requests, Terms of Reference (ToR) if applicable, and Certificate 

of Availability of Funds (CAF). 

 
4.3.   Omnibus  Resolutions  are  prepared  by  the  BAC  annually  to streamline  the 

process of procurement. The Omnibus Resolutions allow for the acquisition of 

products and services through alternative mode of procurement as stipulated in 

RA 9184 and its IRR. 

 
4.4.  All  other  procurements  not  covered  by  the  Omnibus  Resolutions  shall  be 

subject  to the evaluation  of  the Bids  and  Awards  Committee  based  on  the 

fmancial and technical capabilities of the external providers. The BAC shall 

prepare a resolution indicating the mode of procurement, for the approval of the 

HoPE or his/her dul y authorized representative. 

 
4.5.  The  Supply  Management  Section  of  the  Property and  Supply  Management 

Division (SMS-PSMD)  or its counterpart in the Bureaus, Regional and PENR 

offices  shall  prepare  the Request for  Quotation.  All  Requests  for Quotation 

shall be posted in the DENR website and bulletin board and faxed or emailed to 

prospective suppliers. For procurement with Approved Budget for the Contract 

(ABC) more than P50,000.00, the Request for Quotation shall also be posted at 

the PhilGEPS website. 
 

4.6.  The following steps shall be followed depending on the amount of ABC: 

 
4.6.1.   Small Value Procurement, which covers ABC ofbelow 1 million pesos 
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4.6.1.1.      An Abstract of Quotation shall be prepared by the SMS-PSMD or 

its  counterpart  after  getti ng  at  least  three  (3)  quotations  from 

bonafide suppliers. The Abstract of Quotation shall be endorsed to 

the Procuring Entity for the evaluation. The Procuring Entity shall 

recommend to the HoPE or his/her duly authorized  representative 

the most advantageous bid. 

 
4.6.1.2.      The  SMS-PSMD  or  its  counterpart  shall  prepare  the  Notice of 

Award (NOA) for approval of the HoPE or his/her duly authorized 

representative. Once approved, the NOA shall be provided to the 

winning bidder. 

 
4.6.1.3.      Once  the  winning  bidder  acknowledges  the NOA, the Purchase 

Order (PO)/Contract and the Notice to Proceed (NTP) shall be 

prepared by the SMS-PSMD or its counterpart to be signed by the 

HoPE or his/her duly authorized representative. 

 
4.6.1.4.       The   SMS-PSMD   or   its  counterpart   shall   submit   the   signed 

PO/Contract  to the Budget and Accounting Divisions for fund 

obligation. 

 
4.6.1.5.      The PO/Contract  and NTP shall be provided to the winning bidder 

for  their  acknowledgement  and  conformance.  The  PO/Contract 

shall  contain the terms and conditions of the delivery of procured 

products or services. 

 
4.6.1.6.  The procured products or services  are delivered and accepted  by 

the SMS-PSMD  or its counterpart in accordance with the 

PO/Contract. 

 
4.6.2.   Public Bidding Procurement, which covers ABC of 1 million pesos and 

above, follows the procedure stipulated in RA 91 84 and its IRR. 

 
4.6.2.1.      The Public bidding process is conduct through BAC and assisted 

by  the  BAC  secretariat  and  technical   working  grou p  wi th  a 
representative from the  pool  of technical  and financial and legal 

experts, and representati ve of end user. 

 
4.6.2.2.      The  PSMD  and  its  counterpart  in  the  offices  concerned  shall 

prepare   the   bidding  docum ents  with  the  guidance   the  BAC 

following the standard forms and manual prescribed by the 

Government Procurement Policy Board (GPPB). 
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4.6.2.3.  Invitation to bid/request for expression of interest shall be posted in 

the website of PhilGEPS and in newspaper of daily circulation 

depending on the ABC. The same information  is also provided to 

prospective bidders from the DENR database of eligible providers. 

 
4.6.2.4.   For Consulting Services, an eligibility check and short listing shall 

be conducted based on the required legal, technical and financial 

documents as stipulated in RA 9184 and its IRR. The eligibility 

envelopes  shall  be submitted  on or before  the deadline  specified 

and opened  before  the pre-bid  conference  and  bid conference  in 

order to determine eligibility of prospective bidders using a non 

discretionary "pass/fail" criterion. The BAC shall draw up a short 

list  of  three (3)  to seven  (7)  consultants  from  those  prospective 

bidders evaluated as eligible using a set of criteria specified  in the 

Request for Expression of Interest. The BAC shall recommend the 

shortlist of consultants to the HoPE for consideration and approval. 

 
4.6.2.5.   Pre-bid conference shall  be cond ucted and opened  to  prospective 

bidders and for consulting  services,  the short-listed  bidders. It is 

conducted   to   clarify   or   explain   the   requirements,   terms   and 

conditions stipulated in the bidding documents. If there are changes 

or clarification     in    the    original     bid    document,    a    bid 

supplement/bulletin  shall be issued. 

 
4.6.2.6.      All  bidders  shall  submit  their  proposals  in  accordance  with  the 

bidding  documents  and  RA  9184  and  its  IRR.  The  sealed  bid 

envelopes  shall  be received  by the BAC Secretariat  on the date, 

time and  place specified  in the invitation  to  bid. Bids submitted 

after the deadline shall no longer be accepted. The BAC Secretariat 

shall notify in writing all bidders whose bids it has received. 

 
4.6.2.7.      The BAC shall open the bid in publi c to determine each bidder's 

compliance   with  the  documents   required  to  be  submitted   for 

eligibility  based  on  the checklist  of  required  documents  using a 

non-discretionary  "pass/fail" criterion.  Bids  that  fails  to  include 

any requirement or are incomplete shall be considered failed. 

 
4.6.2.8.  The financial  proposals  of the bidders who passed the first stage 

screeni ng   shall   be   evaluated   to   the   determined   the   lowest 

calculated bids/highest  rated bid. Bid price that exceeds the ABC 

shall be considered "failed". 

 
4.6.2.9.  The  BAC  shall  then  prepare  and  sign  the  Abstract  of Bids  and 

attach thereto  all the bids with their corresponding  bid securities 
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and  the minutes of  proceedings  of  the bidding.  The  Abstract of 

Bids shall contain the following: 
 

4.6.2.9.1. 

4.6.2.9.2. 

4.6.2.9.3. 

Name of contract and its location, if applicable; 

Time, date and place of bid opening; and 

Names of  bidders  and  their  corresponding  calculated  bid 
prices arranged  from lowest to highest, the amount of bid 

security and the name of the ensuing entity. 
 

4.6.2.10.    For  Consulting  Services,  the  BAC  shall  notify  and  invi te  the 

consultant with the highest rated bid for the opening of financial 

proposal for the purpose of conducting negotiation with the said 

consultant. In the letter of notification, the BAC shall inform the 

consultant  of the issues  in the technical  proposal  the BAC may 

wish to clarify during negotiation.  The negotiations shall cover the 

following: 
 

4.6.2.10.1. 

 
4.6.2.1 0.2. 

 
4.6.2.10.3. 

 

 
 

4.6.2.10.4. 

4.6.2.10.5. 

 
4.6.2.10.6. 

Discussion  and  clarification  of  the terms  of  reference  and 

scope of services; 

Discussion  and  finalization  of  the methodology  and  work 

program proposed by the consultant; 

Consideration  of  appropriateness  of  qualifications  and 

pertinent compensation, number of person-months and the 

personnel to be assigned to the job; 

Discussion on the services, facilities and data, if any; 
Discussion on the financial proposal submitted by the 

consultant; and 

Provisions of the contract. 
 

4.6.2.11.    The  bidder  with  LCB/HRB  shall  undergo  post  qualification  to 

verify, validate and ascertain all statements made and documents 

submitted based on the legal, teclmical and financial requirements. 

The  bidder  shall  submit  to  the  BAC  his/her  latest  income  and 

business tax returns and other appropriate licenses and permits as 

required by law. 

 
4.6.2.12.    Once validated, the BAC shall declare the LCB/HRB as the Lowest 

Calculated and Responsive Bid (LCRB)/Highest Rated and 

Responsive  Bid (HRRB) and recommend  to the HoPE or his/her 

duly  authorized  representative  the  award of  contract  to  the said 

bidder at i ts bid price. 

 
4.6.2.13.  If the bidder with LCBIHRB fails the post-qualification, the BAC 

shall  initiate and complete the same post-qualification  process on 
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the bidder with the next LCB/HRB until a bidder pass the criteria 

for post-qualification and declared as LCRB/HRRB. 

 
4.6.2.14.     Once approved, the HoPE or his/her duly authorized representative 

shall issue the Notice of Award (NOA) to the LCRB/HRRB. The 

BAC shall notify in writing all the losing bidders of the bid results. 

The NOA shall be posted in the PhilGEPS and DENR websites. 

 
4.6.2.15.    The HoPE or his/her duly authorized  representati ve shall sign the 

contract  and issue  the  Notice to Proceed in accordance  with  the 

provisions of RA 9184 and its IRR. The Contract and the Notice to 

Proceed shall be posted in the PhilGEPS and DENR websites. 

 
4.6.2.16.  The procedure for public bidding of consulting service shall follow 

the pro 

 
4.6.2.17.  The HoPE shall declare Failure of Bidding provided that: 

 
4.6.2.17.1.   No bids are received ; 

4.6.2.17.2.   All prospective bidders are not eligible; 

4.6.2.17.3.   All bids fail to comply a11 the bid requirement or fail post 

qualification; or 

4.6.2.17.4.   The  bidder  with  LCRB/HRRB  refuses  without  justifiable 

cause the award of contract. 

 
4.7.  Once delivered, the DENR  Inspection  and Pre-Acceptance  Committee  (IPC) 

shall inspect the products  and services as described  in Procedure: Inspection 

and Acceptance. 

 
4.8.     The  procuring  entity  shall  accept  the  delivered  products  and/or  services  m 

terms of the specification, quantity and quality. 

 
4.9. Once inspected, Disbursement Voucher is prepared then forward to Budget and 

Accounting Divisions/Sections for processing of payment. 

 
5.   CONTROLS 

 
5.1.  All  externally  provided  products  and  services  are  subject  to  the  following 

controls: 

 
5.1.1.   Compliance with RA 9184 and its IRR; 

5.1.2.   Specifications or Terms of Reference; 

5.1.3.   Service Contracts, specifying the delivery tem1s (date, time and place); 

5.1.4.   Green procurement and life cycle requirements; 
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5.1.5.   Inspection by independent committee; and 

5.1.6.   Acceptance of Procuring Entity. 
 

6.   SUPPLIER CORRECTIVE ACTION REQUESTS 

 
6.1 .     A Supplier Corrective Action Requests (SCAR) log shall be maintained by the 

Internal Audit  Committee  (lAC)  for  monitoring  of  the corrective  actions  to 

address  nonconformities.  The SCAR allows for  the flow down  of corrective 

action requirements to a supplier when a supplier is found to be responsible for 

a particular nonconformity. 

