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Republic of the Phillipines
Provinee of Cavite
CITY OF BACOOR

Office of the Sangguniang Panlungsod

CITY ORDINANCE NO. 360- 2024
SERIES OF 2024

AN ORDINANCE MANDATING THE IMPLEMENTATION OF
VARIOUS MEASURES THAT WILL ENSURE THE MAINTENANCE OF
THE 15O 9001:2015 CERTIFICATION STATUS OF THE LOCAL
GOVERNMENT OF THE CITY OF BACOOR, CAVITE AND
IMPOSING PENALTIES FOR VIOLATIONS HEREOF.

sponsored by:
Hon. Reynaldo D. Palabrica
Co-Sponscred by:

Hon. Roberto L. Advincula, Hon. Paim Angel 5. Buncio, Hon.
Simplicioc G. Dominguez, Hon, Catherine 5. Evaristo, Hon.
Reynaldo M. Fabian, Hon. Randy C. Francisco, Hon. Adrielito
G. Gawaran, Hon. Alejandro F. Gutierrez, Hon. Rogelio M.
Nolasco, Hon. Alde Joselito F. Pagulayan, Hon. Michael E.
Solis and Hon. Levy M. Tela.

WHEREAS, local governments are mandated by low fo
provide excellent public services while creating a culture of
competence, efficiency, integrity and accountability among
its officials and personnel.

WHEREAS, in pursuit of the lofty ideals above mentioned,
Mayor Strike B. Revilla and Vice Mayor Rowena Bautista-
Mendiola compelled all the officials and employees of the
City Govemment to embark on the achievement of an
ambitious goal: to become the first city or municipality in the
Province of Cavite that wil receive 150 9001:2015
certification.

WHEREAS, on 20 February 2024, the City Government
successfully passed the stage 2 audit conducted by PT AJA
Registers inc. and was officially recommended to receive the
prestigious and most coveted 150 9001:2015 certification.

WHEREAS, the achievement of the said 5O cerfification is o
testament that the City Government of Bacoor is capable of
delivering excellent, world-class public service. However, the
City Government under the leadership of Mayor Revilla and
Vice Mayor Bautista-Mendiola shall not rest under this much
deserved laurel and shall continuously strive 1o maintain the

City Ordinance No. 360-2024 (150 CERTIFICATION STANDARDS
MAIMTEMAMCE ORDINAMCE OF THE CITY OF BACOOR) 18 March 2024
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Republic of the Phillipines
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CITY OF BACOOR

high standards of excellence needed in order to retain its 150
9001:2015 certification.

NOW THEREFORE, be it enacted by the 5th Sangguniong
Panlungsod of the City of Bacoor, Cavite THAT:

Section 1. Tile. This Ordinonce shall be known as the "1S0O
CERTIFICATION STANDARDS MAINTENANCE ORDINAMCE OF
THE CITY OF BACOOR".

Section 2. Objectives. This Ordinance aims:

2.1, Implement the high standards necessary to maintain the
City Government’s IS0 9001:2015 Certification.

2.2. Creagte a culture of competence, excellence,
accountability, vigilonce, and responsibility among City
Government officials and employees in order fo ensure the
continual improvement of the delivery of excellent public
services while enhancing client satisfaction in conformity with
Guality Management System reguirements; and

2.3. Train and enable selected officials and employees of the
City Government thal will assist in the implementation of this
Crdinance.

Section 3. Mandate of Excellence. All officials and employees
of the City Government, including its job order and casual
employees, are hereby mandated to deliver excellent public
services while enhancing client satisfaction in conformity with
the Quality Management System [QMS) manual of the City
Govemnment, a copy of which is attached hereto as Annex
A",

Section 4. Appointment of Selected Employees as Quality
Auditors. Upon the recommendation of the City Administrator
and the Sangguniang Panlungsod Secretary, the City Mayor
and the City Vice Mayor are hereby empowered to appoint
selected employees and officials of the Office of the City
Mayer, the Office of the Vice Mayor, and the Office of the
sangguniang Paniungsod as Quality Auditors.

Before making their respective recommendations, the City
Administrator and the Sangguniang Panlungsod Secretary
shall consult with wvarious staokeholders to identify the
personnal and officials best suited to work and functions as
quality auditors.

City Ordinance No. 360-2024 (150 CERTIFICATION STANDARDS
MAINTENANCE ORDINANCE OF THE CITY OF BACOOR) 18 March 2024
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Republic of the Phillipines
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Section 5. Duties and Responsibilities of Quality Auditors. The
quality auditors to be appointed by the City Mayor and City
Vice Mayor shall have the following duties and responsibilities:

5.1. Conduct random and regular audit inspections of all
offices, units, ond departments of the City Government,

5.2, Submit written reports to the City Administrator and to the
Songguniang Panlungsod Secretary on the outcome of the
said qudit inspections within 24 hours after the end of an
inspection.

5.3. Maintain high professional standards, objectivity, and
integrity in conducting the said audit inspections and in the
preparation, formulation, and submission of the said reports;
and

5.4, Perform such other tasks as may be assigned to them by
the City Mayor, by the City Vice Mayor, by law, or by an
ordinance.

Section 6. Mandatory Compliance with Audit Inspection
Recommendations. All officials and employees of the Cily
Government are hereby mandated to comply with all the
recommendations of Quality Auditors within 24 hours affer
receiving a copy of an Audit Inspection Report. The unjustified
refusal or failure to comply with the said recommendations by
any official or employee of the City Government shall be
deemed a violation of this Ordinance.

Section 7. Penalties. The following penalties shall be imposed
by the City Mayor or by the City Vice Mayor, as the case may
be, against any oppointed City Government employee or
official found accountable for violation of this Ordinance, any
other city ordinance, or any law as recommended by the
Board of Discipline;

First Offense: payment of P5,000.00 fine.

Second Offense: payment of P5,000.00 plus suspension for ten
{10] successive working days withoul pay.

Third Offense: Termination from employment in gccordance
with pertinent civil service rules.

Section 8. Creation, Compeosition, Duties, and Functions of the
Board of Discipline. The Board of Discipline is hereby crealed
and shall be comprised by the following:

City Ordinance No. 360-2024 (150 CERTIFICATION STANDARDS
MAINTEMANCE ORDINANCE OF THE CITY OF BACOOR) 18 March 2024
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of the Sangguniang Panlungsod

a. The City Administrator who shall be the Chairperson of the
Board

b. A regular member of the Sangguniang Panlungsod who
was chosen by a majority of the members of the city
caouncll who shall become the Co-Chairperson of the
Board

c. the Head of the Human Resources Development and
Management Department who shall be the Vice-
Chairperson of the Board

d. The Sangguniang Panlungsod Secretary,

Head of the

MIS/E-Govermnance Department and the City Legal Officer
who shall be the members of the Board.

The Board of Discipline shall have the following dulies, powers,
and functions:

L

To hear and decide administrative cases filed on the
grounds provided in Section 44, Chapfler 7, Subtitle A,
Title I, Book V, EC 292 and Rule X, Rules Implementing
the Code of Conduct and Ethical Standards for Public
Officials and Employees [Republic Act No. 6713).

To implement the 2017 Rules on Administrative Cosesin
the Civil Service and Rules iImplementing the Code of
Conduct and Ethical Standards for Public Officials and
Employees [Republic Act No. 6713} in all proceedings
before it and to promulgate such other rules and
regulations not inconsistent thereto;

To properly conduct the Formal Investigafion, when
necessary, in accordance with the 2017 Rules on
Administrative Cases in the Civil Service;

To conduct a preliminary investigation in administrative
cases including the power to issue a show-cause
memorandum, under Rule 4 of the 2017 RACCS:

To present the evidence gathered in the Preliminary
Invesfigation and actively administratively prosecute
the case, with the power of substitution, if the need
arises;

To receive from the Local Chief Executive as
Disciplining Authority the Formal Charge or the Notice
of Charge in administrative cases against an alleged
employee of the City Govemment of Bacoor;

To issue the Formal Investigation Report to be submitted
to the disciplining authority and the complete records
of the case with confidentiality; and

To perform such other functions and duties as may be
proved by law or as may be necessary, or proper or
incidental to its powers and funclions

City Ordinance No. 360-2024 (130 CERTIFICATION STANDARDS
MAINTENAMCE ORDINAMCE OF THE CITY OF BACOOR) 18 March 2024
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Abfested by:

ATTY. KHALID A ATEGA, JR,
Sawggrmioug Panfuugeod Secretary

Certiffed by!

FECYN, BROMVENA BALUTISTAAMENDNMA
Ciry Vice Mayor

Approved by:

HOx. STRIKE B, REVILLA
Lty Meayar

Office of the Sangguniang Panlungsod

Republic of the Phillipines
Province of Cavite
CITY OF BACOOR

Section 9. Implementing Rules and Regulafions. The Cily
Administrator, HRDMD Head, City Legal Officer and
Sangguniang Panlungsod Secretary are jointly mandated to
formulate the implementing rules and regulations of this
Ordinance and to submit the same for the approval of the
City Mayor within 60 working days after the date of effectivity
hereof.

Section 10. Repeal. Al Ordinances, Resolufions, and
Executive Orders inconsistent with the provisions of this
ordinance are hereby repealed andfor modified
accordingly.

Section 11. Effectivity. This Ordinance shall take effect
immediately after it has been published at least once in @
newspaper of general circulation in the City of Bacoor,
Cavite.

ENACTED this 18" day of March 2024 by the 5th Sangguniang
Panlungsod at the City of Bacoor, Cavile.

| hereby cerfify that fhe foregoing Ordinance was duly
approved in accordance with law and the contents thereof
are true and comect,

Certified by:

-~
W
HON. ROWENA BAUTISTA-MENDIOLA

City Vice Mayor/Presiding Officer

Attes

A. ATEGA JR.
Sangguniang Panlungsod Secretary

Approved by:

HON. STRIKE i REVILLA

City Mayo
Date of Apprﬂml:m 2024

City Ordinance No. 360-2024 (150 CERTIFICATION 5TANDARDS
MAINTENANCE ORDINAMNCE OF THE CITY OF BACOOR) 18 March 2024
Page 5




ANNEX “A”

BACOOR
" Quality Management System | Flecic Daie | Fetary 15 2024

Qi M P | 10k

3.5.1 Functional Roles and Responsibilities of the City Government of Bacoor
Koy Offices/DepartmentsiUnita’
351.1 Office of the City Mayor
The Office of the City Mayor provides ovesall directions and

feadership ol the City Govemment of Bacoor for the LGU o
achpve ds ovorall goals and objectives.

The speciiic funclions of the Ofice of the City Mayer include the

Tollowing.

1. Ensures general supervision and conbral over all
offices/deparimentsiunits under the City Govemnmenl o
ensure an inlegrated manasgement of thelr processes

2. Issues office orders, mernaeandiom, and other mplermenimg
documents in aid of 2sund managament, and

3. Represenis the City Gowermen! of Bacoor in top-levil
expeuthve meetings and conferences with public and privats
SECIOIS.

3512 Office of the Caty Vice Mayor

The Office of the City Vice Mayor is e Presiding Oficer ol the

Sangnuniang Panlungsod.

The specfic functions of the Office of the Vice Mayor mclude tha
Tolhowing:

1. Sepnvs all warrants wilhdrewn on the Cily Treasury for all
expenditures approgeiaied for the operation of e
Sangguniang Panlungsod;

2. Appoints ail officials and employees of e Sanggunsng
Pandungsod, excepl those whose manmor of appoiniment is
specifically provided in RA 7160,

V'Caigen Chanes 2023
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1.0 Introduction

1.1 Purpose

The City Government of Bacoor Quality Manual (QM) defines and clarifies
policies. systems. and procedures adopled to implement and continuoushy
improve the city government's Quality Management System (QMS).

This QM, together with associated documents mentioned hereto, aims o

a. To describe the basic elements of the OMS of the City Government of
Bacoor and serve as reference in Bz implementation and continual
improvement;

b. To inform the City Government of Bacoor's intermnal and external interested
parties and enable them o observe and implement the OMS that s baing
maintained at the city government, and

c. To serve as reference and guide for newly hired personnel and makea tham
familiar and appreciale tha City Government of Bacoor OMS.

2.0 Terms and Definitions
For the City Government of Bacoor OM, the following definitions apply:

Audit - Systematic, independent and documenled process for
obtaining audit evidence ard evaluating it effectvely 1o
determine the extenl to which the audit criteria are

Tuslfillend
Auditor : Person with the demonstrated personal attributes and
compelence o conduct an audit
Continual ¢ The ability of the City Government of Bacoor to carry out
Improvement a sel of activities in order to enhance its abslity 1o meel

requirements. it can be achieved primarily by carrying
oul audis, sel-assessments, and  managament
reviews, It can also be realized by collecting and
analyzing datafinformation, sefting objectves, and
implementing corective actions o address specific
COMCENMS,
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Competence ; Demonsirated ability to apply the necessary knowledge
and skills to meet a standard
Corrective Action to eliminate the cause of a delected
Action nonconformily (monconforming  service] or  olher

undesirable situation and prevent recurrance

Customer © Anyone who direclly receives a sarvice from the City
Govemment of Bacoor. For the purpose af this manmual,
oxamples of customers include residents of Bacoor,
jobseekers, business owners, informal selllers, cily
employees.  studentls,  offices/deparimenis/units,
laxpayers, molonsts, medical pabtients, indigent
residents of Bacoor, farmersifisher folks, pel and
lvestock owners, contractors, spplicants of permits
related to construction, marching band managers,
researchers, cooperalives, national agencies, provingial
governimenl,  investors, senor citizens, barangay
officials, business enterprises. public.

