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Marketing and Promotions Excellence 

Quality 
Management 

System 
98% Up-time 

(Number of 
Up-time 

Hours /24 
hours) x 

100 
 

Preventive 
Maintenance 
Schedule for 

I.C.T.  
Infrastructure 

Conduct daily 
monitoring of the 
Server utilization, 

Network 
Infrastructure 

status and 
Internet 

connection. 

None 
Information 
Technology 

Officer 

01 -31 of the 
month / Year-

round 

Daily Monitoring of 
I.C.T. Server, 

Network 
Infrastructures and 

Internet 
Connection 

(QF-MISD-02) 

Daily 
Monitoring 

 
Monthly 

Evaluation 

Daily Monitoring 
of I.C.T. Server, 

Network 
Infrastructures 

and Internet 
Connection 

(QF-MISD-02) 

Organizational Effectiveness 

Quality 
Management 

System 

100% 
Implementa
tion of the 
Preventive 

Maintenanc
e Plan for 

I.C.T. 
Equipment 

(Number of 
I.C. T. 

Infrastructu
re 

Maintained 
as planned 

/ Total 
number of 

I.C. T. 
Infrastructu

re 
Maintained 

Preventive 
Maintenance 
Schedule for 

I.C.T. 
Infrastructur

e 

Consistently 
monitor the 

implementation of 
Preventive 

Maintenance Plan 
of I.C.T. Equipment 

 
 

None 
Information 
Technology 

Officer 

January – June 
 

July  -
December / 
Year-round 

Semi-annual 
Preventive 

Maintenance 
Summary Sheet 
(QF-MISD-07) 

Semi-Annual 

Semi-annual 
Preventive 

Maintenance 
Schedule Plan 
(PL-MISD-01) 

 
Semi-annual 
Preventive 

Maintenance 
Monitoring of 
I.T. Hardware, 
Software and 
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as planned) 
x 100 

Information 
System 

(QF-MISD-03) 
 

Semi-annual 
Preventive 

Maintenance 
Summary Sheet 
(QF-MISD-07) 

Quality 
Management 

System 

100% of ICT 
problems 

are 
attended/ 
diagnosed 
within 2 

hours upon 
receipt of 
request 

 

(Number of 
Requests 

attended/d
iagnosed 
within 2 
hours / 
Total 

Number of 
Requests 

Received) x 
100 

 
 

Corrective 
Maintenance 

for I.C.T. 

Ensure I.C.T. 
Request Form is 
forwarded to the 

proper Information 
Technology 

Officer/s and 
attended to within 

the prescribed 
times required 

None 
Information 
Technology 

Officers 

Per month / 
Year-round 

Monitoring 
Logsheet of I.C.T 

Request (QF-MISD-
05) 

Daily 
Monitoring 

 
Monthly 

Evaluation 

I.C.T. Request 
and 

Maintenance 
Report Form 
(QF-MISD-01) 

 
Monitoring 
Logsheet of 

I.C.T. Request 
(QF-MISD-05) 
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Quality 
Management 

System 

Zero back-
job 

Actual 
Number of 
Back Jobs 

Corrective 
Maintenance 

for I.C.T. 

Double check the 
diagnosis of the 
problem and the 
recommendation 

for solution to 
ensure accuracy. 

None 
Information 
Technology 

Officers 
Year-round 

Monitoring 
Logsheet of I.C.T 

Request (QF-MISD-
05) 

Monthly 

I.C.T. Request & 
Maintenance 
Report Form 
(QF-MISD-01) 

 

Monitoring 
Logsheet of 

I.C.T. Request 
(QF-MISD-05) 

Quality 
Management 

System 

0 Incidence 
of Data Loss 

Actual 
Number 

Data Loss 

Back-Up and 
Recovery of 
Data/System 

Consistently 
monitor status of 
the back-up files 

against the actual 
files to ensure 

implementation of 
quarterly back-up 

None 
Information 
Technology 

Officers 
Year-round 

Quarterly Back-up 
Report  

(QF-MISD-08) 

Quarterly 
Evaluation 

Quarterly Back-
up Report  

(QF-MISD-08) 

Financial Efficiency 

Budget 
Utilization 

90% of 
Utilization 

of MIS 
Department 

Budget 

(Actual 
Expense / 
Approved 
Budget) x 

100 

Not 
applicable 

Consistently 
monitor budget  

utilization 
 

Ensure 
implementation of 

PPMP 

P26,804,000.00 Department 
Manager Year-round 

MISD Budget 
Utilization 
Monitoring 

Monthly 
monitoring 

 

Quarterly 
Evaluation 

Monthly Budget 
Utilization 
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Division Chief / Officer-in-Charge / Process 
Owner/s Department Manager / Officer-in-Charge Chief Operating Officer 

 