 
6.2.    Any procuring entity may submit a SCAR Form to the PSMD. The PSMD shall 

notify the external provider, who has shown quality problems, of their 

nonconformance for their correcti ve action. Failure of the external provider to 

correct   nonconformance   may  result   to   the  negative   adjustment   of   that 

provider's evaluation standing or blacklisting depending on the degree of 

nonconformance. 

 
6.3.  The  SCAR  log  shall  be  updated  regularly  and  shall  be  reported  for  the 

Management Review. 

 
7.   FORMS 

 
7.1.  Supplier Corrective Action Request (SCAR) 

7.2.  Supplier Corrective Action Request Log (SCAR Log) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Prepared by:  Approved by: 
 
 
 
 

 
entral Office Quality Management 

Representative 

'// 
ATTY. ERN_.AY.,., . ADOBO, JR. 

DENR Quality . 

Represe 



 

 

 
 

I 

Supplier Corrective--A-c-tion Request  (SCAR) 

 

 
This  section to be completed by DENR 

 
Supplier: Attention: 

Phone#:  Fax#: 

Description of Nonconformance: If the non-conformance is parts-related, 

complete the following: 

PO No: 

Part No: 

Part Description: 

 
Quantity Affected: 

 

Date Sent to Supplier:  

I Sent by: 

 

 
Date Received: 

This section to be completed by Supplier 
 
 

 
Root Cause  of 
Nonconformance: 

 

 
 
 
 

Corrective Action Taken or 

Planned: 
 
 
 

Signature of responsible 

Supplier Manager: I 
Print  Name and 

I  Date: 

Title: I 
 
 
 
 

This section to be completed by DENR 
 
 

 
If not attach additional sheets with explanation and follow- 

Corrective Action  up. 
 

Signature: I Date: 



 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 
 

lit 
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1.  SUMMARY 

 
1.1.     This  procedure  defines  the  process  and  methods  of  inspection  and  pre 

acceptance of purchased products to ensure that the same is in accordance with 

the specifications contained in the purchase orders/requests. 

 
1 .2.     The  Inspection   and  Pre-Acceptance   Committee  (IPC)  is  responsible  for 

implementation and management of inspection and pre-acceptance activities. 

 
2.  REVISION AND APPROVAL 

 
Rev. Date Nature  of Changes Approved  By 

00,2016  Original issue. Undersecretary Ernesto D. Adobo, Jr. 
 

3.   PROCEDURES 

 
3.1 .  The  Requests   for  Inspection  are  received  from  the  Property  and  Suppl y 

Management Di vision. 

 
3.2.     The Receiving Clerk will record the Requests for Inspection in the database at 

the IPC. 

 
3.3.  The IPC Chair assigns the requests for inspection to the member/members of 

the Inspection and Acceptance Committee for the conduct of the actual 

inspection to determine/verify the following against the Purchase Order: 
 

 

3.3.1.   Quantity 

3.3.2.   Specification 

3.3.3.   Deli very Tenns 

 
3.4.      Any  discrepancy  on  the quantity and speci fications  as  verified  during  the 

actual  inspection  will be reported to the Property and Suppl y Management 

Division for correction and/or replacement. 

 
3.5.   If   there  is   a  delay   in  the   delivery   of   the  purchased   goods/services, 

corresponding penal ty will be computed and imposed. 

 
3.6.   If the quantity and specifications have been fully complied, the Inspection and 

Acceptance Report will be signed by the IPC Inspector and the IPC Chair and 
submitted to PSMD for further processing. Goods that are covered by Property 

Acceptance Receipt (PAR) and/or Inventory of Custodi an Slip (ICS) will be 
subject to submission of dul y approved PAR and ICS. Further, goods/services 
purchased must be covered by Certifi cate of Acceptance by the end-user. 
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3.7. The inspection report and the corresponding findings of the IPC Inspector will be 

recorded in the database prior to submission to PSMD. 

 
3.8. The Receiving  Clerk of the IPC will forward the documents  to the PSMD for 

further processing. 

 
4.   FORMS 

 
4.1.  Property Acceptance Receipt (PAR) 

4.2.  Inventory of Custodian Slip (ICS) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Prepared by: Approved by: 
 

 
 
 
 

 

entral Office Quality Management 

Representative 

ATTY.E .ADOBO,JR. 
DENR Quality .     anagement 

Represe  tative 



 

 

 
 

Quantity Unit Description Property 

Number 
Date Acquired Amount 

      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
  
Received by: Issued by:  

  
Signature over Printed Name of End User Signature over Printed Name of Supply and/or 

Property Custodian 

  
Position/Office Position/Office 

  

Date Date 

 

Property Ackno-w--le-dgement Receipt 

 
 

 

PROPERTY ACKNOWLEDGMENT RECEIPT 

Entity Name :------  -- --  
Fund  Cluster· PAR No.·. 

Appendix 71 



 

 

 
 

Quantity Unit Amount Description 'In ventory 

Item No. 
Estimated 

Useful Life Unit 

Cost 
Total Cost 

       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       

Received  from: 
 

 
Signature Over Printed Name 

 
Position/Office 

 
Date 

Received by: 
 

 
Signature Over Printed Na me 

 
Position/Office 

 
Date 

 

- .... 
Inventory Custodian Slip 

 

 
 
 
 
 
 

 
 
 

Entity Name: 

Appendix 59 

'INVENTORY CUSTODIAN  SLIP 

Fund Cluster : 'ICS No: 
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1.  SUMMARY 

 
1.1 . This  procedure   defines   the   requi rements   for   measuring   stakeholder/client 

satisfaction. 

 
1 .2. To monitor the service outcomes in terms of meeting the client's requirements 

and   expectations,   DENR   periodicall y   obtains   stakeholder's   feedback   and 

perception. 

 
1 .3. Stakeholder/client satisfaction is determined through Walk-In Client Satisfaction 

Survey and Third Party Stakeholder Satisfaction Survey. 

 
2.  REVISION AND APPROVAL 

 

Date  Nature of Changes 

Original issue. 

 
3.   PROCEDURES 

 
3.1. Walk-In Client Satisfaction Survey 

 

 

U ndersecretary Ernesto D. Adobo, J r. 

 

3.1.1.   Feedback from transacting or walk-in clients shall be gathered  through a 

Walk-In Cli ent Satisfaction Survey Form which is facilitated during their 

visit to any DENR office. 

 
3.1.2.   Each office shall designate an officer of the day who is responsible for 

receiving   cli ent   requests   and   inquiries   and   consequentl y   provides 

assistance   needed  by  the  clients.   Slhe  shall  eval uate  and  categorize 

requests and complaints based on the areas of concerns and/or urgency of 

the  issues  and  refer   them   to  the  appropriate   office  or   unit.  Upon 

completion of client transaction, the officer of the day shall facili tate the 

handling out of the Walk-In Client Satisfaction Survey Form. 

 
3.1.3.   The accomplished survey forms shall be collected by the officer of the day 

and forwarded  to the SCIS or respective counterparts in the bureaus and 
field  offices  for  anal ysis  to  determi ne  the extent  of  stakeholder/client 
satisfaction wi th services recei ved from the DEN R. 

 
3.1.4.   The SCIS or respective counterparts in the bureaus and field offices shall 

also prepare and submit a report on the stakeholder/client feedbacks and 

recommend proposals for improvement of the DENR services to the 

concerned office. 
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-- Measuring Stakeholder- Client Satisfaction 

 
 

3.2. Third Party Stakeholder Satisfaction Survey 

 
3.2.1.   This survey  shall  be outsourced  to ensure  objectivity  of the results  and 

shall be conducted as required by the management based on its assessment 

ofthe pressing issues and concerns of the Department. 

 
3.2.2.   The  respondents   shall   be  selected   based  on  the  sampling  frame  or 

databases of clients who availed of the servi ce of the DENR in a given 

period. 

 
3.2.3.   The result of the survey  shall  be forwarded  to the  Policy and Planning 

Service  through  the  Program  Monitoring  and  Evaluation Division  and 

shall be used as basis for continual improvement of the DENR services. 

 
3.3. Feedback  may  also  be  gathered   through  interviews, social  media  and  use  of 

suggestion boxes in all DENR offices. 

 
3.4. The result of the stakeholder/client  satisfaction surveys shall be documented and 

presented for Management  Review. 

 
4.   FORM 

 
4.1. Walk-In Client Satisfaction Survey 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Prepared by:  Approved by: 

 
 
 
 

 
ntral Office Quality Management 

Representative 



 

 

 
 Walk-In Client  Sa-ti-s-fa-ction Survey  Form 

 
 
 
 
 

Name  of Client: 

Contact Details: 

Walk-In Client Satisfaction Survey  Form 

 

Purpose of Visit/ Transaction: 
 
 
 

Office Visited: 
 

Name of Attending Personnel: 

 
Your feedback matters to us. Kindly answer the following questions as honestly as possible: 

 

1 Were your concerns properly addressed? 

If No, please provide details: 

    Yes --- No
 

 

 
2  Was your  request attended promptly? 

 

3  Was the attending personnel courteous? 

Yes  No 
 

Yes  No 

 
What is your overall satisfaction rating of our  services? 

1  2 3  4 

Poor  Fair  Satisfactory Very 

Satisfactory 

 
5 

Excellent 

 

Suggestions/Comments: 
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1.  SUMMARY 

 
1.1 . This procedure provides direction on the process of conducting Management 

Review to evaluate the effectiveness of the DENR QMS. 

 
1.2.   The  Management  Review  shall  address  the  possible  need  for  changes  to 

Quality Policy, Quality Objecti ves and other elements of the QMS in the light 

of   the   QMS   Audit   results,   changing   circumstances   and   the   DENR's 

commitment to continual improvement. 

 
1.3.  The  DENR  Executive  Committee  shall  attend   the  management   rev1ew 

meetings. 

 
1.4.  The  DENR Quality  Management  Representative  (QMR) IS   responsible  for 

implementation of this procedure. 

 
2.   REVISION  AND APPROVAL 

 
Rev. Date Nature  of Changes Approved By 

00, 2016  Original issue. Undersecretary Ernesto D. Adobo, Jr. 
 

3.   DEFINITION OF TERMS 

 
3.1 .    DENR Executive  Committee (EXECOM) - is composed of officials of the 

DENR from the Secretary to the Director  Level, Head  Executive Assistant, 

and employee's representative that conducts regular meetings to discuss policy 

issues and priority issues and concerns. 

 
3.2.  Management Committee (ManCom) - the counterpart of the EXECOM in 

the  Bureaus  and  Regional  Offices  composed   of  the  Director,  Assistant 

Director  and  other  officials  that  conduct  regular  meetings  to  discuss  and 

review implementation of DENR plans and programs in their respective areas 

of jurisdiction. 

 
3.3.      Continual  improvement -  process  of  enhancing  the  quality  management 

system  to achieve improvements in the delivery of service and overall  ENR 

management system. 

 
3.4.  Management Review - the periodic assessment  by the EXECOM at the top 

management level and the MANCOM at the Bureau and Regional levels of the 

quality management system to ensure its continuing suitability, adequacy, 

effectiveness   and   alignment   with   the   mandates    of   the   DEN R.   The 

management review process shall ensure that the necessary information is 
collected  to allow  management to carry out this evaluation. It shall  address 

possible  need for  changes  to Quality  Policy,  Quality  Objectives  and other 
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elements of the Quality Management System, based on the results of the QMS 

audit, changing circumstances and the commitment to continual improvement. 