Customer Satisfaction - It can vary from high satisfaction 1o low salisfaction. if
cusiomers befieve that their requirements are met, they
exparience high satisfaction. If they belisve that their
requirements are nol mel they experence low

=alisfaction
Dnmrn&lntm:l . Anything that provides information and ils supporting
Information medium, which can be paper, magnelic, slectronic, or

opfical compuier disc. photograph, or 8 combination.
They must be propery controlled (refer to CGBCR-
OME-QP-001, Control of Documented Information)

Effectivenass :  Extent to which planned activities are realized and
planned resulls and achieved

Infrastruciure ¢ Buddings, lawns, work area, utilittes, and other
supporting senices (such as fransportation and

CoETUTILMCELON |

Interested Parties ¢ Slakeholders who receive our Services and Programs,
who may be mpacted by them, of those parbes who
may otherwise have a significant interest in the oity
government
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Internal Quality Audit Referred 1o as first-party audit used to audit the QMS

for intemal purposes

Formal evaluation by the Top Management of the
continuing suitability, adequacy, and effectivensss of
the OMS in relation 1o the Guality Policy, internal
business process resulls, business objectves and
customer leedbacks

Management Review

Nonconformity Services or programs that do not fulfill requirements

Any documented statement of fact, other information or
record, either quantitative or qualitative, pertaining to the
guality of an Hem or activity, bazed on chesersations,
migasurements of [eis which can be verifled

Objective Evidence

Plan-Do-Check-Act
(PDCA) Cycle

A Tour-step management method adopled by the Cily
Government of Bacoor for the control and continuous
improvement of iis processes. The first step involves
planning for the necessary improvemenl. The second
step is the implementation of the plan. The third step is
o check the resuits of the plan, The iast step is o act
upan the results of the plan,

Process . Sl of interelsted resources and activiies  that
fransforms inpul into oulpuls

Operations

Quality

Qualty Management

Set of necessary processes used 1o bring 3n idea of a
product or service o an aciual, final sendice

Degren o which a sei of inherent characteristcs fulfilis
requirements

A st of mterrelated and interacting processes focused

System (OMS) on achieving an organization's quality policy and guality
obpectives (& what the cuslomear wans and neads)
Record Document  stating results achieved or providing

evidence of activiies performed. Il can be used o
document traceabiity and o provide evidence of
vearification, preventive aclion, and correclive action,
Generally, records nead not be under revision control
[Refer to CGBCR-OMS-QP-002, Control of Records
Procedure)
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3.0 Organization Profile
3.1 City Government of Bacoor: Historical Background

The City of Bacoor has always been proud 1o be a major galeway to the province of
Cavite for more than 350 years. Authosed by Agusbn de la Cavada and Mendez da
Vigo in 1884, Hislona, Geograflica, Geglogica y Esladislica de Filipinas™ noted that
Bacoor was founded in 1671, during the reign of King Charles |l of Spain. This was
racted in a peiition coming from Bacoor's prncipalia of noble class. it was revigwed
uniil Bacoor was officially separaled from the mother lown of Cawile E§ Viejo [Kawsl ).
The Ereccion del Pueblp de Bacoor decres was issued 1o Governor Genefal Manusl
de Leon al a lime when Baccor's population numbered 10,165, Megration foom
Parafingue and nearby pushios was believad to have started in 1669, Atthough Bacoar
was never gaographically pan of Parafiague, our strong connettion to it is not at
supising a5 Cavite's coastal towns were under its ecclesiastical urisdiction until the
late 16th cenlury, The ecclesiastcal juristicbon for Bacoor was then transfered
o Cawvite Puerdoand lasied untl King Ferdmand V1 ol Spain ksued aroyal
ceduln formang Bacoor's own curale im 1752,

In 2007, the centennial year of its separation from Imus thus regaining its salf-
govemance, Bacoor experionced ancther reawakening. Known as Bagong
Bacoor, Mayor Sirike B. Revilla revolutionized public service by improving the
genaral efficiency of the local governmanl and by developing infrastructure
neadad by the barangays. He also activated the research and promaotion of
Bacoor's products, lourism, cullure, and history by iniliating the Bakood
Festival.

Another growth era for Bacoor was expenenced & few years later. Due 1o the
Municipality of Bacoor's growing poputation and tax income, a ctyhood bill was
filed n the House of Representatives by Congresswoman Lani Mercado-
Revilla, and in the Senate of the Phifippines by Sanator Raman “Bong” Revilla
Jr. L was signed inlo 'aw a3 Repubilic Act No. 10160, Thiz act created the Cily
of Bacoor and was ralifiad in a plebiscite on June 23, 2012,

Towards the end of that decade. another milestone was achieved as President
Rodrigo Roa Duterte proclaimed the City of Bacoor as Marching Band Capdlal
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of the Philippines. Signed on the 6™ of April 2020, this honor was given to the
ity of Bacoor, teo wears afier 1 hosted the inlemstional Music
Chrampionshins of 2018,

As we confinue to Strike az One. Bacoorefins remain lo magnificently preserve
our hentity by protecting our truth, our history, and our cullure.

The City of Bacoor - At Home Ka Ditol
3.2 Vision
City of Bacoor: A mndel first class city, home of resibent, empowered, snvironmeni-

frendly citizens, proud of their nch history and culiure by led by people-ceniered
publlic sernvants umied and guded by the rule of law, love of cowntry and of God.

3.4 Mission

To inslifide good governance, promote culure, trade and investrment i the Ciby,
throuwgh madem technology wands a sals and sound ervirgnment,

3.5 Organizational Chart

-

Figure 1_The Ciy Government of Bacoor Organizational Structure defines the
higrarchy of respansibiities and authonties instituted by the city govemmaent
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3.5.1 Functional Roles and Responsibilitics of the City Governmant of Bacoor
Kay Offices/DepartmontsfUnits"

3511 Office of the City Mayor

The Office of the City Mayor provides overall directions and
Izadership of the Cly Government of Bacoor for the LGU o
achigve s overall goals and objecthas.

The specdfic funclions of the Ofice of tw City Mayor include he

following:

1. Ensures general supervision and contred ower  all
officesfdeparimenisiunits under the City Govemment o
ensure an inlegraled monagemeant of thelr processes,

2. [Imsues office orders, memaoeandum, and ofher implemanting
documens in aid of sound managamenl, and

3. Represants the City Gowernment of Bacoor in top-level
expculive meetings and conferances with public and privale
Sochors.

3512 Office of the Cily Vice Mayor

The Office of the City Vice Mayor is the Pressting Officer of the
Sangguniang Panlungsod.

The specilic funtlicns of the Office of the Vice Mayor ncluds the
following:

1. Signs all warranls wthdrmwn on the Cily Treasury foc all
expenditures approprinbed for he operation of he
Sangguniang Paniungsod;

2. Appoinis all officats and employees of the Sangguniang
Panlungzod, excopl those whose mannor of appoiniment is
specifically providad in RA T160;

' Cifizen Chane: 2023
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4. Azsumes the office of the City Mayor lor the unexpired term
of the latter in the evert of permanent vacancy as provded
in RA 7160; and

4, Exercises the powers and performs the duties and functions
ol the City Mayer i cass of lemporary vacancy as provided
in R T160,

3.51.3 Office of the Sanggumang Paniungsod (SP)

The Office of the Sangguniang Panlungsod (SP) is in charge of
approving ordinances and passing resolutions necessary for an
efficient and effective city government. Il delermines policy
directions for the city governmen! and monitors the
impiementation of the said directives 1o ensure that the law is
being upheld

The specilic lunchons of the SP include the following:

1. Approves ordinances and  resofuions purseant 1o
Section 11 of Republic Act Na, 10160

2. Issues certified true copies of vanous documents. such
85 ordnarces. resolfions, commitlee reporis,
cerificates of approval and nofices of approval;

2 Accommodatles requests from clienis and agencies for
the inclusion of various mallers in the weekly agenda of
the Sangguniang Panlungsod,

4, Aszsizis individualz with their inguinesieguests.
pomplaints and feedback for action of the Sangguniang
Panlungsod;

o

Updates and mamiains the Sangguniang Panlungsod
Website and the Sanggunian Information System:

6. Conducts lagislative inquiries and investigations in aid of
legisiation;

T Informs and aducates the pubBic on the salient points of
approvediproposed cedinances and resolulions;

8. Engages in the capacily development of Sanggquniang
Panlungsod members and personnel; and
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8. Perfarms other duties and functions as maybe mandated
by laws and ordinances.

3514 City Admunistrator’s Offico

The Cily Adminisirator's Office is in charge of developing plans
and strategies, assisting in the coordination of the work of all the
oificials of the city. establishing a sourd personnel program,
conducting a continuing organizational development, being in
the frontline of the delivery of administrative suppor services,
and prowiding recommendations on matters  of
managemantiadministration of the City.

The specific functions of the City Administrator’s Office include
the following

1. Assists in the coordination of the work of officials of the
Cily under the direction and control of the City Mayor;

2. Provides general administrative suppor services
-particularly those related to situations during and in the
aftermath of tha of man-made and natural dizasters or
calamities;

3. Develops plans and stralegies on the management
and administration-related projects of the Cily: and

4. Approves ministerial transactions as dalegated by the
City Mayor to ensure efficient processing of internal
ransaction documents

3515 Business Perril and Licensmng Departrend

The Business Permets and Licensing Depariment = in charge of
providing effeclive systems, procedures and practces in the
izsuance of new and renewal of business permils as well a3
regulating the nature and operations of differant activities.
manitoring and enforcing exisling laws, ordinances, rules and
regulations in the operalion of business within the City.

The specific functions of the Buziness Permits and Licensing
Ceparttman] inchude the following:

1. Issues Mayor's Permit and Business License;
2. Issves Special Permit for Cockfight,;
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3. Issues temporary parmit for businass with pending OBO,
Foning, BFP and CHO clearances:

4, [ssues lomporary permil for eventsfamusemenis,

5. Issues cedificale of business registration, additional line
of business, change in business locationname/owners
statusBEC amendments, Mo Business or  No
Registration, business retirement/surrender/closure; and

6. Conducts businass establishment inspaction

315186 Office of the City Building Official (OBO)

The Office of the City Building Official is in charge of enforcing
the National Building Code of the Philippines (PD 1096) and its
implementing rules and requlations as wel as ocrculars,
memoranda, opnons, and decsionsioners ssued pursoant

thereol.
The specific funclions of the OBO include the following:

1. Issues Building Permit, Extension/Renovation Permil,
Fence Pemil, Sign Permit, Mechanical Permil. Electrical
Parmil, Elactronic Permil, Demoliion Permil, Excavalion
and Ground Preparaion Permit, Cerificate of
Occupancy'Use, Change of Use or Occupancy.
Cerificate of Final Elecirical Inspecion, Cerlificale af
Operation (Mechanical Permit 1o Operate). Sign Permil
Renewal; and

2. Conducts building assessmant/inspection

3517 City Planning and Development Coordinating Office

The City Planning and Development Coordinating Office is in
charge of the lormulation and coordination in selting the direction
of gl ecorpmic and social development efforts in the City.

The specific functions of the City Planning and Development
Coordinating Offica include tha following:

1. Formulates development plans,

2 Collects and coordinates data for the social, sconomic,
emnronimental, nshutonal, and mifrastructene inputs to
the devalopment plans:

3. Acis as the secretanat to the City Devalopment Council
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4. Prepared Annual Accomplishment and Physical Report
5 Conduct research and evaluation for  project

mplementation and planning

Conduct project monitoring and evaluation system

Prepares Investment programming

Provision of Technical Assistance/Support

. Provision of assistance to the students/researchers

10. Evaluate and Assess the Annual Investment Program of
Barangays

11. Issuance of Barangay AIP Certification

12, Provides fechnical assistance

@ =~

Ful

3518 City Assessor's Deparfment

The City Assessor's Departmeant is in charge of the appraisal and
assessment of regl properties for taxation purposes of the City.

The specific lunctions of the Clty Azsassor's Depantment include
the following:

1. Assists the City consfituents in the application of Transfer
of OwnershipfUpdating of Tax  Declaration,
Segregation/Partition/Subdivision of Tax Declaration
from Mother Tax Declarstion. Consolidation of Tax
Dedarations intc Ome Tax Declaration, New
AgsessmentDeclaraton of Heal Froperty,
Reagzeszment of Raal Property. Reclassification of Real
Froperly as to ils current aclual use; and

2 [Issues True Copy of Tax Declaration, certificales such as
Mo Improvement, Aggregale Land Holdings, and No
Property for specific purposes in the City,

3519 Bacoor Disasfer Risk Reduction and Managament Office
(BORRMCOY)

The Bacoor Disastar Risk Reduclion and Management Office
{BDRRMQ) is in charge to render and orchestrate disaster
preparedness and mitigation activities as well as o spearhead
the response oparations in deasier-sincken arcas of the Clty.

Tha spachc funchors of the BDREMO ndude the following:
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1. Provides emergency medical services to all bona fide
citizens of Bacoor,

£ Provides standby emergency madical services during the
conduct of events, especially those with high risk of
accidents, within the junsdiction of Bacoar;

3 Provides immadiate PNP/BFP assistance o cilizens in
distress;

4. Provides immediate and accurate information regarding
traffic situations within the jursdiction of Bacoor,

&8, Provides assistance to the residents of Bacoor in
forwarding complainis to our ulility providers;

6. Provides assistance 10 researchers on dala related o our
operations;

7. Provides Iraining and seminars on disaster preparedness
to requesting parties;

8. Provides disasler response and management operation;
and

2 Prowdes immediale and accurate weather advisonies 1o
all residents of Bacoor as well as o issue warnings 1o
flood-prone areas of the impending danger caused by
weathor hazards.

3.5.1.10 Office of the Accounting and Intemal Audit Servicos

The Office of the Accounting and Internal Audit Services is in
charge of both the accounting and intermal audit services of the
City.

The specific functions of the Office of the Accounting and
internal Audit Services mclude the following:

1. Prepares and submits financial statemenis fo the Local
Chief Executive and Io the Sangguniang Panlungsod;

Z. Apprises the Sanggunian and other local governmant
officials on the financial condition and operations of the
city: and

3. Records, classifies, analyzes. summarizes and
communicates all iransaclions involving the receipt and
disposition of the dly, barangay and other governmani
funds,
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3.5.1.11 Zoning and Land Development Depariment

The Zoning and Land Development Depariment is in charge of
the implemantation of various zoning policies and regulations of
the City.

The specific functions of the Zoning and Land Development
Department include the following

1. Conducts land survey of all Bacoor properties as
requested by the City Mayor and other deparments;

2. Checks and approves relocation plan and cerificate,
zoning and land use for the application of the Building
Parmit;

3. Checks and assesses the Business Permit Form for
Zoning Inspection fes;

4. lIssues Zoning Classification/Certificate and
Development Parmit

35112 City Bacoor Traffic Management Department (BTMD)

The City Bacoor Traffic Management Department (BTMD) is in
charge of ensuring security and safely of molorists, pedestrians,
and the riding public within the Cily.

The specific funclions of the BTMD include the following:

1. Ensures fast. reliable. accuratle and friendly manner of
releasing and receiving traffic ordinance wiclahon
receipls, Boenses and impounded vehiclas: and

2 Creales a culture of accountability and responsibility
among traffic enlorcers. motorists, pedestrians and other
siakeholders in proper road wse and enforcement of
traffic rules and regulations.

3.51.13 Office of the Cily Engineer

Tha Office of the City Enginesr iz in charge of adminisienng
coordinaling, supervising, and controlling the construction,
mainienance, mprovement, and repgar of local infrastrociures
and puiilic works,
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The specific functions of the Office of the City Engineer include
the fallowing

1. Issues Excavabon Permii (Besidental and Non-
Commaercial Purpose and Commercial Purposes),
Sign/Signage Permil, Pole/Cabinet Location Permil,
Clearance/Work Permit,

2 Conducts site inspechon and survey for the pre-
implementation of infrastruciure projects;

3. Prapares Program of Work, detailed engineenng design,
and bill of quantity of infrastructure projects; and

4 Supenvises and manages the mplementation of local
infrastruciure projects

35114 Office of the City Civil Registry (CCR)

The Office of the City Civil Registry (CCR) is in charge of
perdomming various ciwvil registry programs thal focus on
recordings of the cvil status of persans, in which shall be entered
births, dealhs, marriages, annuiments of marriages, judicial
recognition of foreign divorces, adoptions, legitimations
acknowledgmenis of natural children, supplemental repons.
correction of clercal errcds and changes of nama.,

The specific funclions of the CCR include the following

1. Registers the Certificate of Live Birth of persons bom
within the lerritorial jurisdiction of the City:

2. Processes Application lor Mamiage Licenses (or
residents of the City;

3. Regisiers the Certificate of Marriage
celebrated/solemnizad within the territoral urisdiction of
the City:

4. Registers the Certificale of Death of all person who diad
within the territonal jursdiction of the City:

5. Registers legal instruments such as Affidavit of
Reappearance, Leghbmation, RA 8255, Admission of
Paternity. Opfion lo Elec! Philippines Citizenship,
Prenuplial Agreement, atc.

A, Registers the coun decizionfordar ikgued by the Regional
Trial Courl within the leritorial jrisdiction of the City, and
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7. Annotates civil records,
3.5.1.15 Office of the Agnciltural Senvices

The Office of the Agricultural Services is in charge lo carry oul
reforms and transfarmabon that would improve the lives of the
City's registered farmers and fsherfolks as well as the
agriculiural entrepreneurs, consumers and citizenrny.

The specific functions of the Office of the Agricultural Services
include the following:

f. Conducls forecasting, development, management and
administration of programs to offer agricultural extension
services to registered farmersfisher folks, ordinary
citizens and youth;

2. Upholds conneclions and coordination with the National,
Regional. Provincial agencies as well as focal
govemmeant unils and other Civil Clubs/Organizations in
the City for services and effectiveness in the production
and administration of agro-fishery resources and in the
conservalion and management of the mangrove forest,

3 Provide fast access to information and technologies in
forms appropriate to the clients' needs, Distribution of
free and high quality palay and vegetable seeds;

4. In charge with the registration of Fisherfolks, Motor Boat
Cperator License and issuance of Boal Permit to Operale
in compliance with the mandate by Philippine Fisheries
Code for authorized fishenes activilies within Municapal
watars:

5. Asszist o Cooperatives Acts as secrefarial lo Bacoos
Agricultural Multi = Purpose Cooperative (BAMPC)
Mamamayan Para sa Lambat At Dagat-MPC;

6. Provision of assistance to Philippine Crop Insurance
Corporation (PCIC). The PCIC provides insurance
proteciion o enmiled farmers and fsherdoks against
crop and agricultural lkosses caused by natural calamilies,
planl diseases, pesl infestation and other losses;
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7. Registry System for Basic Seclors in  Agriculture
(REBSA). The RSBSA serves as the offical registry of
farmers, fisherfolks and farm laborers lhat serves as
targeting mechanism for the identification of beneficiaries
for the different agriculture ralated programs and services
af the gavernmeant:

8. Assist students conducting agro-fisheries research within
Bacoor City agrofisheéries jurisdictions; and

9. Provide logistics, basic information and expertise about
the Agricultural and Aguaculiure lechnologies and
expariances of Bacoor Cily.

3.5.1.16 City Environment Service Department (CESD)

The City Environment Service Depariment (CESD) is in charge
of protecting the environmaent, strict enforcement of all existing
laws pertaining to the environment, and consistently embark on
& platform of government that will conserve and manage the
nalural resources and balancing the ecology for sustainable
developrmeant,

Tha specific funclions of the CESD include the following:

1. Provides supplies and malerials 1o be used for street
sweepings, clean-up operations, disinfection activities,
enforcements, grass cullings. tree Wrimmings, and other
parks-and development and beasuification programs,

2 lssues permit to regulsle the operafion and
gstablishment of junk shops within the City;

3. Provides awareness lraming 1o barangays, homeownes
associations, and other sfakeholders on environmental
praclices; and

4. Manages the daily collecton of segregated solid wastes
within the City with assigned route abgned to (he
prescribed specific drop stations and pickup stations
within the lerritorial jurisdiction ol the City lor the orderly
and efficient segregated solid waste disposal and
collection,
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3.5.147 Fublic Employment Service Office (PESO)

The Publ:c Employment Service Office (PESOQ) is in charge of
constiluting the national employment service network as well as
managing and supervising the OFW Halp Desk Office of the City.

The specific functions of the PESO incluede the following.

1. Processes the job referral and placement of all PESO
clientele;

2. Processes the company accreditation for inclusion to the
national employmenl service natwork;

4. Implements employment programs such as job fairs,
local and special recruitment activities, special programs
for the employment of studenis [SPES);

4. Implements the Balk Finas! Balik Hanapbuhay! Program
to provide immediate relief to retuming members OFWs
who were displaced from their jobs due to wars/pofitical
conflict in host countries, or policy reforms, control and
changes by the host government, or were viclims of
ilagal recruitment andfor human trafficking or other
distressful situations,

5, Facilitates application for medical and disability
assistance o momber OF Vs,

6. Faciitates the apphication for scholarship assistance of
dependents of OFWs whose basic salary does nol
exceed $600, and

7. Facilitates application for inancal assistance of qualkfied
dependents of active member OFWs who woatld enroll in
any 4-S.year baccalpureate course in any prelerred
college or unfversily

35118 Human Resources Development and Managemaen! Deparfrment
(HROMD)

The Human Resources Developmen! and Managemaent
Department (HRDMD) is in charge of parforming vanous human
resgumme management programs  thal focus mosily on
recruitmanl and selecticn Iearnlng and devahpmanl.
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performance managemaeant, welfare and benafits administration.
mantaining human resource informatbion system and other HR
managemeni and development services,

The specific functions of the HRDMD include the following”

1
2

ok W

.
7
i,
L]

Recruidment, Seleckon and Placemani
Frocesses Apphcation of On the Job Training / Semigr
High Schoal Immersion Program

Issuance of Personmef Cerlifications and Records

Processes Employes Application for Leave of Absence

Issues and Disseminales HROMD Memorandum Order lo
City Employees

Recards Travel Order Flled by City Employees

Learning and Developrend

Perormance Maragement Sysiem

Rewards and Recognilion

10. Process PayroliBonus and other Monslary Benefils of

City Employeses

i51.19 Office of the Popwlation Development

The

Office of the Population Development is in charge of

ensufing continuing high quality professional development
programs on population such as Responsible Parenthood and

Fami

Iy Planning (RPFP). Adolescent Heallth and Development

(AHD), and Population and Developmenl integration (POPDEV).

The

specific functions of the Office of the Population

Development include the following:

1. Conduct of demand generation or Social and Behavior

2

Change Communication (SBCC) aclivities for
Responsible Parenthood and Family Planning and
Development (RPFPD) and Adolescent Health and
Development (AHD) at the community leval within the
cily,

Implementation and contnual enhancement of Pre-
Marriage Onentation at the city level.
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3. E=stablishing and maintaining an exlensive cly-wide
database that encompasses Population and
Development (POFPDEVY), Responsitde Parenthoog and
Family Planning (RPFP) and Adolescent Health and
Devalopment (AHD) informaltion systems lo serve as a
pivotal resource for program management and enhance
sefvica delivery.

4, Conducting monitoring and evaluation of RPFP, AHD
and POPDEV policies, plans, and sirategies within the
city, alongside the provision of AHD, RPFP and
FOPDEY, information and services al both citywide and
coHmimunity levels.

5, ldenbfication and provision of capaciy development
inferventions for program implementers and services
providers from the barangays within the city.

6. Forecasting and procurement of Family Planning (FP)
supplies at the city level to augment national supply.

7. Logistics management of FP supplies at the city level,

8. Integration of regionallprovincial RPFP, AHD and
POPDEV strategies in city development plans, mitiatives,
senices, investment programs and stralngies based on
local POPDEV contexl.

9. Implementation of national Adolescenmt Heslth and
Development (AHD) strategies (including preventive and
social protecton inlerventions) within the context of the
city and integration in the regular city development
imitialives and investment prograim.

10. Development of the capacities of city Adolescents Health
and Development (AHD) implementers and pariners
including those in the barangays.
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35120 Office of Velerinary Services

The Office of Velerinary Services is in charge of delivering
vetarinary public health services and animal health services 1o
support and protect the welfare of the animals,

The specific functions of the Office of Velerinary Services
include the lollowing:

1. Prevents the spread of zoonotic diseases such as rabies;

2. Educates pel owners on Animal Welfare Laws and
Ordinances to lessen the population of siray animals and
securg the delivery of disease-free food from animal
sOurces

35121 Office of the City Legal Service

The Office of the City Legal Service is in charge of formulating
measures, developing plans and strategies, investigating on
adminstrative  cases, drafting/reviewing  issuances or
instruments, recommending measures related to upholding the:
rule of law, rendering legal opinion, supporling paricipative good
governance, and representing the City as counsel as well as
praseculing on its behalf.

The specific funclions of the Office of the City Legal Service
include the following:

1. Formulates measures for the consideration of the
Sangguniang Panlungsod and provide legal assistance
and suppart to the City Mayor in carmying out the delivery of
basic services and the provision of adequate facilities;

2. Represents the local government wnit in all civil actions and
special proceedings wherein the local governmanl uni or
any official thereof, in his official capadity, is a party:
Frovided, Thal macbons or proceedings where a
component cify oF municipality iz a party adverse lo the
provincial government or o another component cty, a
special legal officer may be employed o represent the
adverse party,

3. When reguired by the City Mayor or Sanggunian, drafis
ocrdingnoes;  confracis, bonds, leases and olher
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nstruments, involving any inlerest of the local government
uni: and provide comments and recommendations on any
instrument alresdy drawn,

4. Renders his opincn n wnbling on any gueston of law when
requested to do so by the City Mayor or Sanggunian;

5. Irvestigabes or causes o be mvestigated any local officsal
or emploves for adminisiralive negiect or misconduct in
office, and recommend appraprate action o the City Mayor
or Sanggunian, as the case may be;

6. Investigates or causes to be investigaled any person, firm
oFf corporation holding any franch=e of exercising any
public privlege for fadure to comply wilh any lerm or
condition in the granl of sech franchise or privilege, and
recommending appropnate achion to the City Mayor or
Sanggunian

T. When directed by the City Mayor or Sanggunian, initiates
and progecutes |n the nterest of the local govesmrment umi
concemed any civil schon on any bond. lease or olher
contract upon any breach or violation thereaol;

8. Rewews and submits recommendalions on onrdinances
approved and executive orders issued by compaoneni unils,

9. Recommends measures o the Sangguniang Panlungsod
and advizes the City Mayor on all matiers related 16
upholding the rule of law.

3,5.1.22 City Budget Department

The City Budget Department is in charge of providing technical
assistance 1o the Local Chief Executive in the preparation,
authorization, review, execution and accountability phases of the
budge! process.

The specific functions of the City Budget Department include the
following:

1. Prepares forms, orders and circulars  embodying
instructions on budgetary and appropriation matters for
the signature of the City Mavyor,

£ Reviews and consolidales the budgel proposals of
differenl departments and offices of the City;

3. Assisis tha Cily Mayor in the preparation of the budget
and during and after budget heanngs,
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4. Studies and evaluates budgelary implications of
proposed legisiation and submits comments and
recommendations therson; and

5. Coordinates with the Ciy Treasurer, Cily Accountant,
and City Planning and Development Officer for the
purpose of budgeting

4.5.1.23 City Frinance Depariment (Gity Treasurer's Offfce)

Tha Cily Finance Department (City Treasurer's Office} 5 n
charge of the collection of all monies accruing o the City
Government, disbursement of funds in accordance with the
existing laws and regulation, and the disposition of local
government funds,

The specific functions of the City Finance Department (City
Treasurer's Office) include the following.

7. Collecls all local taxes, fees, and charges directly or
through their duly authonzed depulies;

2. Advises the Cily Mayor, the Sanggunian, and olher [ocal
government and national officials  regarding the
disposition of local funds;

3 Takes custody and exefcises proper managemeni of
funds of the City;

4. Takes charge of the disbursemeant of all local funds and
such other funds of which may be entrusted to the Office
by law or other competent authority:

5. Inspects privale commercial and  industrial
establishments within the jurisdiction of the City; and

6. Maintain and update the tax information syslem of Ihe
City.

35124 Office of the Social Welfare and Development

The Office of the Soocal Welfare and Development 15 in charge
of uplifting the living conditions of the marginalized sectors of the

community,

The specific functions of the Office of the Social Welfara and
Davalopment include the folioeang:
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1. Provides and delivers social welfare programs and

services for the identified chentele group;

Leads in advocating the rights and uplifting the welfare of

the children;

3. Promotes famiy solidarnty; and

4. Empowers families and communities through provision of
opportunities for socio-economic advancement.

]

3.9.1.45 Office of the City Heaith Services

The Office of the City Heailth Services is in charge of ensunng
that every Bacoorefto shall receive accessible. available and

quatity health services.

The specific functions of the Office of the City Health Services
include the following:

1. Performs various programs that focus mostly on medical,
dental, environmental health and rutribion;

? Offers services that are preventiva and curative,
addressing the needs of the community, particularly the
poor and wvulnerable groups (pregnant and lactafing
mothers, malnounshad children, eldedy, etc.), and

4. Develops plans and siralegies, formulales programs and
polictes. and implements health programs in accordance
with the guidelinas of the Depardment of Health,

3.5.1.26 Oifice of the General Services

The Office of the General Sarvices 5 in charge of assisting tha
oty government in promoting effectveness and efficency in
government operations and the prudent utilization of its scarce
resourcns for a mone progressive Bacoor.

The specific functions of the Office of the General Services
include the following:

1. Provides and distnbutes the basic resource needs of the
different offices:

2 Provides proper and efficien] process for procuramaeani;

3. Provides good guality control to all purchased supplies
and equipment used by he different offices; and
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4. Provides proper and efficient management of all
govermnment properties owned by the City

3.51.27 E-Governance Depariment/Management Information System
(MIS)

The E-Govemance Depariment/Management Information
System (MIS) is in charge of planning. development, and
implementation of  Thardware, software  applications,
programming and  systems network, and integralion of a
management infermation system or enterprise nabwork,

The spacific functons of the E-GOVMMS include the following;

1. Processes the Permil io Work of an indwidual prior (o
their amployment;

Z2 Processes the Mayor's Clearance/Referral Latter and
Cerilicate of Good Moral Characler thal agencies reguire
priar to enralimeant in schools of application for a job,

3 Processes the avaiiment of shckers 10 allow motorists 1o
use the streels and roads forming pad of the Solidasity
Foute as allernative roules to ease or decongesl iraffic

n the City:

4. Prinls tarpaubn

4. Conducls software and hardware troubleshooling,

fi. issues City employee identification card;

7. Creales bacoorgov.ph official email address for city
emplovees. and

8. Maintains the official website of the City Governmant of
Bacoor

15128 Sports Development Unit

The Sports Development Unil is in charge of the developmant of
the sports program of the City Governmenlt and the
implemeniabon of prestigious spors lournaments m the iocal
community as well 35 & the Province of Cavile.