 
4.   PROCEDURE 

 
4.1.  The MANCOM at the Bureaus and Regional levels shall conducts a meetings 

as necessary, attended  by  the concerned  official s and  personnel  and  QMS 

leaders to review the implementation of QMS in their respective offices; 

 
4.2.      The MANCOM reports to the EXECOM through submission of documented 

information or through the expanded EXECOM, the results of their respective 

management review, and make recommendations either for corrective actions 

or improvement of implementation.   The MANCOM shall also report on the 

adequacy   of   the   Quality   Policy,   support   services   and   other   resource 

requirements; 

 
4.3.  The  EXECOM  at  the  Central  Office  shall  conduct  Management  Review 

Meetings at least once a year or as the need arises to review the suitability, 

adequacy, effectiveness and alignment with the mandates of the DENR of the 

QMS. 

 
4.4.  The  Management  Review  Meetings  shall  include  analysis  of  the following 

inputs: 
 

4.4.1 . 

4.4.2. 

4.4.3. 

Status of actions from previous management reviews; 

Changes in external and internal issues that are relevant to the QMS; 

Information   on  the  performance  and  effectiveness  of  the  QMS, 

including trends in: 

 
4.4.3.1.  Customer satisfaction and feedback from relevant interested 

parties; 

4.4.3.2.  Extent to which quality objectives have been met; 

4.4.3.3.  Process performance and conformity of services; 

4.4.3.4. Nonconformities and corrective actions; 
4.4.3.5.  Monitoring and measurement results; 

4.4.3.6.  Audit results; and 

4.4.3.7.  Performance of external providers; 
 

4.4.4. 

4.4.5. 

4.4.6. 

Adequacy of resources; 

Effectiveness of actions taken to address risks and opportunities; and 

Opportunities for improvement. 
 

4.5.      This  review shall  include  assessing  opportunities  for  improvement  and  the 

need for changes to the QMS, including the Quality Policy and Quality 

Objectives. 
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4.6.    The Management Review Meeting shall generate Corrective and/or Preventive 

Action  Requests (see procedure  Corrective and Preventive Action), or take 

other recorded action, as a result of review topics in an effort to improve the 

management system, products, processes and services, and to address resource 

needs. 

 
4.7.  This  includes  any decisions  and actions  related  to the  improvement  of  the 

effectiveness of  the  quality  management  system  and  its  processes, 

improvement of product related to customer requirements, and resource needs. 

 
4.8.   Minutes  of the  meetings are  taken and maintained.  The fonn  Management 

Review Meeting Minutes may be used as a template for the records, or may be 

completed and filed as the finished record. 

 
4.9.      The  results  of  the  Management  Review  shall  be  made  part  of  the  QMS 

documented infonnation  and shall be basis for continual improvement and 

ensuring the suitability, adequacy and effectiveness of the QMS. 

 
5.   FORM 

 
5.1.  Minutes of Management Review 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Prepared by: Approved by: 
 

 
 
 

 
entral Office Quality Management 

Representative 

ATTY.ERN  . ADOBO,JR. 
DENR Quality  anagement 

Represe  tative 



 

 

 
 Minutes of M-a-n-ag-ement Review 

 

 
 
 

Minutes of Management  Review 
No. 2017 -           _ 
Date:                _ 

Venue: _  _ 
 

Attendees: 

1. 
2. 
3. 

4. 
5. 

 
Summary of Proceedings: 
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Accepted by: DENR QMRI Bureau QMR/ Region QMR 



 

 

 
 

 
 

-4 

 

Department of Environment and Natura l 

Resources 
 

PROCEDURE 

Filling-up of Vacant Positions 

Document LD DEN R-PR-QMS-D09 

Revision  No. 0  J       lssuc.No.    b 3 
Date Issued r c 1 6 2"IU 

 Originating Office QMS Core Team 
 

Page    0. I  of I 

 

 
 
 

------- 
 

1.  SUMMARY 

 
1.1. The  purpose of  this  procedure is to define  the  process for  hiring  employees to 

ensure these requirements are met. 

 
1.2. The Personnel Di vi sion of the Human  Resource Development Service (HRDS) is 

responsible for the implementation and management of this procedure. 

 
2.   REVISION AND APPROVAL 

 
Rev.  I Date Nature  of Changes Approved By 

oo, 2o16  1 Origi nal issue. Undersecretary Ernesto D. Adobo, Jr. 
 

3.   PROCEDURES 

 
3.1.       The  filling  up  of  vacant  position i n  the  DENR  shall  follow  the process  as 

stipulated under the Merit, Selection  and Promotion Plan (MSPP). 

 
3.2.       It is mandatory that the applicants meet all the minimum  requirements of the 

position  being applied  for. The applicants are initiall y evaluated based on the 

following: 

 
3.2.1.  Educational  Attainment 

3.2.2.  Relevant Training(s) Attended 

3.2.3. Relevant Experience(s) Attended 

3.2.4. Eligibility 

 
3.3.      A  Position  Description  has  been  defined   for  each   position  as  a  guid e  m 

determining the competency of the applicants. 

 
3.4.       All   appointments  are   submitted   to   the   Civil   Service   Commission   for 

validation. 

 
3.5.       All newly  appointed personnel  are required  to  undergo employee orientation 

about  DENR  functions and mandates, Ci vil Service rules and regu lations, and 

other   relevant  topics.   A  record   of   the  completion  of   the  orientati on  i s 

maintained in the employee's training file. 

 

Prepared  by:  Approved  by: 
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1.   SUMMARY 

 
1.1.  The  purpose  of  this  procedure  is  to  define  the  process  for  Learning  and 

Development (L&D) of employees in order to meet the required competencies 

towards the delivery of quality core services. This also covers the evaluation of 

the effecti veness of the L&D programs provided. 

 
1.2.    The  Training  Development  Division  of  the Human  Resource  Development 

Service (HRDS) is responsible for the implementation and management of this 

procedure. 

 
2.   REVISION AND APPROVAL 

 
Rev. Date Nature of Changes Approved By 

00, 2016  Original issue. Undersecretary Emesto D. Adobo, Jr. 
 

3.   PROCEDURES 

 
3.1.   L&D interventions are deliberately and systematically designed, developed, 

implemented and evaluated in accordance with the standards provided in the 

Program to Institutionalize Meritocracy and Excellence in Human Resource 

Management (PRIME-HRM)  system of the Civil Service Commission. 

 
3.2.   The L&D interventions shall be based on identified and verified needs that are 

directly  aligned  to  the  DENR 's mandates  and  deli very  of  service.  These 

interventions shall be identified in the Human Resource Development Plan 

prepared annually. 

 
3.3.     L&D  interventions  shall  be  implemented  by  the TDD-HRDS  thru  in-house 

programs,  government  training centers, or third-party providers with qualified 

L&D practitioners. 

 
3.4.    The  effectiveness   of   L&D   interventions   shall   be  assessed   by  verifying 

attainment  of  the  objectives  of  the  learning  event.  This  shall  be  used  for 

updating  and  continual   improvements  in  L&D  design,  administration   and 

deli very. 

 
3.5.     The  TDD  shall  maintain   a  database  of  the  L&D  events  attended  by  all 

employees. Other training shall be recorded on individual employee training 

records, which include the following information: 

 
3.5.1.   Personnel trained 

3.5.2.   Type oftraining 

3.5.3.   Duration of training 

3.5.4.   Date of completion 
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3.5.5.   Location oftraining 

3.5.6.    Training  provider/Name of instructor  who conducted  the training 

 
3.6.     Personnel   undergoing third  party  training  shall  submit  a  copy  of  the  L&D 

certificate to  the  TDD-HRDS for  verification and  updating  of  his/her  L&D 

records. 

 
3.7.    Reports are prepared and maintained  by the TDD which includes post-training 

evaluation. 

 
4.   L&D ON DENR QMS 

 
4.1.   The TDD-HRDS shall  implement  L&D program  for the awareness on the 

requirements   of   the    DENR    QMS.    The    TDD-HRDS   shall    assess    the 

effectiveness of the said program. 

 
4.2.     The L&D on DENR QMS  shall be included  in the audit  process. The result  of 

the audit  shall be made  part of the Management Review  and shall  be the basis 

for continual  improvement. 

 
5.   L&DEVALUATION 

 
5.1 .  L&D  programs   are  evaluated   and  updated  in  response to  developments  in 

policies,  programs and projects of the DENR or the national  government. As a 

result,  new competencies are also required. 

 
5.2.  The L&D programs shall also be evaluated to address the identified  weaknesses 

in   the   employee's   work   performance  and/or   delivery   of   service.  These 

weaknesses     may     be    identified     through     the    Individual     Performance 

Commitment  Review   (IPCR),  customer   complaints,  or  implementation  of 

DENR processes. 

 
5.3.  Pre- and post-tests may be developed  and given to assess training effectiveness. 

Procedures shall define  the method  for giving the test and the passing  grades I 

criteria required and the actions to be taken when an employee  fails such a test. 

 
5.4.  The  Internal  Audit  process shall  evaluate  the effectiveness of training  and its 

effects  on  quality  of  service  delivery.   The  result  of  the  audit  in  the  L&D 

program shall be included  in the management review as part of the continual 

improvement of the DENR QMS. 
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6.   FORMS 

 
6.1.  LNA Form for Administrative Assistance/Frontliners 

6.2.  End-of-Learning Evaluation Form 

6.3.  Learner's  Profile 

6.4.  Resource Person 's Evaluation 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Prepared by:  Approved by: 
 

 
 
 

 
ntral Office Quality Management 

Representati ve 

ATTY. ERN 
DENR Quality 

Represe 



 

 

 
LNA Form for Administrative Assistance/Frontliners 

 
 
 

NAME OFFICE/DIVISION  POSITION/ DESIGNATION 
 

Instructions:   Assess your competency  level  on each  competency  by checking  the corresponding  level 

based on the scale below. 

COMPETENCY LEVEL SCALE 

H - High: My level of competence in the KSA is high. This is my strength, may not be a priority training 

or professional development  need, but J should continue to enhance this competency. 

S - Satisfactory: My level of competence  in the KSA is satisfactory. J would benefit from further training 

and professional development. 

F- Fair: My level of competence in the KSA is fair. Ineed further training and professional development as 

a priority. 

L-Low: My level of competence  in the KSA is low. I urgently need training and professional development. 

 
Also identify the level of importance  of the competency  to  your jobs according  to the "importance" and 

freq uency sca le provided. 

1 - Low: needed for job success! utilized 10-40% of the time 

2 -Moderate: essential to job success; difficult but not impossible to the job withou t it; utilized 40-60% 

3 - High: critical to job success; impossible to the job without it; utilized 60-90% of the time 

ADMINISTRATIVE SUPPORT SERVICES  Comp. Level  Importance 

TECHNICAL COMPETENCIES (AS)  H  S  F  L   1 2  3 

1.    Records Management 
 

Knowled ge and skills required to: 

• effecti vel y  maintain   an  updated   and  orderly   tiling 

system to facilitate retrieval & ensure that confidential 

and/or personal  files and records are properl y secured 

and maintained. 