The specific functions of tha Sports Development Linit include
the following:

1. Provides ree referee services 1o the local commiunily,
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2. Provides free Unity Band services o the local communily
in varous special events such as mauguration evenls,
wedding. funeral services, and other fastive activities;

1. Provides frea trophies, medals and spors equipment 1o
barangays, homeowners assocations, and other cliants;

4 Conducts spors progfams in barangays and for city
ampEoyess,

3. Facilitates the request for use of the Sirike Gym lor spods
events and other gathenings such as mass weddings,
elc.. and

6. Manages Ihe use of the Strike Filngss Cenler by sports
and fitness enthusiasts

4.5.1.29 City Information and Community Relations Depariment

The Cily Informabon and Community Relalons Depariment 15 in
charge ol providing communication between the city governmeant
and s constiuents through disseminaton of rmelevant
information aboul plans, programs, and projects of the Cily
Governmen! of Bacoor lowards tha attainmen! of a productive,
cultured, and well-informead city,

The specific functions of the City Information and Community
Retations Depariment include the following

1. Uses all forms of media for the improvement of the
safety, welfare and interest of the City and 15 residents:
and

2 Aids as 8 medium of information from the local
govermment 1o the people and serves as a venue for
feedback that can hamess the services and work ethics
of the city government's staff,

3.5.1.30 Bacoor City Culturn, History, Arts & Tounism Office

The Bacoor City Culture, Hislory, Ars & Tounsm Office
{BCHATO) is in charge of providing the public with access to the
local lourism and historical dala. tour guiding services, and
assislance on the Department of Tounsm (DOT) Accreditation
applications.,

The specific funchons of the BCHATO include the following:
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1. Provides tourism and historical data such as lourist

amvals records, local cultural properties information,

interviews relaled to local toursm and cullural sectors,

public records, free tourism and cullural matenals such

as brochures, fhers, magazmnes, books and other retated

documents:

Provides tour guiding services;

Facilitates the request ulilization of Iocal parks and

cultural properties by requesting public;

4. Maintains and preserves the local parks and culural
properlies of the City;

4. Conducts skills training to studenis who want to enhance
and sharpen their skills in creativity and artistry,

6. Facilitates application for DOT Accreditation of tourism-
related establishments; and

7. Faciitates regestration of special events and activities for
leisure, socal and cuillural expenence outside the normal
range of lounsm destinations and attractions found in the
City,

w p

3.5.1.31 Cily Livelihood and Developimen! Departrment

The City Livelinood and Development Department is in charge
of offering skills training programs to the citizens of the City and
pramoling aase of doing business and lacilitating access to
services for MSMEs.

The specific flunctons of the City Livelihood and Development
Department include the following:

7. Provides barangay-based and center-based hvelihood
skills training;

2. Provides assistance on technical skills training TESDA
scholarship programs, competency  assessment and
certification of workers, and endorsementreferral to
pariner Technical Vocational Institutions (TVIs);

3 Provides assistance on the avaliment of DOST grants-in-
aid, small enterprise technology upgrading program, and
food safely seminar;

4 Provides asssianoe on the registation of business
name; and
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3. Issues Certificate of Authonly 1o barangay micro
husiness enterprises (BMBE),

35132 Howsing Urban Development and Resettlemant Department
(HUDRD)

The Housing Urban Development and Resettlernent Depariment
(HUDRD) is in charge of enforcing and implementing the
sociglized housing program and all housing concemns of the City

Thie specific functions of the HUDRD include the following:

1. Acts as the implementing arm of the Housing Urhan
Development and Resettlement Board:

2. Implements the City of Baccor Comprehensive and
Continuing Urban Developmen! and Housing Program
and the Resettlemant, Relocation Action Plan (RRAF).

3. Initiates linkage and cooperation with concemed national
govarnmen! agencies, public and private instiiutions
concemed with socalized housing, and benchmarking
with other LGUs to afford the best practices for the
constituents of the City,

4. Creates and implements a Capacity Development
program for all stakeholders in the City of Bacoor
Siralegic Housing Program in order o increase
competency in this parlicular expertize or field ol public
service, and

5. Formulates programs, projects and activities for
continued and sustained developmenl of the Cily's
resefllement communilies while ensuring balanced
housing in cooperaton with privale developers and
property owners of the City.

3.5.1.33 Office for the Development of Cooparatives

The Office for the Development of Cooperatives s in charge of
the formulation and implementation of the City's programs,
projects, and activities on cooperalive development.

The specific functions of the Office for the Development of
Coaparatives includs the folkawing:
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1. Designs Cooperative Capacity Development Plan;

2. Designs training conten! based on cooperative values,
norms and husiness model;

3. Prepares training methodologies, training materials and
manuals; and

4. Conducls semnars, workshops, consultations and
meeiings with relevant stakeholders.

15134 Office of the Senior Citizon’s Affsirs {OSCA)

The Office of the Senior Cilizen's Affairs (OSCA) is in charge of
implementing RA 9984, an acl granting additional benefits and
privileges 1o senior cilizens.

The specific functions of the OSCA include the following:

1. lssues Senicr Citizen 1D and purchass bookled:

2 lssues OSCA Cerifications (Delayed Registration of
Birth, Canceliation of OSCA 1D due 1o transfer to other
residence. Transfer of Residence from other
municipalifies/cities io Bacoor, and Cerification of No
records) for legal purposes;

3. Faciltates the apphcation for Phithealth ifetime free
membership of senior citizens;

4, Facilitates the continuous online registration of senior
cilizens’ dala formis [o the Nationa! Commisszon of Senior
Citizens Office;

5. Faciltates the apphication of senior citizens 1o receive the
Php 5.000 cash gift from the Provincial Government of
Cavile as part of the nonegenanan benefils,

6. Facitates the obbgation of the senior citizen lo recaive
the Cenlenarian cash gift of Php 100 000 from the DSWD
Region IV-A, Php 50,000 from the Provincial Government
of Cavite, and Php 20.000 from the City Government of
Bacoor,

7. Facilitates the granl to indigeni senior cilizens of
wheelchairs, canes, and walkers;

8 Faciitates burial assistance io deceased senior citizens
from the Provincial Government of Cawvile,

9. Facilitates the application for social pansions to enablo
the grant of Php 500 per month lo indigent senkor
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citizens, with an increase of Php 1000 per month by
virtue of RA 11916: and
10 Facilitates the grant of Kalinga sa Matafanda in the
armount of Php 1000 per vear
3.5.1.35 Cily Cemelery Office

The City Cemetery Office is in charge of the provision of burial
sennces and the implementation of programs to share the needs
of Bacoor residents especially the less prvleged families of the
Communities.,

The specific funclions of the City Cematery Office include the
following;

1. Provides new nichasftombs for burial spaces to Bacoor
cilizens in its two public cemeteries;

2 Faciitates the request for transfer of bones of the
deceased by immediate ralatives to other cemeteries in
coordinalion with the Cily Health Office; and

3, Facilitates the renilat and renewal of lease of conlract for
buriai spaces al its public cemetenies.

3:5.1.36 Department of Public Safely

The Department of Public Salely iz in charge ol assigting the
Iocal Philippine Mational Police in conducting local peacekeeping
actniies as the nead anses.

The specific functions of the Department of Public Safety include
the following:

1. Protects and secures the salety of the City Mayor,
Congressman, and other ViPs;

2. Guards and prolects Sheller of Boys, Girls” Home,
Ciudad Malasakil, Bacogr Coliseum, and the Vehicle
Service and Maintenance Unit

35137 Local Economic Dewvelopment and lnvestmenls Promolion
Office

The Local Economic Development and Invesiments Promobion
Office is in charge of creating and developing high-mpact and
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reievant policies and programs that shall make the City of
Bacoor attractive to potential investors within and outside the

city.

The spacific functions of the Local Economic Development and
Invesiment Promolions Office include the following:

1. Drives aconomic growth by aftracting potential invesiors
{local and foreign);

2. Promotes ease of doing business in the City of Bacoor; and

3. Sirengthens the business sector, particularly the Micro,
Small, and Medium Enlerprises (MSMEs) through
promaotions

35138 Local Youth Devefopment Office

The Local Youth Development Office s in charge of
implementing programs and projects to ensure wide and mubti-
sectaral youth parlicipation in local governance.

The specific functions of the Local Youth Development Office
include the following:

1. Regesters and verified youth and youth-sening
organizations;

7 Provdes technical assislance o the Local Youlh
Development Council (LDYC) of the City Government in the
formutation of the Local Youth Developrment Plan;

3. Facilitates the elechion of the LDYC representalives.

4. Conducts mandatory and continuing training of SK officials
and LDYC members;

§ Pmovides tochnical, logistical and other support in the
conduct of the mandatory and continuing lraining programs:

& Coordinates with the Commeszsion with regands 1o the yvoulh
programs within the termilonal jurisdichon of the City.

4.0 Context of the Organization
This section defines the key elements of the City Government of Bacoor OMS. By
defining the key elements. the full context of the city government can be understood
and thus communicated to employees. customers, regulators, and other third parties.

A CONTROELED cofy of 1M dafurmen] & musintained af o2 D8ces and Depariments of fhe City Govsernmend of Bacod!. T readsr muil engong that
s F anry Gfhed Booy of & cocdraded dacuntdnl (s durmenl vl complebs pror o use. Tha oegnnl oopy of this decuminl is fuantdrod by i DocaTant
Controllar, Thir v shodld seoufe a condiolied copy of tho kst nmason of s doooement from e Doosmerd. Comtnolinh. This aotursent is

UNCONTROLLED whan pholocopssd o dowrdaaced from the websin.




CGRCR-CMS-00-

Dot el Mo oo

BACOOR

Quality Management System | Efieciive Date
| RevsionMo: |1

CITY GOVERNMENT OF | |
| |
|

| _—

Quality Manual

I
Fabruary 15, 2024 I
‘.

‘PageNo.. [ MalB0 |
{ |

By doing so. the Top Managament is also better able to quide the city govermmant
through the use of an informed strategic direction,

The City Government of Bacoor has reviewed and analyzed key aspects of itsell and
ils relevant inferested parties fo determine the stralegic direction of the city
govermnmenl. This involves:

*  Understanding the City Government of Bacoor's core services and programs;

= ldentifying relevant “interested paries” who receive our services, or who may be
impacted by them, or those parties who may ctherwise have a significant interest
in the city government; and

»  Understanding internal and extemal issues that are of concern to the City
Governmen! of Bacoor and ils interested parties. Many such issues are idenbified
through &n analysis of risks facing either the City Govemment of Bacoor or the
interesiad parties. Such issves are momtored and updated at least once a year
and discussed as part of the management reviews.

This information is then used by the top management lo determine the city
govemment's strategic direction. This is defined in tha records af the management
reviews and pencdically updaled as condiions and situalions change.

4.1 Understanding the City Government of Bacoor and Its
Context
4.1.1  “imeresled parties” are the slakeholders who recelve our services and
programs, who may be impacied by them, or parties who may ofhervise have
a significant interast in our organization. These are as follows

Interested Party L I ‘Reason for Interest
-‘nmrm.rhmrnsradF:rrqu e ;
| Permaneni Employees - employment as a sowrce of their income.
- ppportunity 15 Sene e pubbc
aotivities that will furthar enhance [heir
capabdibes and boos! lhew career growth
_ = employment benefits |
| - securily of lenure I
| Casual - employment as a source of their income, |
| - opportunity b e e pubbic |
- acthabtes that will lurther erhance their
capabiities and boost thelr career growih
R | - employment benefils
| Co-Terminus - employment as a source of thelr income,

[ R I = opporiunity o senve the public
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Regidents of Bacoor (bona
fde citizens, homeownerns
assocations, couplos,
LGB 1A community,
informal setilers)
Fegistered larmers and
hshar folks
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Reason for interest

—q

—

activities thal will Turiher enhanos e
capatsitins and bLoos! thier Cafeed growih
employmentbenefits
amplaoymend a5 & source of their moome,
opportunity 1o serve the public

activities thal will further enhance lheir

_ capabiites and boos! their career growth

An appominee of the curent adminisiration
is interested mn tha CRy Governmant of
Bacoor becapse il will prosvide lham wilh
an opportunity 1 improve the performance
of the ity government with their
management skills and enhance he
capability of the city governmant to fulfill its
miandate.

amploymeant a5 & sourcs of thidr ncormss,
apporiunity lo serve the public

activities that wall further enhance thair
capabilities and boost their caresr growih
employment hensefits

Aepilment of socal senvices  and
governmenl  benefs, fle complaints,
reguest for emergency respanse

Avaiment of agrcultural supphes and
equipment, fishing paraphamalia; Iraining,

= Business Owners [MSMEs) Availment of business permis and

licensaes, certifications: buskness
promodions

StudontsResearchers Reqguest for data and informateon

Molorists and Trgycke Paymenl for  ftralfic  wviolabon, file

Dperators and Drivers complaints, availment of molonized thcycle

Association (TODA) franchise

Jobseskers Job  openings, employment.  Iranmg,
comphiance of job requrements; request
lor jobs placements and referraly

Mational Agencies Request for Iraineng, records,  repods,

Prowingeal Government of
Caviie

Regional Government

compliance o policy implemeniation,
collaboration/partnerships, file complainis
Reguesi for reports, comphance o palicy
implementation, share in the collecton of
governman funds

Requesl for reports, complance 1o palicy
irmiplsamantation

i

- Media Agoncies
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| Interested Party . | Reasonforinterest {
[ - Roguest for inlarviews with the city

| afficials. media and PH kit covernges and
partnerships

Barangay Officials
- Requests for sobciiaions,  financial
records, tresmmg,  bogesic  suppodt,
gnvironmental  and  social  services,
estimate lor infrastruciure,  impounding
acindles for stray animals; paymeni of
environmenial violation fees: share in the
- Cooperalives codlection of govemnment funds
- Regquest for tramning, management and
Taxpayors | lechnical aohvisory SEmines
= Request for amnesty, cedificabons. fax
clearance, infrasirechism invesiment;
payment of taxes; availment of
constructinn-ralated RS and
| cerlificates
=  Avalmeni of fee wvaccinabon and
consullations, dscounted-rale spay and
| - Cnil Society Organization casiration, certificatos for ravel
| (Mon-Govermmaeant -  Regueast lar cerificabons and

| - Peat and Liveatock Oamers

[
Orgamzations, Privatle ‘ Accredilabon, social senices; payment for
Sectors, religious groups, I permils and oiher dues
[
1
|

(Indigent residents, senkor
, cilizens, persons wilh

disabdity, children and

youlh, pragnant women)

- Avallmenl of governmen] senices ang
benefis, cetificatons and IDs

| Ingurers for government properiss, _"‘nm have firgnoal  ;ieresl 0 e Cily
__wehiches, bonds. employees Government of Bacoor e e
H'Egulﬂiﬂf'_t Enu-as DILG, COA. Bureau of | - Ensures compliance 1o all applicable
{ Local Governmen Finanos, CSC, GSIS, | national podicies,; documentation,
Office of the Civil Defense, National Youth | memarandum  circulars,  administrative
| Commigsion, DEWD, DBM, DOET, NEDA, offiers, implemeniation of programs and
DOH, TESDA. PSA, Cooperative projecs

Development Authorily, Buréau of Animal
Industry, DFWH, DTI, DA, BFAR, BIR,
Bureau of Treasury, DOLE. DENR,
Registry of Deeds, LRA, OWWA,
Fhifweaith, HOMF, Presidential Complaml
Center, ARTA, DHSUD, DepEd, DOT,
DOTr, LTO, LTFRB, DICT. NAP, NNC,

| Mamonal Histoneal Commissinng af the

__Phikippines, Natronal Commission for
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Cullure and Arts, NHA_ Office of the
Trangpart Cooperatives, Presidenlial
Commession on the Urban Poor

‘ 150 28001 Certificaticn Body

[ Reasonforinterest
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i' It is interested on whether the City Government of

Bacoor can mabntain and sustain s QMS
certificatian.

| Media: Traditional and New Media

I. _———

Neighbionng Establishments -
holels, banks, hospdals and
| réstaurants. malls. resorts

Schools, Colleges and Universities

Agian Marching Band
| Confederation, Winferguard
| Intemabional World Marching
| Band Organization. Drum Corps
Agia

T —

- —

Madia plays the role of B-ﬁ':hdwiﬂ}m oo

Fansparancy 1o be enacted by the Cily

| Governmeant of Bagoor,

|
Media helps the Cily Government of Bacoor asg

they provide informabion o the public about ils
services and programs, which aids in the

I promoton of the city govermment. Media alzo

helps the City Government of Bacoor putdish

ils suneRss stones and proade nsperation o
'Tn.eg are h_u'ta_ré-r:iad n the pusghle increase in

reveiu due bo influx of people inlo lheir areas.

Thee school is interestad on the opportanities 1nat the
City. Government of Bacoor may offer to its
shudents,

Provigion of lechnical suppord, semmars and
workshops 1o local bands and other parbicipanis,
oncourages local  bamd 1o become
mif@maianally compatibve

4.2 Understanding the Needs and Expectations of Our Interested

Parties
4,21 The following are the intermnal issues of concern which have been, or
may be, raised by the City Government of Bacoor's internal interested
pares:
| Type I _ Issue e of hew
| Lagal e i i
| The City Government of Bacoor s complant with | Positive
Ihe C5SC requirements. L e
Thoi Gy Govermument of Bacoor remils employaa | Pogithve

e —

Philhealth, HOMF

coninbubon regularty and on ome o GSIS,

""h

e ——

OpEIAONG,

The City Govenment of Bacoor has a limited
source of IT technology o suppor i3

—
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L The Elt'.- Government of Bacoor has an unstable N:agawa |
{ network infrastructure. __._ e |
The City Government of Bacoor has lmited | Megative I
5u FESOUICES |
Socieconomic - _'E'I_ A T 1
| The City Governmenl of Bacoor confribules to | Positive :
i the sconomic sustanability of its employees., : {
| Employes Base e o |
The City Govemmen! of Bacoor has a fimited | Negative l
rumber af permanent employees to parform |
the task 1o acheve the obectives of s |
— | mandale. — | !
The Cily Government of Bacoor provides its | Positive
employaes with  the opporunities o
continuowsly  improve  lher  performance
N ___capacity, e e | S |
The City Govarnment of Bacoor provides on=lims Positive
salary to employees
There are emplovees wha lack technical training Megative
_redated o ther tagks. e =
= — _.F"rmm-unnstakah'lgmlhanmal, Megalive
 There are delaysin the hiing process. | Negative
| Delegation of task does nol maich the job Megative
description as wedl as the capacity of the
e e personnal to parform the task.
Lﬂ[mm " » = . s - ="
Workspace iz nol adequale or proportion 1o tha Megative
L nurmber “W_W"i“ it .
| Workspace temperatere is not conducive for Moegativa
Pﬂﬂmﬂﬂmamﬂmmmmm Negative
Requests for repair and  maintenance  of Megativg
| o infrastructure takes longer than usual.
There are leaks in tha cailing. MNegative |
Thare is a lack of traiming lacilitles for seminsars, Megniive
training, workshops, counssling activitios,
etc,

| There is a defective elevator within the building. | Negative

422 The following are the issues of concem which have been. or may be,
raized by the Cily Government of Bacoor's external inleresled parties;

____Type L . hsue | Bias =
Internaticnal o -
The City Governmant of Bacoor | Positive
regutary paricigales in he activilies - J
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Type Issue Bias |
and programes of the mtematicnal 1
organizations redated to band
marching.
Legal .
The City Government of Bacoor is fransparent in Positive
SR - all their transachions,
The City Government of Bacoor officials practce Positive
. §ood govemance. - :
| The City Gowvernment of Bacoor mecenes Mesgathe I
____complainls cowsed through 8888
There i a pending civil case on real property fax Megative
assessment _ il
There s an ongoing negotiation regarding the Meutral
= Zapote Public Market -
B e e O PVt Y T e
The Cily Government of Bacoor complies to the Positive
N iraments of their requiatory bodies.
The Cily Government of BSacoor remils Positive
contributions to their partner govermment
agencies on time. — ==—"W" S
Technological
| Mot all payment may be done onling payment, Megative
especially for customers who are located far
from the BGC,
Infrastuciure
Uneven floorng in the buiding Negative
There are stray dogs and cats on e complex Megative
_grounds.
Mammﬂmnﬂhﬂmm{ﬂm Megative
- ] lissue paper, trash bins, alc.)
There = inadequale ventilation in wailing areas. | Negative
Socioeconamic - o - |
The City Government of Bacoor generates Positive
revenwes for remitance to the national
The City Govemmenl of Bacoor provides Positive
alternative place for leisure to the public.

4.2.3 Strategic Direction

To address the nesds and expeclations of ils relevanl interested
parties, the City Government of Bacoor has performed its stralegic
planning aligned to the following roles of the city government.
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Thus, the City Govarnment of Bacoor has come up with the following
strategies

1. Social Hesith and Integraled Services - consists of multiple
areas for the developmen! of education, health and nutntion.
basic social infrastructure services and other services.

2. Transformative Administralion and E-Govemnance - focuses of
transparency and digitalization of services such as social media
platforms, paperless iransactions and other online processing lo
meet and adhere the specific timeline

3. Revenus , Financial and Economic Enterpnse Management -
promatas inclusive and sustainabla aconomic growth to address
challenges with the current local economic situation

4. Infrastructure and City Development Managemen! - has the big
role in the development of the city baing the galaway of Matro
manila to the South which requires stralegic investiments 10
suppor infrastruclure, promote growth and development of the
City.

5. Key City Foclities, Property Engincering - maintaining of
facilties and properties of the City of Bacoor to deliver a quality
Services

6. Environment & Sanitation, Securily, Peace and Order - focuses
on the improvement of environment, transportabon, security,
peace and order situation of the City. Also promoles sustainable
environment, transportation service to lessen the traffic
congestion and maintain (he peace and order and public safaty

4.3 Scope of the City Government of Bacoor QMS
431 Scope Slalemani

Based on the analysis of the issues of its relevant interested parties
and in consideration of M= services and programs, the City
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Government of Bacoor has delermined the following as the scope of
its IS

Provision of public service to the constituents of the City
Government of Bacoor, Cavite

432 Faciliies within the Scope of the QMS

The QMS shall apply to all processes, activities, and employoes within
the ity government facilities located at:

City of Bacoor Government Center, Bacoor Boulevard, Barangay
Bayanan, City of Bacoor

4.3.3 Pemissible Exclusions

The city government's QMS satisfies the full renge of requirements of
IS0 9001:2015 with some clanfication on the non-applicability of the
requiremnanis within the clauses listed below

150 8001:2015 Clause 8.3 — Design and Development of Products and
Services

Due lo s nature as a local government uml, Cily Gowemment's
products and services are mandated by legislations such as the Local
Governmen! Code of 1991 and by regulatory bodies such as the
Department of Interdor and Local Government and other nalional
governmen! agencies. The responsibility for the design and
developmenl of the specific requrements on these products and
services rests with the framers of laws and by the goveming regulatory
bodies,

Aside from exclusion to Clause B.3, all other IS0 9001:2015 standards
are applicable 1o the following processas:

Inventory of Processes

Office/Department/Unit Frocess
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Office of thie City Mayor

4

i L

=

Issuance of Oath of Office

Preparation and Issuance of Cerdificalions,
Endorsements and Recommendations
Receiving and Responding to Incoming
documents (letter requests, proposal,
complaints, etc.)

Reservation of Funclion Halls
Solemnization of Marriage (Civil wedding
CEMETHY |

Izsuance of Authority 1o Travel

Receiving and Releasing of documenis for
signature of the City Mayor

Scheduling of Appointment

Office of the City Vice
Mayor/Sangguniang Panlungsod

Issuance of Certified True Copies of Vanous
Documents (Resolutions/Ordinances,
Committee Reports, Committee Minutes,
Agenda, others)

Issuance of Certifications and Records

City Administrator's Office

. Provision of general administrative support

SEMICES.

Developing plans and strategies on the
management and administration-related
projects of the Ciky,

Appraving Leave of Absences, Travel Orders,
DTRs, Obligation Requests, and Other
Internal Transaciion Documents.

. Aporaving or Disapproving of Permits

partammg to applications for
A. Mayor's Permit for Business and
Contractor's Pemmil - Business Permil and
Licensing Departmeant

B. Building, Demolition, Mechanical.
Electrical. Fencing, and Excavation
Permits - Office of the Building Official

C. Certificates of Annual Inspection,

Dporation and Use - Office of the Bullding

Official

Tricycle Franchise Renewal.

Permil lo Operate Fishing Vessels Fishing

Gear Registration Permil

F. Contraclor's Tax,

mo
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Business Permit and Licensing
Department

1. Issuance of Mayor's Permit and Business
License [Parmit)
A, Business One-Stop Shop
B. Electronic Business One-Stop Shop
Thru boss.bacoor gov.ph
. Issuance of Special Fermil for Cackfight
. Issuance of Temporary Permit for Business
Pending OBO, Zoning, BFP, CHO Clearances
. Issuance of Temporary Permit for Events/
. Amusements
. Issuance of Certificate of Business
. Regisiration
. Izsuance of Certificate of Addittonal Line of
Businass
Issuance of Certificate of Change in
. Business Location/Business Nama/
. Ownor's Stalus/SEC Amandmeanis
. Issuance of Certificate of No Business or No
Registration
9. lssuance of Cerlificate of Business
10. Retirement/Surrender/Closure of Business
11.  Iss5uance of List of Business
Establishmenis and Responsa o Business
Yerilications
12.  Issuance of Barangay Business Clearance
13. Business Establishmen! Inspection
14. Filing of Complaints

e Pl

o LR B g

08 m X =

Office of the City Building Official

1. Issuance of Building Permit

2. lasuance of Fence Permit

Izsuance of Sign Permit (Business Sign and
Billboard/Signboard)

4. Issuance of Elecirical Permit (Upgrading and
Solar Nel Metering)

Issuance of Mechanical Permit

Issuance of Elecironic Parmit

Issuance of Demolition Permit

Issuance of Excavation and Ground
Fraparation Parmit (Highly Tachnical
Applicalion)

9. Issuance of Certificate of Occupancy/Uise
10. Issuance of Change of Use or Occupancy

La

BR o N
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11.  Issuance of Certificate of Final Electrical
Inspection

12.  Issuance of Cerificate of Electncal
Inspaction (Temporary Service Connection)

13. Issuance of Cerificate of Operation
{Mechanical)

14, Issuance of Sign Permit Renewal
(Billboard)

15. Annual inspection and issuance of the
Annual Inspection Certificate

16. Ewvaluation and provision of building
assessmant for Business Permit application

17. Processng the raques! of Certified True
Copy and ather Certification of the Building
Cificial

18. Processing the request of applicants for
bullding/structure inspection

19. Venhcaton of the application af
architecluralistruciural/electncalisanitary/mech
anicalielectronics/signage/fence/excavation/d
emalition and ather disciplines related o
consiruction as mandated by the Mational
Buiding Code and other pertingnt
laws/ordinance/memorandalissuances ars in
order thru site inspechion

20, Issuance of Notce of litegal
ConsiructionViolation (Abiso ng Paglabag)

City Planning and Development 1. Issuance of Barangay Annual Investment
Coordinating Office Program (AIF) Cerification

2. Evaluation of the CiiesMunicipalities
Competitiveness Index (CMCI)
Formulation of the Ecological Profile
Provisson of Techmical Assistance 1o walk-
infphone-in clients and other govemment

Agencigs

o
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City Assessor's Department . Processing of Transfer of Ownership and
Lipdating of the Tax Declaration

. Subdwision/Consolidation of Tax Declaration

. Reclassification of Real Propey (Land)

. New Assessment of Land, Building.
Machinenes and Other Structures

. Reassessmant of Land, Building, Machingries,
and Other Structures

6. Cancellation or Carrection of Tax Declaration

7. Issuances of Cerlifications

£ Ld ha

;]

Bacoor Disaster Risk Reduction and

Manageman! Office 1. Provision of Emergency Medical Services
(Medical Emergency, Rescue, Patient
Conduction, Non-Emergency and Standby
EMS)

2. Provisicn of Standby Emeargency Madical

Services dunng the conduct of events/activibes

within the City of Bacoor

Provision of PNP/BFP/BTMD Assistance

. Provision of Traffic Information Assistance

. Provision of Weather Manitonng and Adwvisory

through SMS and social media platforms.

6. Provision of Utilities Complaints Assistance

7. Provision of Trainings and Seminars oh
Dizaster Preparednoss and Standard First Aud
and Basic Life Suppor Training, CPR,
Weather Hazards, and Building Emergency
Evacuation Planning

8. Provision of Disaster Response and
Management Operations

9. Conduct of the Review and Approval of
Barangay DREREM Plans

10. Conduct of inlerview as per reguest of
studenis/researchars

11.  Provision of Multi-Hazard Maps, DRRM
related data and Information, Education
Commumnication Campaign Materials

T
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Difice of the Accounting and Internal 1. Processing of Ligusdation for Cash Advance

Audit Services {General Fund, Special Education Fund, Trust
Fund)

. Processing of disbursements

. Issuance of Creditable Tax BIR Forms 2306
and 2307 and F2318

4. Processing of barangay disbursemenis

L

Zoning and Land Developmeant

Department 1. Conduct of Land Survey of City Government of
Bacoor properties

2. Issuance of Locational & Zoning Clearance for
Building Penmit

4. Isspance of Zoning Inspection permit for
Business Permit

4. Issuance of Endorsement for Reclassification
of Land based on aclual use

5. Issuance of Decision on Zoning to LTFRB for
Trucking Transport Services

6. Issuance of Deveiopment Permit, AReration
Fermit & Backfiling Permil

7. Recommendation for issuance of Certificate of
Completion (COC) applied by the developer o
DHSUD under PD 957 & BP 220 Residential

Subdivisions
8. Issuance of Foning Cerificalions requested
by clients as needed
City Bacoor Traffic Management
Department 1. Sattlement of Traflic Fines and Penaltes for
Traffic Violators

Z. Endorsement to LTFRE for the issuance of
franchise as public ulliily vehicle for the
specific route application.

3. Issuance of Truck ban Permit for approval
coming from the Mayor.

4. Issuance of Permits ( Excavation. Recorida,
Motorcade and Traffic clearance)

5. issuance of Cerbfication for impounding

. Issuance of Motorized Tricycle & Pedicab
Ciperator's Parmit (Franchise)

T. Issuance of MTOP DROPPING Certificaton,
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Office of the City Engineer 1. Issuance of Excavation Permit
{Residential/Non-Commercial Purpases and
Commarcial Purposes), Sign/Signage Permit,
Pole/Cabinet Location Permil. ClearanceWork
Fermit

2. Conducl of site inspectons for the pre-
implementation, during implementation, and
compietion of local infrastructure projects

3. Preparation of Program of Works, Detailed
Engineering Design/Plans, and Bill of
Quantities for local infrastructure projects

4, Supervision and monilofing of  the
implementation of local infrastruclure projects

5. Facililation the repair and mainfenance of
existing LGU-owned infrastruciures

Office of the City Civil Regisiry 1. Registration of the Certificate of Live Birth
(COLB) of persons bom within the territosal
jurisdsction of the City of Bacoor.

Z. Processing of Application for Marriage License
for residents of the City of Bacoor,

3. Registration of tha Cerificate of Mamiage
{COM) celebrated or solemnized within the
territonal junsdiction of the City of Bacoor.

4. Registration of the Certificale of Death (COD)
of all persons who died within the temitoral
punsdiction of the City of Bacoor.

6. Regstraton of Legal Insiruments such as
Affidavil of Reappearance, Legitimation, H.A
9255, Admission of Paternity, Option to Elect
Philippines  Cilizenship and  Prenuptial
Agreement and OMher Legal Instrumenis.