• maintain/implement record schedule of disposal. 
 

r-----------------------------------------------+---r--r--,_--r-----t---- 
2. Computerized Records Management 

 

Knowledge and skills required to: 

• systematically  handle  documents  and  communication 

and track its flow; 

• maintain   filing   system   (electronic   o   manual)   for 

reference and easy retrieval; 

• undertake  efficient  transmittal  of  directives,  policies, 
regulations for the guidance or compliance; 

arrange archival  material s for retention  and its eventual 

disposition. 

3. Telecommunications 
 

Knowledge  and  skills  required  to  install, maintain  and 

trouble the D ENR's PABX and other telephones. 
L-------------L---  --L--- 



 

 

 
 

---- 

LNA Form for Administ-ra-t-ive Assistance/Frontliners 

 

4. ClericaVSecretariaVExecutive Assistance Skills 
Knowledge and skills required to: 

• Effectively  convey and receive  the intended message, 
observing and practicing proper business etiquette and 

office  decorum.  It also  includes  the  knowledge  and 

ability to operate various office equipment. 
 

• Gather,  disseminate   and  safe  keep  information  and 

other confidential data and organize information into 

specific need and purpose.  It includes  monitoring and 

coordinating with other units/offices and agenctes 

programs and activities for specific end-users and 

purposes. 
 

Demonstrate total commitment in dealing with customers. 
 

Technical Cross (FC) Cutting Competencies 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Comp. Level  Importance 

-------------------------------------------
HSFLl 2  3 

 

5. FCl -Basic Computer Skills 
 

Knowledge  and  skills  needed  m  handling  and 

manipulating    vanous    information,    materials   (audio, 

video, etc.) using available computer software application 

and technology. 

6. FC2 - Database Management 
Knowledge and skills required to operate, update, access, 

maintain and secure the office/unit's database software 

--- =-+---+-  , 

 

Core/Organizational Competencies  Cornp. Lev.-e:-_l -+--l_rnportance 

HSFLl 2  3 
------------------------------------------ 

7. COl- Exemplifying Integrity 
 

The ability to exemplify high standards of professional 

behavior as public servants, adhering to ethical as well as 

moral principles, values and standards of public office. 

8. C02 - Delivering Service Excellence 
 

The ability to provide proactive, responsive, accessible, 

courteous and effective public service to attain the highest 

level of customer satisfaction. 

9. C03- Solving Problems and Making Decisions 
 

 

The ability to resolve deviations and exerctse good 
judgment by using fact-based analysis and generating and 

selecting appropriate courses of action to produce positive 

results. 
--------- ------ ------ ------ ----------------------L__L  L  l   -

-
 



 

 

1     
10. C04 - Demonstrating Personal Effectiveness 

 

The ability to demonstrate and display self-direction or 

self-motivation as well as engaging in ongoing personal 

development. 

     
 
 
 
 

- 

  

11. C06 - Championing and Applying Innovation 
 

The ability to increase productivity and efficiency at work 

by applying new ideas and creative solutions to existing 

processes, methods, and services. 

       
 
 
 

 
· 

12. C07 - Writing Effectively 
 

The ability to write in a clear, concise and coherent 

manner using different tools to convey information or 

express ideas effectively. 

      

13. C08 -Speaking Effectively 
 

The ability to actively listen, understand and respond 

appropriate!y    when   interacting   wi th   individuals   and 

groups. 

       

 

 

LNA Form  for Administrative Assistance/Frontliners 
 

·- 
 
 
 
 
 
 
 
 
 
 
 

- 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

END of TRAINING NEED ASSESSMENT 
 

 
Note: Competencies used were from the DENR's Updated Competency-Based System (CBS) Manual 



 

 

 

End-of- Learning Evaluation Form 
 

 
 
 

Dear Learners, 

 
We  would  like  to  seek  your  opinion  about  the  dail y sessions/activities  which  you  have  just 

attended and participated in. 

 
Kindly help us to improve the course by giving us your valuable feedback to the questions  below. 

(Please indicate by checking the appropriate  box with black/blue ball pen). The data that you will provide 

wi ll serve as bases in the continuous  improvement of future learning programs. 
 

Thank you.  
Learning Staff 

 

COURSE TITLE: 
COURSE  DATES:    _  _ 

 

 

PARTJClPANT'SNAME. _______  POSITION/DESIGNATION:_ 

PLACEOFASSIGNMENT:  __ _______ _________ 

OFFICE CONTACT  NO;  __ __ _ __  _______ 
CELLPHONE   NO. 

E-MAIL ADDRESS. 

____  __ 

_ _ 

____ 

_ 

__ ___ 

____ 

 

1. About the Course 

 
5 

 

 
Disagree) 

The Course Objectives 

have been met 

 

 
 
 
(Strongly 

Agree) 

 
2 3  4 

 
(Agree)  (Neutral)  (Disagree)  (Strongly 

 

The topic covered in the                                     

course were relevant to work 

 
The course methodologies 

were effective 

 
The course duration 

was just right 

 
The course  pace was 

just right 

 
The course  materials 

were well-organized 

and relevant 



 
 

End-of- Lea-rn-in-g Evaluation Form 

 

 

 

2. About the Resource Person I Trainer 

 
The overall performance of 

the trainer(s) was effective in 

delivery of the course 
 
 

 

Comments, if an y, on individual trainers in the following areas. 

Please indicate resource person/ trainer's name 

• Knowledge/experience in the topic: 
 

 
 

• Presentation materials: 
 

 
 

• Enthusiasm and interaction with participants: 
 

 
 

• Other 
conunents.             

 

 
 
 

3. About the Facilities 
 

(Strongly 

Agree) 

(Agree)  (Neutral)  (Di agree)   (Strongly 

Disagree) 

 
Facilities for training 

were adequate 
 

 

• Other Comments- 
 

 
4. Learning Gained 

 

 

I have ga ined new skills/ 

knowledge from the course 
 

 

5. Participant's overall Satisfaction    
 

 

I am satisfied with the course 
 

 

6. General 



 
 End-of- Lea-rn-in-g Evaluation Form 

 

 

 

 
 

• Wauld you recommended this    

course to your colleagues? 

•  If not, cou ld you let us have the 

reasons for not recommending? 

. .IYES 0 

 
 
 

• Are there areas that need improvement? 
 
 
 
 

• What other courses would you be interested to attend? 
 

 
 
 

7. Consent 
 

 

• I would allow my comments to be quoted for 

the promotion and publicity of this course  
NO 



 

 

 
 

Learners' Profile 
 
 
 

 
NAME:(Piease Print your  Full Name Legibly) NICKNAME: 

SEX CLASSIFICATION: 
Male: 
Female:-   - 

CIVIL STATUS: 
Single:_ 

Married - 
Widow/er:- 
Separated: _ 

AGE: 

DATE OF BIRTH: 

(mm/dd/yy) 
PLACE OF BIRTH: 

POSITION/DESIGNATION: 

DUTIES & RESPONSIBILITIES 

OFFICE (unit, section, division, office/ service, etc) 

OFFICE ADDRESS: 

OFFICE TEL. NO.: FAX NO.: 

MOBILE PHONE NO.: EMAIL ADDRESS: 

EDUCATIONAL ATTAINMENT 
BACHELOR'S DEGREE: 

MASTER'S DEGREE: 

DOCTORAL DEGREE: 

RELATED SEMINARS/WORKSHOPS PREVIOUSLY ATTENDED: 

TYPES OF RELATED TRAINING YOU MAY WISH TO ATTEND IN THE FUTURE: 

 
 
 
 

DATE SIGNATURE 
 
 

PLEASE SUBMIT YOUR ACCOMPLISHED FORM TO THE SECRETARIAT. THANK YOU 



 

 

 
 
 
 
 
 

I. Please check the space  provided which 

appropriately describes the speaker 

 

Excellent 
Very 

Satisfactory 

 

Satisfactory 
Can be 

Improved 

 

Poor 

 
1. Mastery of the subject matter 

     

2. Methods of Presentation      

 
2.1 Presented in logical sequence 

     

 
2.2 Use of illustrations, visuals, aids 

     

 

3. Poise  & Personality (Voice, Diction, 

Articulation, Ability to hold  interest 

of articipants) 

     

4. Ability to elicit group involvement 

(encourage questions, comments and 

suggestions) 

     

5. Effective use of time (managed his/her 

time  effectively by giving more time  and 
emphasis on more important topics) 

     

II. Comment of the relevance and value of the subject matter to your  position 
Please  check the appropriate box and complete the following sentence. 

 

1. CJ  Very relevant and valuable 

2.  CJ  Slightly relevant and valuable 

3. 1l Less  relevant and valuable 
The subject matter would have been more valuable and relevant to me if: 

Ill. In general what  at the weaknesses in the presentation/discussion of the subject matter: 

IV. How would you like  the topic to be discussed/presented in the future session? 

V. Other comments/recommendations: 

 

 
Name of Participant 

 

 
Position 
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Issue Specific Related  Analysis  Action Plan 
Requirement to  Aspect  R  0 Activity Timeframe  Responsi ble 
Add ress Issue  Office/Unit 

Policies  Conduct of  Productivity M  Surfacing of  Annual orientation/ learn ing  1st Quarter of  DENR PPS as 
i nconsistent  with  awareness,  Timeliness  inconsistent/ events on ENR policies, rules  every year  lead and with 
other  policies/  learning events/  outdated  and regulations  support  from 
overlap of laws,  orientation on   policies, rules     bureaus and 
policies, rules,   policies, rules and   and regulations     ROs 
regulations  in ENR  regu lations and formulation   Special orientation for new  Should  be done  Concerned 
management   of appropriate employees  within one week  offices/units 
leading to different   amendments  after reporting 

and conflicting  for duty of 
interpretations  concerned 

personnel 

Ensure that all DENR offices  Within 3 months  DENR 

have been provided with hard  after ISO  Management 

copies  of the DENR Manual  of  Certification is Division 

Authorities  and same  posted in  granted 

the DENR website 

Updating/ harmonization  of  3'd a nd 41
tt 

DENRKISS 

 
DENRPPS as 

policies, rules and regulations  to  quarter of every   lead and wi t h 

include:  yea r  support from 

• Scooping of issues burea us and 

• Time and motion study  regional offices 

• Formulation/ amendment of 

new policies, rules and 

regulations 

• Preparation  and dissemination 

of guidebooks (e.g, FAQs, list 

of requirements, etc.) 
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Issue Specific 

Requirement to 

Address Issue 

Related 

Aspect 
An alysis Action  Plan  

R 0 Activity Tirnefrarne Responsible 

Office/Unit 

  Posti ng and updati ng of process 

flowcha rts in visible a reas of 

front l ine offices 

Posting alread y 

done. 