7. Registration of Court Orders/Decress and
requast of Annolaled Record

8. Processing of the petition for change of first
rame and comection of enifes in  chl
documeanis in accordance with RLA, under 2048
& 10172

2, Issuance of certified rue copy or Fanschption
of récord of COLE, COM and COD of appearing
in the regisiry book.
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Qffice of the Agncultural Services 1. Provision of information and technology
through Farmers Information and Technology
Senvce (FITS)

. Distnbution of vegetables and palay seeds

Facilitation of Use of the Depurabion Facility

Bantay Dagatfish Examiner Operation

Regsitration of Fisherfolks

. Registration of Fishing Vessels 3 Gross
Tonnage and below and Issuance of Permit o
Oparals

7. Issuance of Motorboat Operator License
(MBOL)

. BoatR Regisiration

. Provision of Assistance to Bacoor Agricultural
- Multipurpose Cooperalive

10.  Provision of Assistance to Mamamayan

Para sa Lambat at Dagal Multipurpose
Cooperalive

11. Registration of Farmers to Regisiry Syslem

for Basic Sector in Agricullure (RSBSA)

& B

(= e -

City Environment Service Depariment

1. Provision of Clean and Grean Project Supplies
and Materials

2. Izsuance of Parmit to Operate [or Junkshop

3. Issuance of Endorsement Letter to PENRD for
Tree Culling Permit Application

4, Filing of Environmental Complaints/Concerns
(Electronic Mail)

5. Filing of Environmenial Complainis/Concerns
{Public Assistance Desk)

6. Managemenl of Regular Collection of Solid
Wasles

7. Conduct of Clean =Up Drive Operabion as par
request by the stakeholder

&. Conduct of Disinfection Activity on community
area as per requeast by the stakeholder

8. Conduct of Enwironmental Managemani
Seminar as per requast by the stakeholder

10, Conduct of greenmg and beaulification
program, parks and developmant

11.  Aszisiance in apprehended anvironmental
violalors in the selflement of violation feas
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12.  Tree planting and Caring compliance o
residential subdivision developers

Public Employment Services Office 1. Job referral and placement

Z. Facilitation of employment programs such as
Job Fairs. Local Recruitment Activity (LRA) &
Special Recruitment Activity (SRA), Special
Program for the Employment of Students
(SPES). Balik Pinas! Balik Hanap Buhay
Program (BPBEH)

3. Facilitation of Medical and Disability
Asgistance

4. Facilitation of OFW Dependent Scholarship
Program (ODSP}

5. Facilitation of Education for Development
Scholarship Program [EDSP)

Human Resources Development and 1. Recrutment, Selection and Placemant

Management Departmeant Processes

2. Processing of Application of On the Job
Training / Senior High School Immersion

Program

3 Issuance of Personnel Cerifications and
Reacords

4. Processing of Employes Application for Leave
of Abzsence

5 Issuance and Dissemination of HRDMD
Memorandum Order to City Employees

6 Recording of Travel Order Filed by City
Employees

7. Implementation of Leaming and Development

8. Implementation of Performance Management
Syatem

8 Monitoring of Atlendance . Tardiness and
Absences

10.  Implementation of Rewards and Recognition

11. Processing of PayrolfBonus and olher
Monetary Benefits of City Employees

12, Processing of Payment Remittances for
G313, Pag-ibig and Philhealth

13  Processing of Loan Paymenls for GSIS,
Pag-ibig, DBP, CGBCREMCO
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14. Collection of Employees and Barangays
SALN for checking of contents and submissson
o Ombudsman and CSC

15 Aftendance o palicy making, planning and
other management matiers related o human
resource

. Conduct of Pre-Marriage Orientation (PMQ)

2. Conduct of Responsible Parenthood and
Family Planning and Development (RPFPD)

3. Conduct of Adolescent Health and
Development (AHD)

4. Implementation of population and

development integration strategies (POFDEY)

Office of the Population Development

Office of the City Legal Service 1. Fadilitation of investigation of complaint/s

against City Employees/Officials.

2. Review of legal query or documents such as
contracls, memoranda of agreements, deed of
donation, deed of absolute sale, draft
resolution/ordinance and renders legal opimon
on matters referred by the City Mayor or the
Sangguniang Faniungsod.

3. Rendering of free legal advice on matters
brought by any walk-in client or those
endorsad by the City Mayor and referral to
FAD or IBP, when necessary,

City Budget Depariment 1. Preparaton of the annual and supplemental
budgei of the city.

2. Facilitates and assisis in the budgel
Bxecution.

. Monitors the budget operations.

. Submit budgetary reports (o concemed
agencies.

. Review the Barangay and SK budgets.

e BEs Lk

Asspzssment, collection, and issuance of;
Real Property Tax Statament of Account
and Official Recaipt

=  Business Tax Official BEeceipt

=  Community Tax Cedificate (CTC)

«  Transfer Tax, Situs Tax, and Certification

- Contractor's Tax and Certification

City Finance Depariment (City 1.
Treasurer's Office )
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- Dfficial Receipt for miscellaneous
payments, burial permits and contracis,

Z. Vernfication, collection, and issuance of Tax
Clearance

3. Calibration of gas stations and weight and
measure,

4. Issuance and disbursemeant of checks and
liquidation,

6. Issuance of Accountable Forms, prapares
regular repons of unused accountable forms.

7. Preparation, cash oul. and disbursement of
Salaries and Allowances of city employees
and other inancial assistance and liquidation.

8. Deposit of daily collection to depository banks.

9. Preparation/recording of daily ransachion o
cash book.

10. Preparation and submission of repor to
BLGF though Electronic Statement of
Receipts and Expenditures (eERE) Financial
Reporting System.

11. Advise the LCE, as the case may be, the
Sanggunian, and other local government
officials concerned regarding the dispositon of
local government funds, and on such other
matters, relative 1o public finance.

12. Processing of the application, payment and
confirmation of Fidelity Bond premiums of
different officers and employees.

13. Preparation and submission of.

- Annual Investment Plan

—  Annual Budget Proposals

- Project Procurement Managemen
Pian

= Purchase Reguest
Proposed Revenue Drdinances

14, F"r‘eparﬂhun and delivery of election forms,
supples, paraphemalia, and official ballol o
Electoral Board Inspectors,

A CONTROLLED copy of this datusment s masntained al all Cifices and Deparimants of e ity Gosenemand of Bacoor, The reader masd sndang Tha
1his or any ohed cogy of & cortrolled oorument s curment and complala praor o ke, Th orginal copy of thes document s maintanad by tha Docyma
Carlrofler, The user should sooure o contiodied copy of ihe ieal foeses of [ha documenl o e Dacumaed Cormeolier, This document

LRCONTROLLED whisn phoircois o doadindoin s B wislsne
(B




—_ —— —_—_— =% S —— - —

| CITY GOVERNMENT OF | oe Refhp. | COBCROMS.GM. |
| BACOOR | oot
| Quality Management System : Effectie Date | February 15,2024 |
| B ey
Quality Manual s, = -
| Page o, 5 of 80

15. Preparation and submission of daily report
of collectons, quarterly reports of SRE
prescribed under DOF DO Mo, 0342014,
dated 26 May 2014, and other reports in forms
prescribed by the BLGF/IDOF.

16. Preparabon and transfer of national and
barangay shares.

17. Venfication of clearancefexit clearance of
employees who will travel abroadformer
employees.,

18. Submzszion of certhed statement covering
the income and expanditure to the LCE.

19. Certifias availability of funds prior to all
disbursements from the local treasury.

20.  Maintains and updales the tax information
system of the LGL.

#1.  Submission of certified RPT delinquencies
to the Sanggunian.

2. Submission of cerified statement covering
aclual income o the Punong Barangay.

23. Allendance to sessions/meelings of the
Sanggunian,

24.  Perform other duties and funchions that
may prescribed by law or ordinance, as
follows:

-~ Remittance of statutory obfigations to
the BIR, GSIS. Pag-ibig, and
Philheaith obligations.

- Members of the Local Commitiees and
Boards:

i. Locale Finance Commitiee
.  Local School Boards
i, Apprasal Committes

25. Advise the sanggunian in financing aspect
of public gnterprise, enactment of ordinances,
and take charge of the collections and take
custody of funds of all govermment
enferprises.
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26, Perform duties and responsibilities of local
treasurers relative 1o Credil Financing.

Office of the Social Weilare and 1. Provision of Burial, MWMedical, Financial
Development Assistance. Social Case Study Report and
Cerificate of Indigency for indniduals who are
curranily axpenencing an emergency situation

2. Issuance of 1D to qualifed and assessed 5010
parents pursuan! lo Republic Act 11861 or or
the “Expanded Solo Parents Welfare Act

4. Provision of onentation and counsebng 1o all
would-be couples before getling married.

4. Provision of Financial Assistance to augment
the educational needs of the sludenis (o
support the parents in sustaining their
childran’s rights fo education

Office of the Ciy Health Sernces 1. Frowvision of oulpatient health services such as
health consultation, immunization, deworming,
micronutnent supplementation, nutrtion
assessment

2. Provision of laboralory services
a.  Tesling for

i. HIV
i. Dengue
iii. Urinalysis
iv. Fecalysis
v. Blood typing
vi, Vaginal Smear
vii. Hepatitiz B surface antigen
v,  Syphilis
ix. Sputum examination
b. Collection
i. Blood for complete blood count
3. Provision of dental care
. Implementation of Health Programs such as
TB DOTs, Leprosy screening and treatment,
HIV sereening and testing, animal bite
program, physical therapy and rehabilitation

5§, Issuance of vanous permits: heahlh, sanitary

6. Monitoring of existing and emenging
communicable diseazes

e
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Office of the General Services 1. Provision of Office Supplies to diferent
offices,

£. Procurement of Goods and Services
3. Inspection and Acceplance
4, Inventory and Tagging of Property Plant and

Eguipment (PPE)
E-Governance
Department/Management Information 1. In-house producton database monitonng and
Syslem creation of backup files.

2. Reqular mainlenance of dalabase and
apphcation seners

3. Maintenance and updates of the official
website of the City Government of Bacoor,

4. Repaw and mainienance of inlernel access,
Local area network (LAN), computers and
prinlers.

5. Provision of technical support upon request of
sound system, computers, prinlers, SCanners,
projectors, elc.

6. Provision of layout designs depending on the
requests of each department.

7. Processing of SBR Card application

#. Creation of bacoor.gov.ph official email
addrasses,

8. Processing of modification/change request of
system application.

10. Software and hardware troubleshooting

11. Data processing of CBMS, VACCINATION,
BEGIN DATA, RAMP, GIS MAPS, AND LRA
MAPS

12, Prnting of larpaulins from the vanous
depariments’ requests within the City
Government of Bacoor.

13. Issuance of City Employees Identification
Cand

14,  Issuance of Mayor's Permit 1o Work,
Mayor's Clearance, recommendation/referal
letter.
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15,  Installation and monitoring of CCTY
Cameras around Bacoor City.

16. Processing of application and Installabon of
Solidarity Route Stickers

17. Project management of Revenue
Administration Modernization Project (RAMP)

Sports Development Unit . Provision of city referees services

. Provision of unity band services

. Issuance of trophies. medals and sports
equipment

. Conduct of sports programs in barangays

. Facilitaticn of rental of Strike Gym for Epl;!ﬂs
Events

6. Conduct of sparts evanls

Bk PBd b

s

City Infarmation and Community 1. Provision of Mullimedia Campaign for The

Relations Depaniment City Government of Bacoor's Projects,
programs and evenls.

2. Promotion of Positive Image of the Cily
Government of Bacoor

Bacoor City Culture, History, Arls & 1. Provides lourism and historical data such as

Tourism Office tourist arrivals records, local cultural properties
information, interviews related to local tourism
and cultural seciors, public records, and olher
refaled documents;

. Prowvides lour guiding sarvices;

. Faciltates the utilization of local parks and

cullural properies by requesting public;

4, Mamntains and presanves the local parks and
cultural properties of the City;

5. Conducts skills traimng to students who wanl
o enhance and sharpen their skills in
performing and marching ans;

6. Facilitates the application for financial
assistance of special program for the aris
benaficianas.

[FiL%
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7. Distribules free lourism and cultural matenals
such as brochures, fliers, magazines, books,
efc.;

8. Faalitates applicaton for DOT Accreditation of
tourism-related establishments, and

4. Manages spedcial events and actwlies for
leisure, social and cullural experience oulside
the normal range of lourism destinations and
attractions found in the City.

City Livefihood and Development
Department

Facilitation of Requeast for Livelihood Training
Facilitation of TESDA scholarship programs
Assistance to client application for Business
Mame Registration

Issuance of BMBE Certificate of Authority

L B

-~

Housing Urban Development and 1. Provision of assistance to technical assistance

Resetilement Department to address issues and concerns of informal
settler families (I1SF) or urban poor association
on organizational matters affecting them.

2. Conduct of investigation and vabdation of
informal settler famiies (I5F) or urban poor
association on complaints on demolition and
eviction cases.

3. Conduct of Pre-, Actual and Post relocation
aclivibes

4. Provision of technical assislance to urban
poor association or homeowners associalion
in their application for Community Mortgage
program.

5. Provision of assistance o informal settler
families andfor urban poor association on thelr
application to Meralco and Maynilad

6. Provision of assistance (o urban poor
association on the issuance of a Certification
as part of requirements for their registration
with concemed government agencies for
registration purposes or availment of
government programs

Office for the Development of 1. Provision of Orientation and Briefing to Would-
Cooperalives Be Cooperatives
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2. Facifitation of Pre- Registration Saminar
(PRS)

3. Conduct of Mandatory Trainings/ Seminars
and Other Seminars Needed by the Members
of the Primary Cooperalives.

3.1. Fundamentals of Cooperative

3.2. Cooperative Management and
Governance

3.3. Financial, Credit and Risk
Maragement

3.4. Cooperative Education and Transport
Operations Seminar (CETOS)

3.5. Gender and Development (GAD)
3.6. Business Conlinuily and Risk
Managemeant Seminar

3.7. Cooperative Development Authority
Compliance Review Seminar

3.8. Parliamentary Procedure

3.8, Policy Formulation

4. Prowision of Management and Technical

Advisory Services
£.1. Managemenl Advisory Service to the
Would Be Cooperatives- provides
assislance for the accomphshments of
documentary requiremenis needed for
submission to the Cooperative
Development Autharity and registration to
the Bureau of Internal Revenue for lax
exemphon.
4.2, Technical Azsistance to the exisling
cooperatives on the submission of the
Cooperative Annual Progress Report
(CAFR]) lo the Cooperative Development
Autharity, One on One assistancs on
onhng subimissaon,

Office of the Semar Ciiizen’'s Affairs 1. Issuance of Senior Citizen 1D and Purchase
Bkl
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2. lmguance OSCA Cerificationa
3. Facilitation of Philhealth Application
4, Facilitation of Prowincial Bunial Assistance

City Cemetery Office Provision of Lease Contract for New Application
and Renewal

Local Economic Developmeant and
Investmenis Promalion Office 1. Promation of Local Businesses through
Varigus Platforms
A.  Fosting of Publicity Materials on the
Official Facebook Page of LEDIPO-
Bacoor
B. Livesireaming on the Official Facebook
Page of LEDIPO-Bacoor
C. Boolh set-up in the Main Lobby of the
Bacoor Government Center to Supporl
MEME=s
Z. Organization of Events such as Business
Summits and Trade Fairs

4.34 Scope of the OMS Manual

This manual is prepared for the purpose of defining the city
government's inlerpretation of the [S0 9001:2015 standard as well as
iz demonsirate how the city govermnment conforms with the
requirements of the standanrd.

This manual applies to the enfire process scope of the Cily
Governmeni of Bacoor, which includes the key management and
support processes crifical to the oty govemment's core function.

This manual contains the basic policies, objectives, and guidelines sel
by the City Government of Bacoor to ensure that the city government
continuously meets the needs and expeclations of all its relevant
interested parties.

This manual ansures the availability of information on the details of
activilies in the entire process scope of the City Government of Bacoar.
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4.4 The City Government of Bacoor Quality Management System

and Its Processes
441 Process-Based Management System

The City Governmant of Bacoor high-level process map (Figure 2) is
divided into the following three groups:

» Management Processes are procasses needed for the ovarsight
and govermnance of the City Governmenl of Bacoor QMS;

« Core Processes are processes needed to realize the planned
aclivities in delivering public service to its constiluents:

« Support Processes are the processes needed to manage the
resources necessary 1o ensure the satisfactory performance of
the Operalions processas
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Figure 2. The Cily Governmenl of Baceor Process Map delads the inleractions
among the three groups of its high-level processes.

Conceptually, these three groups of processes are working together 1o ransform
the clanls’ requirements imlo client satisfaction. The Management Processas sal
directions, policies and plans for the operations to perform and deliver the desived
outpuls and organizational outcomes. During the siralegic planning and farget
selting, the management identifies internal and external issues of the identified
rabavant interested parties. These are ulilized o provide the cily governmenl with
sirategies and directhons o ensure # achieves the objectives according to ils
mandates.
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5.0 Leadership

51 The City Government of Bacoor Leadership and Commitment
5.1.1  Managemenl Commilmeni

The Top Management is responsible for the commitment thal the
Quality Policy is approgriate to its mandate and provides framework for
establishing and reviewing quality objectives and goals by ensuring thal
it meats the objectives through communication, management reviews
and alfotting resourcas.

The City Governmant of Bacoor Top Managemen! s involved in
implameanting the QMS and provides the stralegic direclion, thrusts, and
prionities thal aim to provide all = Diisions with guidance in the
formulation and implamentation of their respective plans.

The Top Management = committed o ensure the effectve
implementation and contnueous mprovement of the OMS, This is
demonstrated by the establishmeni of the Quality Policy, Quality
Objectives, and conduct of the managemeani reviaws.

Changes to the OMS shall be planned to ensure inlegrity of the syslem
and achievemen! of its objectives. In maintzining and changing the
OMS, slandards and lega! requirements indicated In existing laws,
rules, and regulabons and other issuances shall be communicated and
accommodated within the syslem.

Top managemant shal provide all the nesded resources 0 ensung
effectve implementation and continwous improvement 1o the OMS.

Evidence of lop managemant’s commitment Lo the development and
impravement of the QMS is shown through the lollowing manner:

5.1.1.1 The importance of mesting customer reguirements s
communicated o all employees.

5.1.1.2 Quality Policy shall be astablished and communicated to
employees.
5.1.13 Quality abjectives shall be established, reviewed. and

revised as needed.

3114 Managemant reviews shall be conducied annually.
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5.1.1.5 Axailability of resources is ensured at all times,
5.1.2 Customer Focus

The Top Management of the City Government of Bacoor ensures that
customer needs and expectations are determined, translated into
requiremants and fulfiled with the aim of meating expectations. It is
the responsibility of the personnel that interface with students and
other stakehciders to idenfify their needs and bring them to the
attention of the City Governmen! of Bacoor's management committee
50 thal appropriale acton can be applied.

5.2 Policy
52.1 The City Government of Bacoor Quality Policy

The City Governmen! of Bacoor Top Management maintains the
Quality Policy. which ensures the satisfaction of the City Government
of Bacoor clients and other interested parties and its compliance with
statutory and regulatory requirements relative to the park operations
and services, This policy s communicated to ensure that # is
undersicod and applied al a1l levels of the omanization.
Comprehension of the Quality Policy 18 verified through, but not limited
to, Internal Quality Audits, Management Reviews and during staff
meehings.

The City Government of Bacoor Top Managemenl is responsible for
ensuring that the Quality Policy is appropriale 1o its mandate and
provides framework for establishing and reviewing qualty objectives
and goals. This is reviewed periodically 10 ensure continuing suilability
to its mandate and thrusts, including the requirements and neads of its
chanis,

QUALITY POLICY STATEMENT
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The City Government of Bacoor is committed to
provide highest quality standards of service to our
stakeholders and the community, striving for continual
improvement and delivery of excellent public services
and enhancing customer satisfaction in conformity to
all Quality Management System requirements.

Dahil sa BACOOR, KA DITO!

5.3 Organizational Roles, Responsibilities and Authorities
5.3.1  The Local Government Quslity Managemant Commilles {LGOMC)

By virtue of Executive Order No. 33-2023 Senes of 2023, the Local
Government Quality Management Committee (LGOMC) was created lo
achigve cxcallent qualkty managemant system in the City of Bacoar,
Moreover, Execulive Order No, 92-2023 Series of 2023 orders that the
composition of the LGOMC be amended and adopied o concurrently
act as the Quality Managament Team, being part of the bigger
Technical Working Teams, also known as the Core Teams.

5.3.2 Responsibility and Authority

The specific roles and responsibilities of the members of the City
Government of Bacoor IS0 Quality Management Teams are as
fodlows:

5321 Top Management Team (TMT)

=321 Acts as the decision-making body for the
QMS in the City Government of Bacoor;

5.32.1.2 Maintains integrity and transparency in
the OS5 planning, development, and

implementation;
53213 Manitors the functions of all other teams
and ensures that processes are baing

defvered based on therr intended
oulpuls,
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532.14 Reports an the parformance of the OMS
and conduct reviews for improvement;
and

53215 Ensures the promotion of cusiomer-
focused delivery of services.

5322 Quality Management Team (QMT)

53221 Acts 3= a channa! of communication
batween the City Government of Bacoor
and othar OMS slakeholders:

5.3.2.2.2 Establishes, monitors, and maintains
pocesses neadod for the OMS,

53223 Promotes  awareness  of  cusiomer-
focused delivery of senices;

53224 Reporis to the TMT on the performance
of the OMS and recommends measures
for improvement; and

53225 Reviews the effectiveness of tha OMS
and its improvement aclion plans.

5323 Capacity Development Team

53231 Providas traiming support o TMT and
other Core Teams to ensure successful
implemeniation and sustainability of the
OMS,

§.3.2.32 Conducts training and advocacy
aclivities, including echoing acquired
knowledge in attending OMS-relaled

seminars; and
53223 Provides updates to the TMT on recent
developmenis in relation o 130-0M3
prachoes,
5324 Documentad Information Team
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5.324.1 Coordinates with department and uni

heads  conceming the  records
management;

53242 Eztablishes, monitors, and mamntainsg
procedures. for document  controd in
relation to QMS: and

53243 Recommends Measures for
imorovement of documentation  and
document control systems io tha TMT.

5325 Internal Quality Awdit Team

hAa251 Perfarms audits an OMS and sees o il
that it conforms with 150 9001:2015:

532532 Recommends measures for correclion
andior improverment of adverse findings
lg the TMT; and

53253 Submits reparts and inputs to the TMT far
Managemeni Review

53.286 55 (Sort, Se! in Order, Shine, Standardize, Sustain)

Team

53281 Establishes, monitors, and maintains
consistent implementation of the 58
programs, including the  required
workplace environment setup;

53282 Checks compliance with  workplace
safely and sarvice requiramants;

53263 Assesses workplace cleankness and
orderiness; and

51264 Recommends improvements of 55

6.0 Planning

related practices o the TMT.

A CONTROLLED copy of te docunént i maindained a1 2 Offices and Depariments of e City Sovermimant of Bacoor. The reader muasd ensens thad
s o anry olhe cogy of & costalien oocument s ounont and completo o o ase. The orginal copy of the ccumsant s marsnred by o Documant
Corkolle”, The vser should seoep & coremied ooy of It Laies s of this document Tom e Documerd Coremfler. This cocument o

LENCONTROLLED whan philoropesd o dowrloadet o S websis

l‘-

N
| 5 F]




~ CITY GOVERNMENT OF CORCROMSOM. |

Do Bl Mo,

. BACOOR it

| Quality Management System  EfiectveDate | February 15, 2024
|

T | Riegvimion Mo 1

Cuality Manual

1 1

[ Page No.: | B5al B0

6.1 Actions to Address Risks and Opportunities
The City Government of Bacoor considers risks and opportunities when taking
actions within the management syslem, as well as when implementing or
improving the management system; likewise, these are considered relative to
senices and prograins.

Risks and opporlunities are managed in accordance with the document the
CGBCR-OMS-QP-006, Risks and Opportunitiecs Management Procedure,

6.2 Quality Objectives and Plans to Achieve Them

The City Government of Bacoor's strategic and operational plans are the results
of the annual corporate and pianning process. This is the venue where the
sirategic thrusis of the City Government of Bacoor are defined, commitmeants
are obtained and resource requirements are determined. Objectives and
targets are set at appropriate levels, bul specific guality objeciives are defined
diring management program planning and budgel preparalion. These are
measured and analyzed in a balanced scorecard.

Prior lo the conduct of corporate planning activities, the various cperating units
conduct pre-planning activities to assess performance, gather information on
stakeholder requirements and expeclations and review and align fulure
directions, The outputs of the planning process include, among others,
siralegies for business and operational improvemen!, pursuil of the Cily
Governmen! of Bacoor’'s mandate, product or service innovalion and for
enhancing client focused services,

6.3 Planning of Changes
When the City Governmen! of Bacoor determings the need for changes o (he
managemen!t syslem or s processes. these changes are planned,
implemented, and then verified for aflectiveness.

Documents are changed in accordance with procadure CGBCR-OMS-QP-001,
Control of Documented Information.
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7.0 Support

7.1  Resources
The City Government of Bacoor determines and provides in a timely manner
the resources nesed o implement and improve processes of the OMS and
address customer satefachon,

The City Govemnment of Bacoor identifies s resource requirements in
alignment 1o its current plans and objectives, including the OMS objectives. The
city government takes sleps to ensure that all plans and objectives have
adequate resources o parform its functions.

These resources shall include peopls, supplies, information, infrastruciure,
wonk environmenl, financial, and conlinuous evaluation of siaff performance,
invertory, and updating/upgrading of supplies. eguipment, and infrastructure to
meal the needs and expectations of its relovant inleresiad parties,

7.1.2 People

The Human Resources Development and Management Depariment
{(HRDMD) is responsible for the development and implementation of
personnel programs, which includes selection. recruitment, personnel
training, personnal relations, monitoring of personne! performance,
welfare services including medical for the City Government of Bacoor
parsonnel.

The Department also acls upon all matters conceming attendance,
leave of ahsence, appointments, promotions, transfer, employees,
remunerations and other persornel transactions. It also files and
maintains necessary personnel records and establishes a record
drsposition program of the City Government of Bacoor.

7.1.2 Infrastructure and Environment for the Operation of Processes

The City Gavernmant of Bacoor determines, provides and maintains the
infrastructure and work environment needed [o deliver services required
by the customers and citizens. This includes. bul is nol Fmiled o, the
fallowing

* ‘Workstations
#  Training/Conference Faciliies and Equiprment
*  Meeting Rooms
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s Customer Receiving Areas
& Transporiation Services
s Applicaton Scftwane
s Computer and Internet/intranet Facifities
# Slorage Faciliies for Supplies
= Communmcabon Fachties
s Auxiliary Services such as Printers, Parking, elc.

The E-Governance and Management Information System (E-GOVIMIS)
implements, maintains, and updales the informalion system of the Cily
Govemmenl of Bacoor in coordinatien with the city government's
information sernces provider. This Department also develops, hosis,
maintains. and updates the City Government of Bacoor website. It also
maintains and administers the local and wide area network of the City
Government of Bacoor.

7.1.3  Organizational Knowledge

The City Govermnment of Bacoor delermines the knowledge necessary
for the operation of itls processes and to achieve conlormity of its
programs  and services to applicable statutory and regulatory
requiremeants, The knowledge may be obtained from the following:

s Inlemal Sources such as lessons leamed, fTeedback and
recommendalions from consullants, andior inteflectual property.

# External Sources such as slandards, academia, conferences
andfor information provided by customers or suppliers

A compilation of ims knowledge & manianed by the Document
Controller according o the Control of Documented Information
procedure (CGECR-OMS-QP-001).

7.2 Competence
The City Government of Bacoor provides its staff with proper training to ensure
that they are continuously improving their knowledge, skills, leadership
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strangihs, and attitude on activilies directly or indirectty related ta the City
Govemnment of Bacoor's programs and senvices,

The training pravided is based on identified needs of individual employees and
may be done in-house or off-base as deemed appropriale. Effeciiveness of
training provided is periodically assessed by observation, proficiency testing.
and compelency evaluation.

7.3 Awareness
The City Governmeni of Bacoor key personnel ensure that all employees are
aware of the relevance and importance of their roles in the achievement of its
city governmant and quality abjectives.

7.4 Communication

The City Govemmen! of Bacoor Top Management ensuras that the
requirements of all external parties such as cuslomers, stakeholders, media,
congressional. schodlsfuniversilies and other audiences are med wilh The aim
of enhancing satisfaction 1n line with the mandates of the City Government of
Bacoor This 15 accomplished through regular, open and effective
communication to ensure accurate. useful, synchronized, targeted
communication and provide confingous information dissemination to meet the
needs of the situation.

7.5 Documented Information
7.5.1 Creating and Updating the Documented Information

The following changes in the processes may necessilale the creation of
néew documents or the revision of existing documents relevant to the
OMS.

L] Change in the scope of certification;
=  Change in the managemean! and/or organizational structure; and
] Change in the procassas_ programs, and services.

The creation orf revision of a document follows the steps indicated in the
Control of Documented Information (CGBCR-OMS-0P-001),

Controlled copies of the City Government of Bacoor documenied
information are igsued W Document Custodians of every
office/departmant/unit by the Document Conlroller who is responsible
for controlling. maintaining, and managing these documenied
miormation,
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The Document Conlroller keeps an updated Masterist of all
documented information, which may be issued as Controlled copies
only. All docuomenied information deemed as Uncontrolled will not be
updated. Controlled copies of the Quality Manual may be provided to
customers and relevant inlerestad parties upon approval of their request
for one.

7.52 Control of Documented Information

The City Governmen: of Bacoor has established and maintains a
documented procedure for the crealion, revision, approval, and
issuance of all OMS documents. The Control of Documented
Information (CGBCR-QMS-QP-001) provides guidance on how fo
accomplish the controls for its documented nformaton.

All documented information under the scope of the OMS must be
reviewed and approved by authorized personnel prior to use. The
Masterist of all documented information provides the basis for the
cufrenl versions of these documenls that must be maintained by all
divisions. Only cument versions of the documents must be available at
their respective points of use. Obsolete copios of controlled and
distribuled documants are identified, retrieved, and properly disposed,
retaining ondy the obsolete original copy of the document.