Updating within 

3 mon ths after 

ISO 

Certification 

Heads of 

offices/u nits 

Change i n 

management 
Ra ise awa reness of 

top management 

on DENR pol icies 

ru les and 

regu lations 

Productivity 

Timeli ness 

Efficiency 

Qua l i ty 

H Introduction/ 

adoption of 

innovations/ 

new ideas 

 
Strengt hen i ng of 

ma nagement 

support 

Comprehensive briefing for 

incoming official/s 
Shou ld be done 

w it hin one week 

upon 

assumption of 

dut y of new 

officialls 

Office of t he 

ASEC for 

Ad m inistrati on 

and Finance 

Abuse/usurpation 

of authority 
Fi ling of sanctions 

to erri ng officials 

 
Orientation/ 

Reorientation of 

officials a nd 

personnel on 

apprehension/ law 

enforcement 

procedures. 

 
Conducting value 

Producti vity 

Timel i ness 

Efficiency 

Qual ity 

Behavioral 

Competency 

H Remova l  from 

the service of 

incompetent/ 

recalcitrant 

personnel 

Preventive suspension o f erring 

personnel 
Lmmediately 

after initial 

investi gation 

showi ng prima 

facie evidence 

of omission 

and/or 

negli gence 

DENR Top 

Ma nagement 

and Legal 

Service 

Detail of other quali fied 

personnel in a concu rrent 

capacity unti l such time a 

permar1 11t rep_l< _cement _is made 

Immediately 

after suspension 

of erri ng 

personnel 
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lssuc Specific 

Requirement to 

Address Issue 

formation training 

programs for 
officials/ 

personnel 

Related 

Aspect 
Analysis Action Plan  

R 0 Activity Timeframe Responsible 

Office/ Unit 

  Discipli nary action or dismissal 

from the service of erring 
personnel 

Within the 
reglamentary 
period provided 

by esc rules 

 

Annual orientation on ENR 
policies, ru les and regulations 

I st q uarter of 
every year 

DENR PPS as 
lead and wit h 
support from 
bureaus and 
ROs 

Conduct of Val ue Formation 
Tra i n i ng Program 

W it h i n l year 

after ISO 
Certi fication 

HRDS a nd ROs 

Lack of awareness 
and incompetence 
of personnel in 
performing their 
jobs 

Retooling/Up- 
skilling of 

personnel 
concerned 

 
Strict 
implementation of 
the MSPP. 

Productivity 

Ti meliness 
Efficiency 
Quality 

L Capability of 

DENR 
personnel will 
be enhanced. 

Ann ua l orientation on ENR 
policies, rules and regu lations 

I st Quarter of 

every year 
HRDS in 

cooperation 
with bureaus 

Administer competency tests W ith in. 3 months 
after ISO 
Certification 

Conduct of appropriate 
training/ re-training program 
based on lDP 

Within I  year 

after ISO 
Certification 

Monitori ng of compl iance with 
the MSPP 

Continuous 

Inadequate buildi ng 
facilities (example: 

Improvement of 
office faci l ities 
- --- 

Productivity 

Ti meliness 
L  Develop a parki ng system for 

both DENR employees and 
- - 

W i thin 3 months 
after ISO 

-- 

Director , 
Admin Service 

    



 

 

Issue Specific 

Requirement to 

Address Issue 

Related 

Aspect 
Analy_sis Action  Plan  

R 0 Activity Timeframe Responsible 

Office/Unit 
lack of parking 

space for clients 

and employees) 

and work 

environment 
Efficiency 

Quality 

Client 

Satisfaction 

  clients Certification at t he CO and 

heads of 

bureaus/ 

regions, PENR 

andCENR 

Offices 

Vehicles and 

equipment are not 

equita bly 

distributed  among 

offices 

Dispatch  vehicles 

a nd equipment 

based on needs of 

offices 

Productivity 

Timel iness 

Efficiency 

Qual ity 

M Deployment and 

use of vehicles 

and equipment 

wi ll be 

rationalized 

Conduct  Needs Assessment and 

include in budget request 
Within 6 mont hs 

after ISO 

Certification 

Director of 

Admin Service 

at the Centra l 

Office and 

heads of 

bureaus/ 

regions, PENR 

and CENR 

Offices 

Rationa lize deployment a nd use 

of vehicles 
Within 1 year 

after ISO 

Certification 

Budget a llocation 

not based on the 

proposa ls of the 

field offices 

(example: 

mismatch of 

physica l ta rgets and 

budget a llocated) 

Strengthen  the 

planning and 

budgeting  process. 

Productivity 

Timeliness 

Efficiency 

Quality 

L Realistic Work 

and Financial 

ta rgets in place 

Develop and fully implement 

DENR Bottom Up Budgeting 

(BUB) process 

Within 3 months 

after ISO 

Certification 

and done before 

the end of April 

therea fter in 
time for budget 

preparation for 

the next year 

Office of the 

ASEC for 

Admin. and 

Finance at the 

CO and heads 

of bureaus/ 

regions, 

provincial a nd 

community 

ENR Offices 
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Issue Specific 

Requirement to 

Address Issue 

Related 

Aspect 
Analysis Action Plan  

R 0 Activity Timef rame Responsible 

Office/U nit 
Lacking number of 

personnel to 

process and 

approve permits 

a nd licenses 

Streamli ne the 

process a nd 

delegate a uthority 

to approve, as 

necessary 

Timel iness H Proper 

placement  of 

personnel 

Filling up of vaca ncies Within  I yea r 

after ISO 

Certification 

DENR Top 

Ma nagement 

Unavaila bi l ity of 

common schedule 

of me mbers of 
 

va  
. 

us rev
. 

w 
no  ie 

comm ittees (e.g. 

WGP, ECC) 

Availabil ity of 

members a nd 

ex perts for 

monthly regular 

meeti ngs to review 

applications. 

Timel iness L Synchronized 

a nd fixed 

schedules will 

be established 

DENR Ma nagement to provide 

mandatory  number of days to 

review a pplications and sa nctions 

for non-complia nce. 

With i n 3 months 

after ISO 

Certi tication 

DENR Top 

Management 

a nd Burea us 

Sections/U nits 

differ from one 

PENRO/  CENRO 

to a nother PENRO/ 

CENRO 

Sta ndardize 

sections/units 

structure in the 

field offices. 

Review ex i sting 

sectoral  pol icies. 

Productivity 

Timel iness 

Efficiency 

Qual ity 

M  Full implementation  of the 

Rationalization  Pla n 
W ithin 6 months 

after ISO 

Cett i fication 

DENR Top 

Ma nagemen t 

a nd Bureaus 

Endorsement of 

permits/li censes not 

in com pliance w ith 

csw 

Transm itta l 

em phasizi ng t hat 

the subm ission of 

endorsement 

memo shou ld be 

prepared in CSW 

format with the 

proper 

Productivity 

Timel iness 

Efficiency 

Qua lity 

H Processing 

systems will be 

improved 

Issue d irective on CSW 

requirement and sa nctions for 

non-complia nce. 

 
I mplementation of Front line 

Services a nd Tra nsaction System 

(FSTS) 

Wi th i n 3 months 

after ISO 

Certification 

DENR Top 

Ma nagement 

a nd Bu rea us 
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Issue Specific 

Requirement to 

Address Issue 

recommendation 

 
Training on CSW 

Related 

Aspect 
Analysis Action Plan  

R 0 Activity Timcframc Responsible 

Office/Unit 

  Conduct tra ining on CSW Within 3 months 

after ISO 

Certification 

DENR HRDS 

Non-conformance 

with the Manual of 

Authorities for 

Technical Ma tters 

Review of existing 

policies 
Qualit y 

Timel i ness 
L Processing 

systems w ill be 

improved 

Ensure that all DENR offices 

have been  provided  with ha rd 

copies of the DENR Manual of 

Authorities a nd same  posted  in 

the DENR website 

W ithin 3 months 

after ISO 

Certi fication 

DENR KISS 

and DENR 

Records 

Di vision 

Orientation on the Ma nua l  of 

A uthorities 
Within 6 months 

after ISO 

Certification 

and one a year 

thereafter 

DENR 

Management 

Di vision, 

Bureau and 

ROs 
Graft a nd 

corru ption 
No contact policy 

between the 

applica nts and the 

evaluator/ 

processor 

 
Insta llation of 

CCTVs 

Timeliness 

Efficiency 

Qua lit y 

C lient 

Satisfaction 

Behavioral 

Competency 

H Ena ble the 

service to be 

fuIIy free from 

graft and 

corruption 

Fu l l  implementation ofFSTS Within  I  yea r 

after ISO 

Certification 

KISS, 

concerned 

Burea us and 

fiel d offices 
Additional CCTVs  is strategic 

locations at CO a nd upgrade 

from ana log to digita l  CCTV 

Within I  year 

after ISO 

Cert i fication 

DENR KISS 

Conduct of Va lue Format ion 

Traini ng Program 
With i n I  year 

after ISO 

Certification 

HRDS a nd ROs 

Ha rmoni zation of 

local government 

a nd community 

Orientation of 

l ocal executives 

on DE NR policies, 

Productivit y 

Timel iness 

Efficiency 

H Local 

government 

interests in 

Scoopi ng and levelling-off of 

issues t hrough dia logues with 

provincia l a nd municipal 

Withi n I  yea r 

after ISO 

Cert ification 

DENR SCIS, 

Bu rea us and 

ROs 
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Issue Specific 

Requirement to 

Address fssue 

Related 

Aspect 
Ana lysis Action  Plan 

R 0 Activity Timeframe Responsible 

Office/Unit 
priorities/interests 

with nationa l laws 

on ENR 

personnel  matters 

programs 

and procedures 

 
Improve ca pacity 

of LGUs on ENR 

management 

Quality  accord with 

national  laws 
governments and concerns ci vil 

society organizations 
  

Form u late a joint DENR-DtLG 

MOA to include among others 

the i nclusion of DENR as 

mem ber of the Mu n icipal/ 

Provincial Committees for ENR 
Existing practices 

in conflict with 

ENR laws 

programs and 

projects (example: 

poorSWM 

practices; living in 

forestlands, 

ri verbanks, creeks 

and geo-hazard 

locat ions) 

Encourage 

invol vement of 

communities  in the 

pl anning and 

implementation of 

DENR programs 

and projects 

 
f mplementation of 

Information, 

Education and 

Communicat ion 

(IEC) programs 

Producti vit y 

Ti meliness 

Efficiency 

Quality 

Cl ient 

Satisfaction 

M Surfacing and 

resolution  of 

conflicts of EN R 

l aws, programs 

and projects 

Massive IEC campa ign (social 

and tri-med ia) 
Within l year 

after ISO 

Certificat ion 

To be led by 

DENR SC IS 

and concerned 

burea us at the 

nationa l  level 
while concerned 
ROs should 

lead at field 

levels 

Non-participation 

of qualified 

stakeholders in 

DEN R programs 

and projects 

Increase awareness 

of stakeholders on 

the importance of 

DENR progra ms 

and projects 

Productivity 

Timeliness 
M Awareness of 

the public will 

be enhanced 

Massive IEC campa ign (social 

and tri-media) 
Wit h in I  year 

after ISO 

Certification 

To be led by 

DENR SCIS 

and concerned 

bureaus at the 

national  level 

while concerned 

ROs should 



 

 

Issue Specific 

Requirement to 

Address  Issue 

Related 

Aspect 
Analy_sis Action Plan 

R 0 Activity Timeframe Responsible 

Office/Unit 

       lead at field 

levels 
Conflicting and 

overlapping 

functions/ 

jurisdictions of the 

DEN R with other 

government 

agencies 

Strengt hen 

partnerships 

among 

govemment 

agenc1es 

 
Convergence  of 

programs and 

projects among 

government 

agencies 

Productivity 

Performance 

Timeliness 

M Clarification/ 

resol ution of 

issues on 

overlaps 

Scoopi ng of overlap issues w ith 

other agencies 
Withi n 6 mont hs 

after ISO 

Cert i fication 

DENR PPS and 

SCIS 
Dialogues/meetings with 

concemed agencies 

Land classification 

issues 
Approval of Forest 

La nd Boundary 

Del ineation 

(FLBD) 

Productivity 

Performance 

Timeliness 

M Fast-t racking of 

the enactment of 

the FLBD Law 

Scooping of issues that delay 

passage of FLBD Act 
With i n 6 mont hs 

after ISO 

Certi fication 

DENR PPS, 

Legislati ve 

Lia ison Office 

and FMB 
Meeting/dia logue with concerned 

members of the House or 

Representati ves 

Conflict in la nd 

tenure claims 
Effective 

Alternative 

Dispute 

Resolution (ADR) 

 
Publ ic a wareness 

on issua nce of 

tenuria l 

instruments 

Producti vity 

Timeliness 

Efficiency 

Cl ient 

Satisfaction 

Legal 

Compliance 

M Cla rification/ 

resolution of 

issues on l a nd 

ten ure clai ms 

Revisi t a nd study applicabili ty of 

t he provisions of the J oint 

Memora nd um Orders/Circulars 

with and a mong DAR, DENR, 

NCIP  and LRA and other 

releva nt issua nces  a nd fonn ulate 

necessary amendments 

Wit hin I  year 

after ISO 

Certification 

DENR PPS, 

SCIS,  FMB, 

LMB and BMB 

in cooperat ion 

w i th concerned 

pa rtner agencies 

Comm u nity 

consultat ions/dialogtes 
Within  I  yea r 

after ISO 
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Issue Specific 

Requirement to 

Address Issue 

Related 

Aspect 
Analy_sis Action  Plan 

R 0 Activity Timeframe Responsible 

Office/Unit 

   Certi fication  
Unwi lli ngness of 

private sector to 

participate in NGP 

Assurance  of 

return of 

invest ment by the 

private sector 

Encourage t he 

private sector to 

invest in 

production forest 

Productivity M Enhancement of 

pri vate support 

to the NGP 

Conduct dialogue with the 

private/business sector 
Within 6 months 

after ISO 

Certi fication 

FMB as lead 

and DENR ROs 
Develop  i ncent ives wh ich the 

private/business sector can avai l 

of 

FMB i n 

consultation 

with DOF and 

the  private/ 

business sector 

Limited knowledge 

of clients on the 

requirements for 

application  of 

permits/1icenses/ 

issuances 

Enha nce 

know ledge a nd 

understandi ng of 

the clients on the 

req u irements, rules 

and regulations on 

perm it/l icense/ 

issuance 

Productivity 

Efficiency 

Timeliness 

Cl ient 

Satisfaction 

M Faster 

processing of 

applications 

Posting and updating of process 

flows in visible a nd accessible 

a reas of DENR frontli ne offices 

Posti ng a lready 

done. 

Updating within 

3 months after 

ISO 

Certificat ion 

DENR 

Ma nagement 

Division as lead 

and concerned 

Heads of 

Offices/Un its 
Make available to t he public at 

a ll times appropriate l.EC 

materials 

Wit hin 3 mont hs 

after ISO 

Certification 

DENR SCIS as 

lead and 

concerned 

Heads of 

Offices/Units 
Post in the DENR website 

downloadable l.EC materials 
DENR KJSS 

 
I 

Socia l impact of 

project not included 

in some scooping 

acti vit ies of ElA 

Review of SDP/ 

comm u nication 

with the affected 

stakeholders 

 
Ensure that 

Cl ient 

Satisfaction 
VH Comprehensive 

ElA process in 

place 

Issuance of directive on the 

implementation  of Section 52 of 

PO 1 1 52 

Within 3 months 

after ISO 

Certification 

DENR Top  I 

Management 

and EMB 
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Issue  Specific Related  Analysis Action Plan 
Requirement to  Aspect R  0 Activity Timeframe  Responsible 
Address Iss ue Office/ Unit 

comprehensive 

scoping  is done 

prior to processing 

of application      - - 
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1.  LAWS 

 

NO. LAWS TITLE DATE ENACTED 
1 Republic Act No. 460 An Act Regulating the Operation  of 

Sawmills, Requiring  Operators of 

Sawmills to Obtain from the 

Director of Forestry  Permits for the 

Operation of such Sawmills, and 

Providing Penalties  for the 

Viol ations Thereof 

June 8, 1950 

2 Republic  Act No. 

3019 
Anti-Graft  and Corrupt  Practices 

Act 

August  17, 1960 

3 Republic Act No. 

6541 
An Act to Ordain and Institute a 

national Building  Code of the 

Philippines 

August  26, 1972 

4 Presidential Decree 

No.461 
Reorganizing the Department of 

Agriculture and natural Resources 

into Two Departments, namel y: 

Department  of Agriculture and 

Department of Envi ronment and 

Natural Resources, amending for 

this purpose Chapter  I, Part VJTT of 

the Integrated  Reorganization Plan 

May1 7, 1974 

5 Presidential  Decree 

No. 607 
Creating  the Forest Research 

Institute in the Department of 

Natural  Resources 

December 18, 1974 

6 Presidential Decree 

No. 953 

Requiring the Planting of Trees in 

Certain  Places and Penalizing 

U nauthori zed Cutting, Destruction, 

Damaging and Injuring of Certain 

Trees, Plants and Vegetation 

Jul y6, 1976 

7 Presidential Decree 

No. 977 

Creating  the Philippine Fish 

Marketing Authority defining its 

Functions  and Powers,  and for other 

Purposes 

August 11, 1976 

8 Presidential  Decree 

No. 1041 
Creating  the Natural Resources 

Management Center  in the 

Department ofNatura1 Resources 

October  25, 1976 

9 Presidential Decree 

No. 1121 
Creating  the National 

Environmental Protection Council 
April 18, 1977 

1 0 Presidential Decree 

No. 1305 

Creating  the Mineral  Reservations 

Development Board, defining its 

Powers and Functions, providing 

Funds Therefore, and for other 

Purposes 

February  27, 1978 
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NO. LAWS TITLE DATE ENACTED 
11 Presidential Decree 

No. 1586 
Establishment of Environmental 

Impact Statement System 
June11, 1 978 

12 Presidential Decree 

No. 1586 
Environmental Impact Assessment 

System 
June 11 , 1978 

13 Presidential Decree 

No. 1529 
Amending and Codifying the Laws 

relative to Registration of Property 

and for other purposes 

June 11, 1978 

14 Presidential  Decree 

No. 1586 
Establishment of Environmental 

Impact Statement  System and its 

IRR 

June 11 , 1978 

15 Presidential  Decree 

No. 1151, s. 1977 
Philippine  Environmental Policy June 6, 1979 

16 Republic  Act No. 

6657 
Comprehensive Agrarian  Reform 

Law (CARL) 
June 10, 1988 

17 Republic  Act No. 

6657 
An Act instituting a comprehensive 

Agrarian  Reform  Program  to 

Promote Social Justice and 

Industrialization, Providing the 

Mechanism  for its Implementation, 

and for other purposes 

June 10, 1988 

18 Rep ublic Act No. 

6713 
Code of Conduct and Ethical 

Standards  for Public Officials and 

Employees 

February  20, 1989 

19 Republic  Act No. 

6734 
Act Providing For An Organic  Act 

For The A utonomous Region  In 

Muslim  Mindanao  (ARMM) 

August  1, 1989 

20 Republic Act No. 

6969 
Toxic  Substances and Hazardous 

and Nuclear Wastes Act of 1990 
October  26, 1990 

21 Republic Act No. 

7586 
National  Integrated  Protected  Areas 

System (NIPAS)  Act 
June 1, 1991 

22 Republic Act No. 

7160 
Local Government Code of 1 911 October  1 0, 1991 

23 Republic Act No. 

7161 
Revised  Forestry  Code of the 

Philippines 
October  10, 1991 

24 Republic Act No. 

7160 
Local Government Code of 1 991 October  I 0, 1991 

25 Republic Act No. 

7394 
Consumer Act of the Philippines April 13, 1992 

26 Republic  Act No. 

7877 
Anti-Sexual  Harassment Act of 

1995 
February 14, 1995 

27 Republic  Act No. 

7942 
Philippine  Mining Act of 1995 March 3, 1995 

28 Republic  Act No. 

7942 
Philippine  Mining Act of 1 995 March 3, 1995 
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NO. LAWS TITLE DATE ENACTED 
29 Republic Act No. 

8187 
Paternity  Leave Act of 1996 June 11, 1996 

30 Republic Act No. 

8291 
An Act Amending Presidential 

Decree No. 1146, as amended, 

Expanding and Increasing  the 

Coverage  and Benefits of the 

Government Service Insurance 

System, Instituting  Reforms  therein 

and for other purposes 

May30, 1997 

31 Republic Act No. 

8293 
Intellectual  Property Code of the 

Philippines 
June 6, 1997 

32 Republic Act No. 

8371 
Indigenous Peoples'  Rights Act of 

1 997 
October 29, 1997 

33 Republic Act  No. 

9003 
Ecological  Solid Waste 

Management Act of 2003 
July 24, 2000 

34 Republic  Act No. 

8972 
Solo Parents' Welfare Act November  7, 2000 

35 Republic  Act No. 

9147 
Wildlife Resources Conservation 

and Protection Act 
July 30, 2001 

36 Republic Act No. 

9184 
Government  Procurement Reform 

Act 
January 10, 2003 

37 Republic Act No. 

9184 

Government  Procurement Reform 

Act 

January 10, 2003 

38 Republic Act No. 

9184 

Government Procurement Reform 

Act 

January 10, 2003 

39 Republi c Act No. 

9184 
The 2016 Revised implementing 

Rules and regulations ofRepublic 

Act No. 9184, Otherwise known as 

the Government Procurement 

Reform Act 

January  10, 2003 

40 Republic Act No. 

9211 

Tobacco Regulations Act 2003 June 23, 2003 

41 Republic Act No. 

9275 
Philippine Clean Water Act of2000 

and PO 856 Sanitation Code of the 

Philippines 

March 22, 2004 

42 Presidential  Decree 

No. 705 
Revised  Forestry Code of the 

Philippines as amended 
March 22, 2004 

43 Republic Act No. 

9275 
Philippine Clean Water Act March 22, 2004 

44 Republic Act No. 

9285 
Alternative Dispute Resolution Act 

of2004 

April 2, 2004 

45 Republic  Act No. 

9285 
Alternative  Dispute Resolution Act 

of2004 
April 2, 2004 

46 Republic Act No. National  Archives of the Philippines May 21 , 2007 
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 9470   
47 Republic Act No. 