The City Government of Bacoor has established and maintains a
documented procedure for the identification, collection, indexing,
gccess, filing, storage, maintenance and disposition of quality records
(refer to CGBCR-OMS-0P-002, Control of Records).

All offices/departments/units must maintain relevant quality records to
provide evidince of conformance o the reguirements of the COMS.

Cuality records mus! be legible and stored and retained in such a way
that they are readily reirievable in storage facilities thal provide a
sutable environment to prevent damage, deterioration, or loss

Retention periods of gually records are established, recorded and
maintaned n accordance with ke Records Deposition Schadule.

8.0 Operations

A CONTROLLED copy of thes docurment is mamtained at 21 Ofops anc Depariments of fwe City Govemmen! of Bacoor. The réaded imaml ensuns that
g o any ol copy o 8 controflod dodment o carrmnl aced complata pror e use. The cnginal cogsy of thes documand i mmsngained by the Documant
Cordraliar. The user shaul] secifi 4 confolied oofry af (he ladeal nmesaan of he dotumett s $he Docement Controlier, This documend s

UNCONTROLLED when photocopsed of dowmioscsd fom e website




e - -— e ——— = —————

BACOOR peeReImeoor |
I  Quality Management System  Efiectus Do | February 15, 2024 |
L — — e T =
Quality Manual

| Page No._ 700l 80

8.1 Operational Planning and Control
Operatioral planning of the Cily Government of Bacoor is consistent with iis
mandate. The City Government of Bacoor plans the sequence of processes
and sub-processes required for ils services and programs to meat customer
requirament{s). particutarly the folicwing:

»  Quality objectives for the OMS process scope of the City Government of
Bacoor:

. The need to esiablish processes and documentation and provide
resources and facilities specific to the service requirement provided by
the City Government of Bacoor;

»  Verficalion, validalion, monitoring, inspection, and test activities of the
City Govemmenl of Bacoor, and

» The necessary records to provide evidence of conformity of the
processes, incheding resulls,

The review of the overall performance of the OMS is conducted during the
scheduled internal quality audit to ensure consislency with documeanted
proceduras.

8.2 Requirements for Services
8.2.1 Customer Cammunicabtion

The City Governmaent of Bacoor Top Managemant ensures that the
requirements of all external parties such as customers. stakeholders,
media, congressional, schoolsfuniversities and other audiences ane
met with the aim of enhancing satisfaction in line with the mandaias of
the City Government of Bacoor. This is accomplished through regular,
open and effective communication {0 ensure accurate, useful,
synchronized, tareted communication and continuous information
dissemination to meel the needs of the situation.

8.2.2  Determining the Requiremenis for Programs and Services

The following requirements related to the City Governmen! of Bacoor
programs and services are determinad to ensure that they are met
accondingly:

. Customer-related requirements
. Statlory and reguiatony requirements

823 Rewew of the Requirements of Programs and Servicas
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Requirements identified in Seclion B8.2.2 are reviewed prior to
commitment to customers and stakeholders, Documented information
related to the conduct of the review and its results 15 maintainad by the
city government.

8.24 Changes fo Requiremeanis for Programs and Services

For every change in the requirements of ils programs and services,
the City Govemment of Bacoor ensures that relevani documented
information is amended acconding to the Control of Documented
Information Procedure and thal relevant personnel are made awarne of
the changes made.

8.3 Control of Externally Provided Processes, Products, and

Services

8.3.1  The nature of the City Governmen! of Bacoor's service operations may
requirg use of goods or services done by others to meel customer
requiremenis. As such, the City Government of Bacoor has
gslablished and implements a policy and procedure (0 ensure
purchased goods and services conform to the City Government of
Bacoor's requirements.

The City Governmenl of Bacoor operates with the support from
selected senice providers scch as public works, catening, venua,
printing, ICT, consultancy services, and job orders. The City
Government of Bacoor also mainiaing the responsibility for ensuring
that the expected outputs of these culsourced-zemvice providers are In
accordance with the requiremants of the Cily Government. The City
Goverrment of Bacoor constanlly communicates with the key
personne! of these service providers. Information needed by The
sarvice providers are provided limely, complotely, and accurately to
ensura a smooth flow of the operation.

Other than the routine monitoring and supervision aof the iasks
assigned to a service provider, the City Government of Bacoor
conducis pericdical evaluation on the performance of these
oulsourced-service providers,

8.3.2 Type and Extent of Control

A CONTROLLED copy of thes document i mainizinad it ol Offces and Deparmmands of e Oy Gowermmand of Fiaopor, The rsadier musd éndass ha
s of By GihOF oGy of B condroled documanl 18 curmee and complite pror I6 ws, The tigesl Gogy of this docssmant s macninarad? by the Documanl
Cohiroller, The used thould secuma & conroled copy of e [atesl nmetcn of it docaineit from e Documend Comirolisr, This doument &
UMCONTROLLED whan pilocabiesd o doerioised from T webmild:

['I FRLLET COPY




' ' CITY GOVERNMENT OF |

I BACOOR .' Doc Rel No.: Eﬁﬂﬂﬂ-ﬂ-‘m

| Lﬂua“'h\‘ Management System ;:En-ummu | Febeuary 15,2024 |
: Quality Manual | Ravimon . |1 i

[ Page Mo.: | 72 of BO

The responsible personnel reviews the adequacy of specified
purchasing/outsourcing requirements prior 1o the approval and
processing of mequests, Pror (o acceplance, purchasing personngl
evaluates the purchased products against the specified requirernants
and, when appropriate, secures acceplance by the End User or its
authorized representative, The necessary evaluation, selection. and
re-evaluation of the performance of the supplier and the purchazed
goads and services ane performed by responsible personnal,

8.3.3 Information for Extemal Providers

The City Government of Bacoor ensures the adequacy of
requirements for procurement before they are communicated fo the
external providers. Doing so, the Cily Government of Bacoor
communicales o itz exlemal providers ils requirements for the

following:
a) Complele details of the processes, products and services lo be
provided;

b The approval of:
1. products and sanvices:
2, methods, processss and aqguipmant;
3. the release of products and services;
c} Cornpetence, inciuding any required gualifications of persons,

d)  The interaction of the external providers 1o the City Governmant
of Bacoor,

e} The City Government of Bacoor's application of control and
manitoring of the performance of the external providers: and

N Verfication and validation activities that the City Government of
Bacoor andlor ils customers inlend o perform on the services of the
external providers.,

8.4 Program and Service Provision
B.4.1 Control of Program and Sarvice Prowvision
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Program and service provision is planned and carried out under the
following controlled conditions:

8414 Availability of informational materials that describe the
charactenstics of the programs and services:

8.4.1.2  Availability and use of suitable equipment;

8413 Availability of updated manuals, [atest policies and
guidelines where necessary,

8414 implementation of monitorng and measurement of
process whan necessary,

8415 All service criteria and necessary moniloring and
measuregment shall be defined in appropriate guidefines,
and

8416 Concernad personnel shall ensure that all suitable
equipment and application software necessary 1o the
provision of the City Government of Bacoor services where
necessary shall be maintained at all time,

842 The validation of service provision is established to meel the service
characterislic where resulting output of the service reguirement cannol
be verified by monitoring and measurement devices.

E84.21 The delivery of the City Government of Bacoor programs
and semvices iz being monitored and measured throwgh
validation. Validation of delivery and processes of the City
Govermment of Bacoor programs services demonstrate
the ability of these processes to achieve planned results.

B4.22 Arrangement is established for these processes as

applicable from the following:

B4.221 Defined criteria for review and approval of
the processes

B4.222 Approval of eguipment and qualification
of personnel

84223 Uszse of specific melthods and procedures
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8.4.224 Revalidation

843 identification and Traceability

This provision is established to idenlify and analyze the problems
arising al any stage in the delivery of the City Government of Bacoor
programs and services for iniliating corrective action.

B4.3.1 The City Government of Bacoor services are identified,
where appropriate. by suitable means throughout service
operations.

8432 The unigue identification of these sendces, where
traceability iz a requiremant. iz controlled and recorded.

844 Property Belonging to Customer or Extemal Provider

This is o prolect and safeguard propertes of cuslomer or exlemsal
provider provided for use into the City Governmen! of Bacoor
oparalionsg.,

8441 Froper care is taken on these properties, when it iz under
custody of the City Government of Bacoer (e.g.. customer
informalion, elc. ).

8442  These properties provided for use or incorporated into the
service are idenlified, verfied, protected, and
saleguarded.

845 Preservation

This is established to ensure the conformity of service during internal
procassing and delivery of service to customers.

8451 The conformity of the City Government of Bacoor services
during processing iz preserved.  This incluedes
idenlification, handling, confidentiality. commitment, and
protection,

8452 The service rendered o customers shall be in accordancea
with the standard of the City Government of Bacoor.
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846 Post-Delivery Activities

The City Gowvernment of Bacoor determunes the post-delvery aclivilies
assoCialed with ils programs and services during the operational
planning phaze. The Ciy Govemnment of Bacoor considers the
fodlowing in delermining the extant of post-delivery aclivilies requined
for its programs and services:

B486.1 statutory and reguiatory reguiremeanis:

8462 the potential undesired consequences associated with its
programs and services,

8.4.6.3 cusiomer requirements; and
B464 customer feedback.
8.4.7 Contral of Changes

The City Governmeni of Bacoor reviews and controlz both planned

and unplanned changes to processes to the extant necessary fo
ensurg continubng conformety with all reguiremants.

8.5 Release of Services
Acceplance oriterna for services are defined o appropriste subordinate
documentation. Reviews, verification and validation are conducted at
appropriale slages to verify thal the service requirements have been mel. This
i5 done before sorvices or products are reloased.

Each process utilizes different methods for measuring and releasing services.

8.6 Control of Non-Conforming Outputs
The City Governmeant of Bacoor has eslablished and maintains a documented
procedure o ensure thalt service thal does not conform to specified
reguirements is preventied from delivery lo the chent'cuslomer and cilizens,

The Control of Nonconformity Procedure (CGBCR-QMS-QP-03) provides
for the identification, evaluation, disposition and recording of nosconfarming
senices and for nolficalion to the functions concemed,

Monconforming services are reviewed in accordance with documented
procedures and may be rewnrkoed,
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If a service does nol confarm to the Terms of Referance or o the agreed output
a3 set forth during the contracting process. the responsible authonty should be
able to maka the necessary comective measures.,

9.0 Performance Evaluation

9.1 Monitoring, Measurement, Analysis and Evaluation
9.1.1 The City Government of Bacoar shall plan and implement manitoring,
measurament, analyss, and improvement processes nesded (o

5111 Demaonsirate conformity to adhera 1o applicabla legal and
stalutory requirements:

9.1.1.2 Ensure conformity to the QMS: and.
8113  Continually improve the effectivenass of the OMS,
9.1.2 Customer Satisfaction

The City Government of Bacoor will ensure that Feedback from Surveys
conducted guarterly, Comments from Social Media, lelters and emails,
Interviews, Mesatings will be properly addressed, This will be used for
Palicy formulation, Continuwous improvement of our parks and services,
and inputs for Strategic Planning.

As & machanism to measure the performance of the established QMS,
the City Government of Bacoor monitors implementation of the system
through perodic conduct of Intermal Cuality Audils (as defmed under
Internal Quadity Audit Procedure, CGBCR-OMS-0P-005),

Likewise, process monitoring is done on a regular basis to keep track
of process performance in lerms of accomplishmenls. tmeliness.
financal accrual, eic.

8.1.3  Analysiz and Evaluation

The City Governmani of Bacoor uses apphcabla statistical technlgues
and iools o estabhish, control and venfy process capability and
characionsics, Data on cusiomer salisfaction survey, conformity 1o
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product and process requirements and supplier performance are
analyred on a regular hasis.

Graphs, diagrams, trend analysis, and vanance analysis are the most
common fools used for date analysis depending on the information
needs of managemen! during review mestings.

9.2 Internal Audit

The City Government of Bacoor has established, implements, and maintains a
documented procedure to venfy whether quality activities and related results
comply with planned arrangemenis and o determine the effecliveness of he
QMS. The IOA procedure is established in the Internal Guality Audit
Procedure (CGBCR-QMS-QP-005). Interal quality aud:ts are conducted on
a regular basis as scheduled n the annual Audil plan and can only be
performed by trained auditors who are independent of the specific acfivities on
areas being audilad.

The results of the audits are recorded and reported. The report contains delails
of:

B. non=-conformities found during the audit,
b. rool-cause analysis; and,
C. correclive actions including dates of completion and follow-up audil,

These findings are brought to the altention of the personnal having
responsibility in the audited area. The Deparilment Head shall make limely
correcive actions on the deficiencies found duning the audit.

Follow-up audil activilies are conducted for the purpose ol venfying and
recording the implementation and effectivenass of the corrective actions taken.
IQA resulis are rendered and maintained by tha IQA Team.
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3.3 Management Review

9.3.1

The review of the establshed qualty management system is conducted
al leas! once a year or whenever deemed necessary by the Top
Managemaent o ensure continuing suitability and effectiveness of the
system in satisfying the requirements of customers/clients, citizens. and

olher stakeholders.

8.3.2 Management Rovew Inputs

The review may cover, but nol limited to, the following agenda items:

Matlers arisang lrom the pravious managemaent review meeling

Changes in rrltEmaI and external issues that are relevant fo the
QMs

Resulls of internal and external quality audits

Customer leedback and satisfaction results

Project performance and productiservice conformity

Stalus of comective actions

Adequacy of resources

Changes thal could affect the quality management system
Effectiveness of actions taken o address risk and opportunities

Achons taken on recommendations for improvement

933 Managemen! Review Outputs

The pulpuls of the management review include the decisions and
actions relaled to the folowing:

opportunities for improvemaent;
any need lor changes to the OMS; and

resource neads.
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Tha agenda ol the management review is prepared by the OMS Leader
and distnbuted 1o all concemed. Minutes of the managemeant review are
recorded and maintained by the LGOMC, Resulls of the review are
provided to the QMR and/or Heads for proper reporling to the Top
Managemen! during deparimeant mastings.

10.0 Improvement

10.1 Nonconformity and Corrective Action
The City Government of Bacoor has established, implements, and maintains a
documented procedure for corrective actions in order to: efficiently and
adequately address non-conformities. and ebminale the causes of actual non-
conformities in the OMS hased on QA repors, third-party audit report, etc. and
in its products and services.

The Corrective Action Procedure (CGECR-QMS-QP-004) includes:

1WA effective handiing of customer complaints;

10.1.2 investigating the causas of non-conformities and recording (he
results of such investigations;

10.1.3 determining the comeclive aclions needad 1o sliminale the
causas of non-conformities;

10.1.4 determining the steps needed to deal with any polential problam
requinng preventve actions,

10.1.5 formulation, application, and implementation of controls 1o
ensure  the mmplementalion of correclive aclions and jis
effectivity;

10.1.6 racording changes n procedures mesuling from  comactve
actions;

10.1.7 use of appropriate information such as audit resulls, quality

records, service reporls and customer complainis o delecd,
analyze and eliminate polential causes of non-conformities:
and,

10,18 ensuring that relevant informaton on actions taken is submitted
for managemeant review,
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10.2 Continual Improvement
Continual improvement i5 a permanent abjactive of the City Governmaent
of Bacoor. As such, vanous mputs are considered for conlinual
improvement such as quality policy, objectives, audil findings, analysis
of performance data, correclive and preventive actions and perfformance
review meatings
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