9485 

. 

An Act to improve  efficiency in the 

delivery  of government service  to 

the public by reducing  Bureaucratic 

Red Tape, preventing graft and 

corruption, and providing  penalties 

therefor 

June 2, 2007 

 

48 Republic  Act No. 

9485 
Anti-Red Tape Act of2007 June 2, 2007 

49 Republic  Act No. 

9485 
An Act to Improve Efficiency in the 

Delivery of Government Service  to 

the Public by Reducing 

Bureaucratic Red Ta pe, Preventing 

Graft and Corruption, and providing 

Penalties 

June 2, 2007 

50 Republic  Act No. 

9679 
An Act further Strengthening the 

Home Development Mutual Fund, 

and for other purposes 

Jul y 28, 2008 

51 Republ ic Act No. 

9514 
An Act establishing a 

Comprehensive Fire Code of the 

Philippines, Repealing Presidential 

Decree No. 1185 and for other 

purposes 

December 19, 2008 

52 Republic  Act No. 

9710 

Magna Carta ofWomen August  14, 2009 

53 Republic Act No. 

10023 

Ecological  Solid Waste 

Management Act 

March  9, 20 l 0 

54 Republic Act No. 

10121 
Philippine Disaster  Risk Red uction 

and Management Act of 201 0 
May 27,2010 

55 Republic Act No. 

8749 
Clean Air Act June 23, 1999 

 
2.   DENR ADMINISTRATIVE ORDERS 

 
NO. ADMINISTRATIVE 

ORDERS 
TITLE DATE ISSUED 

I DAO  1987-78 Interim  Guidelines on the Cutting of December 28, 1 987 

  Narra and Other Premium  

  Hardwood  Species  
2 DAO 1 988-33 Regulations Governing the 

Exportation of Lumber and 
May 6, 1988 

  Plantation Logs  
3 DAO 1 988-99 Amending Certain Portions  of 

Ministry  Administrative Order No. 
December 29, 1 988 
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 50, Series of 1986  
4 DAO 1989-04 Revised Regulations Governing January 10, 1989 

  Rattan Resources  
5 DAO 1990-44 Policies and Guidelines on the May 7, 1 990 

  Management ofDENR Research  
  and Development (R & D) System  
6 DAO 1990-22 Cutting, Transport and Disposition September 19, 

  of Premium Species inside Private 1990 

  Lands  
7 DAO 1991-54 Rules and Regulations Governing September 24, 

  the Exploration of Finished and 1991 

  Semi-finished Wood Products  

8 DAO 1992-31 Guidelines on the Organization and July 3, 1992 

  Functions of the Policy Units for the  
  Policy Development System in the  

  Department of Environment and  
  Natural Resources  

9 DAO 1992-33 Manual for Performances July 13, 1992 

  Monitoring of DENR Programs and  
  Projects  

10 DAO 1994-07 Revised Guidelines Governing the February I 7, 1994 

  Issuance of Certificate of Origin for  
  Logs, Timber, Lumber and Non-  
  timber Forest Products  

11 DAO 1994-08 Additional Requirements in the February 1 7, 1994 

  Issuance ofNew Sawmill Permits  
  and Certificates ofRegistration as  

  Lumber Dealers, Including  
  Renewals Thereof  

12 DAO 1994-1 7 Registration of Agents, Contractors May 25, 1994 

  and Dealers on Imported Logs,  
  Lumber, Veneer and Commercial  
  Poles and Piles  

13 DAO 1996-02 Interim Guidelines Governing the January 23, 1996 

  Issuance of "Muyong Resources  
  Permit" in the province of lfugao  

14 DAO 1996-24 Rules and Regulations Governing August 23, 1996 

  the Socialized Industrial Forest  
  Management Program  

15 DAO 1996-27 Amending Department 
Administrative Order No. 44 Series 

September 18, 
1 996 

  ofl990  

16 DAO 1996-29 Rules and Regulations for the October 1 0, 1996 

  Implementation of Executive Order  
  263, otherwise known as the  
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  Community-Based  Forest 

Management Strategy (CBFMS) 
 

49 DAO 1996-37 Implementing Rules and 
Regulations (IRR) for the Philippine 

Impact Statement (EIS) System 

December 3, 1996 

17 DAO 1997-17 Establishing the Disposition 
Program for Confiscated and 

Donated Wildlife in the Custody of 

DENR Wildlife Rescue Centers and 

Similar DENR Facilities and 

Providing Guidelines Therefore 

April 29, 1997 

 

17 DAO 1999-36 Revised Rules and Regulations 
Governing the Administration, 

Management, Development  and 

Disposition of Forest Lands Used 

for Grazing Purposes 

August 10, 1999 

 

18 DAO 1999-46 Revised Regulations Governing the 
Entry and Disposition of Imported 

Logs, Lumber, Veneer, Plywood, 

Other Woods Based Panels, Poles, 

Piles Pulpwood and Wood Chips 

November 10, 

1999 

19 DAO 1999-53 Regulations Governing the 

Integrated Forest Management 

Program (IFMP) 

December 23, 1999 

20 DAO 2000-21 Revised Guidelines in the Issuance 
of Private Land Timber/Special 

Private Land Timber Permit 

(PLTP/SPLTP) 

February 28, 2000 

21 DAO 2000-28 Implementing Guidelines on 

Engineering Geological and 

Geohazard Assessment as 

Additional Requirement for ECC 

Applications covering Subdivision, 

Housing and other Land 

Development and Infrastructure 

Projects 

March 14, 2000 

22 DAO 2000-81 Implementing Rules and 

Regulations ofRA 8749 
November 7, 2000 

23 DAO 2001-30 Institutionalization of an "Adopt a 
Creek" in the DENR Programs 

November 5, 2001 

24 DAO 2001-34 Implementing Rules and 
Regulations of RA 9003 

December 20, 2001 

25 DAO 2003-30 Implementing Rules and 

Regulations (IRR) for the Philippine 

Environmental  Impact Statement 

June 30, 2003 
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  (EIS) System  
26 DAO 2003-24 Implementing Rules and 

Regulations of the Chainsaw Act of 

2002 (RA 9175) entitled, " An Act 

Regulating the Ownership, 

Possession, Sale, Importation and 

Use of Chainsaws, penalizing 

violations thereof and for other 

purposes" 

June 30, 2003 

27 DAO 2003-27 Preparation and submission of self- 

monitoring reports 
July 4, 2003 

28 DAO 2003-41 Amending certain provisions of 

Ministry Administrative Order No. 

50, dated November 19, 1986 

(Integrated Regulation on the 

Establishment and Operations of 

Wood Processing Plants) 

August 21, 2003 

29 Administrative Order 

No. 90 
Directing the Secretary of Foreign 
Affairs to Organize and Supervise 

the Hosting of the 2004 Forum for 

East Asia-Latin America 

cooperation (FEALAC) Meetings 

December 15, 2003 

30 DAO 2004-28 Rules and Regulations Governing 

the Use of Forestlands For Tourism 

Purposes 

August 25, 2004 

31 DAO 2004-29 Revised Rules and Regulations for 
the Implementation of Executive 

Order 263, otherwise known as the 

Community-Based  Forest 

Management Strategy (CBFMS) 

August 25, 2004 

32 DAO 2004-52 The Revised Guidelines in the 
Issuance of Cutting/Harvesting 

Permits in Private Titled Lands 

August 31, 2004 

33 DAO 2004-59 Rules and Regulations Governing 
Special Uses of Forestlands 

August 31, 2004 

34 DAO 2004-40 Revised Rules and Regulations 

Governing the Socialized Industrial 

Forest Management Program 

August 31, 2004 

35 DAO 2004-35 Amending certain Sections ofDAO 
99-36 Entitled, " Revised Rules and 

Regulations Governing the 

Administration, Management, 

Development and Disposition of 

Forest Lands Used for Grazing 

Purposes" 

August 31, 2004 
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36 DAO 2005-10 Implementing Rules and 

Regulations ofthe Philippine Clean 

Water Act of2004 

May 10, 2005 

37 DAO 2005-18 Adoption of Alternative Dispute 

Resolution (ADR) Principles and 

Procedures in the Resolution of 

Appropriate Environment and 

Natural Resources Conflicts 

September 1, 2005 

38 DAO 2007-22 Guidelines on the Requirements for 
Continuous Monitoring Systems 

and Other Acceptable Protocols 

thereby modifying and clarifying 

certain provisions ofDAO 2000-81 

and other related provisions 

July 31, 2007 

39 DAO 2007-31 Amending Certain Provisions of 

DENR Administrative Order No. 

07, Series of2004 and Prescribing 

the Use of Computer Generated 

Certificate of Timber Ori gin (CTO) 

and Certificate of Lumber Origin 

(CLO) Forms 

October 26, 2007 

40 DAO 2010-12 Rules and Regulations for the 

Issuance of Free Patents to 

Residential Lands under Republic 

Act. No. 10023 

May 5, 2010 

41 DAO 2010-13 Amendments to Section 15 

(Ancestral Lands) and to Chapter 

XIV (Development  of Mining 

Communities, Sciences and Mining 

Technology) of DENR 

Administrative Order NO. 96-40, as 

Amended, the Revised 

Implementing Rules and 

Regulations of Republic Act No. 
7942, otherwise known as the 

"PhiliQQine Mining Act of 1995" 

May 5, 2010 

42 DAO 2014-02 Revised Guidelines for Pollution 

Control Officer Accreditation 
February 7, 2014 

43 DAO 2014-03 Manual of Authorities on Human 

Resource Development and 

Administrative Matters 

March 26, 2014 

44 DAO 2013-22 Revised Procedures and Standards 
for the management  of hazardous 

wastes (Revising_ DAO 2004-36) 

December 4, 2014 

45 DAO 2015-04 Implementation of Vehicle March 24, 2015 
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  Emission limits for Euro 4/IV and 

in-use of vehicle emission standards 
 

46 DAO 2015-09 Rules and Procedures for the 

implementation of of the globally 

harmonized system of classification 

and labelling of chemicals (GHS) in 

preparation of Safety Data Sheet 

(SDS) and labelling oftoxic 

May 19, 2015 

47 DAO 2016-27 Amendment ofDENR Manual of 

Authorities in Technical Matters 

November 7, 2016 

48 DAO 2016-07 Manual of Authorities on Technical 

Matters 

May 19,2016 

 
49 FAO 8-3 Series of 1941 Rules and 

Regulations Governing Special 

Uses of Forest Lands 

 

 

3.   MEMORANDUM CIRCULARS 
 

 

No. Memorandum 

Circulars 
Title Date Issued 

1 DENR Memorandum 
Circular No. 1996-02 

Interim   Guidelines  Governing 

the  Issuance  of  "Muyong 

Resources  Permit"  In the 

province of Ifugao 

February 9, 1996 

2 DENR Memorandum 

Circular No. 1997-15 
Prescribing  Guidelines  and 

Procedures on 

September 8, 

1997 

3 DENR-EMB 

Memorandum 

Circular No. 001, 

Series of 2005 

Procedural Manual for DENR 
Administrative Order No. 30, 

Series of2003 (DAO 03-30) 

January 5, 2005 

4 DENR-EMB 

Memorandum 

Circular  No.  002, 
Series of 2007 

Revised  Procedural  Manual  for 

DENR  Administrative  Order 

No.  30, Series  of  2003  (DAO 

03-30) 

August 21, 2007 

5 DENR Memorandum 
Circular No. 2009-07 

DENR Code of Ethics December 3, 

2009 

6 DENR-EMB 
Memorandum 

Circular No. 005, 

Series of 2014 

Guidelines for Coverage 

Screening and Standardized 

Requirements under the 

Philippine Environmental 

Impact Statement System 

(PEISS) amending relevant 

portions of MC 2007-002 

July 7, 2014 
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7 DENR  Memorandum 

Circular  No. 2015-04 
Service     Excellence     through 

Continuous Systems  Innovation 

Monitoring &  Evaluation 

(SECSIME) the Appraisal, 

Selection,  and  Approval   of 

Project  Proposals Submitted   to 

the  Central  Office  for  Funding 

as Special  Projects 

June 8, 2015 

 

4. ORDINANCE 
 

 
No. Ordinances Title Date Enacted 

1 QC Ordinance No. SP- 

651 Series of 1998 
Requiring owners, operators, 

lessees,  occupants and 

concessionaires of business 

estab lishments, contractors and 

developers and persons required 

to secure business and/or 

building permit  in doing 

business or undertaking 

construction or repair work in 

Quezon  City to secure public 

liability insurance, providing 

penalties for violations thereof 

and for otherpurposes. 

March  3, 1998 

 
5. COA CIRCULAR NUMBER 

 

 
 

No. COA Circular 

Number 
Title Date Enacted 

1 COA Circular  No. 

91-368 
Instituting a Government 

Accounting and Auditing 

Manual  and prescribing its use 

December 19, 

1991 

2 COA Circular  No. 

2012-001 
Prescribing the Revised 

Guidelines and Documentary 

Requirements for Common 

Government Transactions 

June 14,2012 
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6. OP ISSUANCES 
 

No. OP Issuances Title Date  Issued 

1 Executi ve Order No. 
131 

Facilitating the State Funeral of 

Deceased national Artists and 

National Scientists 

January 30, 1978 

2 Executive Order No. 

786 
Creating the N atural Resources 

Development Corporation, 

Defining its functions, powers 

and responsibilities and for 

other purposes 

March 19, 1982 

3 Executive Order No. 

901 s. 1 983 
Scientific Career System (SCS) July 19, 1983 

4 Executive Order No. 
23 

Moratorium on the Cutting  and 
Harvesting of Timber in the 

Natural and Residual Forests 

June 26, 1986 

5 Executive Order No. 

26 
National Greening Program Jul y 1 , 1986 

6 Executive Order No. 

192 
Providing for the 

Reorganization of the 

Department of Environment, 

Energy and Natura1 Resources; 

Renaming it as the Department 

of Environment and Natural 

Resources and for other 

purposes 

June 10, 1987 

7 Executi ve Order No. 

193 
Expanding the Coverage of the 

National Greening Program 
June 10, 1 987 

8 Executi ve Order No. 

374 
Disposition ofthe (1) Bicol 

River Basin Development 

Program Office, (2) Boho1 

Integrated  Area Development 

Project Office, (3) Cagayan 

Integrated Agricultural 

Development Project Offi ce, (4) 

Mindoro Integrated Rural 

Development Project Office 

October 30, 1989 
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9 Executive Order No. 

406 
Mandating certain Departments 

and Agencies to align their 

respective Programs and 

Projects with the 

Comprehensive Agrarian 

Reform Program, directing the 

DAR to accelerate the Agrarian 

Reform Beneficiaries 

Development through the 

Provision of Economic and 

Social infrastructure Support, 

and Providing the necessary 

implementing Mechanisms for 

the Purpose 

June 14, 1990 

10 Executive Order No. 

149 
Streaming of the Office of the 
President 

December 28, 

1993 

11 Executive Order No. 
263 

Community-Based  Forest 
Management Strategy 

July 19, 1995 

12 Executive Order No. 

366 
Amending Executive Order No. 
309, s. of 1987, entitled 

"Reorganizing the Peace and 

Order Council," as amended by 

Executive order No. 317, s. of 

1988 and Executive Order No. 

20, s. of 1992 and Organizing 

the Barangay Peace and Order 

Committees as the 

implementing arm of the 

City/Municipal Peace and Order 
Council at the Barangay Level 

September 5, 

1996 

13 Executive Order No. 

2 s. 2016 
Right to Information and the 
State Policies to Full Public 
Disclosure And Transparency 

In The Public Service (Freedom 
of Information) 

July 23, 2016 

 

7. MEMORANDUM ORDER 
 

No. Memorandum 

Order 
Title Date Enacted 

1 DENR Memorandum 
Order No. 1987-11 

Processing of Applications to 
Establish and/or Operate a 

December 22, 
1987 
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No. Memorandum 

Order 
Title Date Enacted 

  Sawmill/Mini-Sawmill/Re-saw  
2 DENR Memorandum 

Order No. 1999-20 
Supplemental Guidelines 
Governing the Registration, 

Harvesting, Transport and 

Marketing of Timber By- 

Products Coming from Private 

Plantations within Private 

Lands ofTax Declared 

Ali enable or Disposable Lands 

June 11, 1999 

 

8. COMMONWEALTH  ACT 
 

No. Commonwealth  Act Title Date Enacted 
1 Commonwealth Act 

No. 136 
An Act Creating the Bureau of 

Mines 

November 07, 

1936 

2 Commonwealth Act 

No. 418 
An Act Appropriating  the 
Amount of Two Hundred and 

Fifty Thousand Pesos, Out of 

the Oil Excise Tax Funds in 

the National Treasury  Not 

Otherwise Appropriated, to be 

Used Fob Hastening the 

Agronomical Survey of the 

Philippines 

May 22, 1 939 

 

9. NON-REGULATORYNOLUNTARY COMPLIANCE  OBLIGATIONS 

 
No. Other Issuances Title Date Issued 

1 Act No. 1120 Administration and Temporary 

Leasing and Sale of Friar 

Lands 

April 26, 1904 

2 Letter of Instruction 

No. 588 dated August 

19, 1977 

 August 19, 1977 
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3 Proclamation No. 
2146, s. 1981 

Proclaiming Certain Areas and 

Types of Projects as 

Environmentally Critical and 

within the Scope the 

Environment al Impact 

Statement System Established 

under Presidential Decree No. 

1586 

December 14, 

1981 

4 National Budget 
Circular No. 425 dated 

Jan.28, 1992 

Manual on the Disposal of 
Government Property 

January 28, 1992 

5 National Budget 

Circular No. 425 dated 

Jan. 28, 1992 

Manual on the Disposal of 
Government Property 

January 28, 1992 

6 DENR Code of 
Conduct 

Code of Conduct and Ethical 

Standards of the DENR 
December 9, 

2009 

7 Joint CSC-DOH 
Circular No. 2010-01 

on Smoking 

Protection of the Bureaucracy 
against Tobacco Industry 

interference 

June 29, 2010 

8 CSC Resolution No. 
11-01502 

Revised Rules on 
Administrative Cases in the 

Civil Service (RRACCS) 

November 8, 
2011 

9 National Budget 
Circular No. 542, 

issued on August 29, 

2012 

Reitering Compliance with 

Section 93, the Transparency 

Seal Provision, of the General 

Appropiration Act of 2012 

August 29, 2012 

10 Act No. 2874 Public Land Act  
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11 Philippine 

Constitution, Article II, 

Section 16 

The State shall protect and 
advance the right of the people 

to a balanced and healthful 

ecology in accord with the 

rhythm and harmony of nature. 

(Conducive workplace/good 

working environment) 

  

12 Circular No. 86-296 General guidelines on the 
divestment or disposal of 

assets of government-owned 

and/or controlled corporations, 

and their subsidiaries. 
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Section 

No. 

 

Title 
 

Reference Documents 

   
Section 1 Introduction  
Section 2 Terms and Def"mitions  

Section 3 Agency Profile Act No. 2666 

Commonwealth Act No. 136 

Commonwealth Act No. 418 

Presidential Decree No. 461 

Presidential Decree No. 607 

Presidential Decree No. 977 

Presidential Decree No. 1 041 

Presidential Decree No. 1121 

Presidential Decree No. 1305 

Republic Act No. 8749 

Executive Order No. 123 

Executive Order No. 636 

Executive Order No. 689 

Executive Order No. 734 

Executive Order No. 798 

Executi ve Order No. 786 

Executive Order No. 131 

Executive Order No. 192 

Executive Order No. 149 

Administrative Order No. 90 

Republic Act No. 7942 

Executive Order No. 374 

Executi ve Order No. 406 

Executi ve Order No. 366 

Administrati ve Order No. 2014-01 

Section 4 Management Responsibility  

Section 5 Quality Management System Republic Act No. 9184 
DENR Administrative Order No. 30 Series 

of2003 

Section 6 Resource Management COA Circular 201 2-001 
Republic Act 9184 

COA Circular No. 91 -368 dated Dec. 19, 

1991 

COA Memorandum Circular No. 83-333 

Republic Act No. 9285 

DENR Administrati ve Order 
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Section 

No. 

 

Title 
 

Reference Documents 

  No. 2005-18 
CSC Resolution No. 11-01502 dated 18 

November 2011 

DENR Special Order No. 2015-587 dated 

May 6, 2015 
DENR Memorandum Circular No. 2010-16 

dated October 08, 2010 

Section 7 Environment and Natural 

Resources (ENR) Management 
DENR Memorandum Circular No. 2015-04 

dated 08 June 2015 

DENR Administrative Order 31 Series 

1992 

DENR Administrative Order No. 1996-27 

Department Administrative Order No. 33 

dated 13 Jul y 1992 

DENR Memorandum Circular No. 1997-15 

DENR Administrative Order 2010-12 

DENR Administrative Order No. 97-17 

DEN R Administrati ve Order 2010-13 
Section 8 Context of the DENR 

Interested Parties 
Presidential Decree  No.  1586 

DENR Administrative  Order No. 2000-28 

dated March 14, 2000 

Republic Act No. 7160 

National Budget Circular No. 425 dated 

Jan. 28, 1992 
Republic Act No.9184 s. 2003 

National Budget Circul ar No. 542, issued 

on August 29, 201 2 

Circular No. 86-296 
Republic Act No. 8291 

Republic Act 9679 

Administrative Code of 1987 

Republic Act No. 9485 

Republic Act No. 9514 dated Dec. 19, 2008 

Republic Act No. 6541 

Republic Act No. 9184 

Presidential Decree No. 1529 

Republic Act No. 6657 

Republic Act No. 8371 

Republic Act No. 9485 

   
Section 9 Measurement, Analysis and 

Improvement 
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