1. Lingkod Bayan Newsletter

SERVICE PROCESSES

TIME FORMS AND
STEP PROCEDURE PE'T_&%%EN DURATIO DOCUMENTS FEES
N NEEDED
1 Writing articles for Lingkod Rovi Viloria, 1 Week i i
Bayan
va_l Viloria 1 Week
_— . Cristine Arce
2 Compilation of articles . before -
Rico Olanda o
editing
Tez Valencia-
. . Navarro, -
3| Lingkod Bayan Newsletier | J9MnMark | 1week | COTRAENGL
9 y Collins Mata
. Tez Valencia- Lingkod Bayan
4 Proofreading Navarro 1 day Draft -
Skylimit 3t04 Hard Copy & Soft
5 Printing Printing (c/o davs Copy of the -
Eduardo Olea) y Newsletter Draft
Lingkod Bayan
6 Circulation Rico Olanda 3 days Newsletter & i

Aaron Adamos

Acknowledgement
Receipt




2. Photo and Press Releases

TIME FORMS AND
STEP PROCEDURE Piﬁi%’\éllzl\' DURAT DOCUMENTS FEES
ION NEEDED
Orlando Balila,
J.Warren
. . Magboo, John
1 Attendlngécvgr(])tverlng the Mark Collins Daily i i
Mata, ,affy, Rovi
Viloria, Patricio
Boncayao Jr.
Tez Valencia-
> Making Draft of Press Navarro, Marvin Dail i i
Release / Photo Captioning | Kenneth Santos, y
Rovi Viloria,
Editing Press Release / Tez Valencia- Be.fore
3 2:00 - -
Photo Release Navarro
PM
4 Sending Press Releases Rovi Viloria Daily - -
5 Daily Newspaper Monitoring giréso'u(n)?aﬁ:jc; Daily - -
Sending News Releases to
Mayor Jaime Fresnedi and Rovi Viloria, .
6 , Daily - -
other responsible
department
Uploading news releases to
7 Lingkod Bayan Facebook Cristine Arce Daily - -

Page




3. Photo Coverage for Lingkod Bayan Newsletter/Social Media/Photo Album

STEP

PROCEDURE

PERSON-IN-
CHARGE

TIME
DURATIO
N

FORMS AND
DOCUMENTS
NEEDED

FEES

Get the schedule

Teresita V.
Navarro, Dan
Angelo de
Jesus, Orlando
Balila & J.
Warren
Magboo

Depends
on the
event

Attending and Covering the
Event

Dan Angelo de
Jesus, Orlando
Balila, J.
Warren
Magboo & Rovi
Viloria as writer
Christian
Calmerin

Depends
on the
event

Photo Enhancement

Dan Angelo de
Jesus,
Orlando Balila,
J.Warren
Magboo
Christian
Calmerin

2-3 hours

Photo Captioning

Rovi Viloria,
Dan Angelo de
Jesus,
Orlando Balila,
J. Warren
Magboo

15-20
minutes

Upload Photos in Social
Media

Teresita V.
Navarro,
Patricia Perido,
Dan Angelo de
Jesus,
Rovi Viloria,
Orlando Balila,
J.Warren
Maghboo

1-2 hours

Photos for Lingkod Bayan
Newsletter

Orlando Balila,
J.Warren
Magboo,

Dan Angelo de

Jesus,

1 week

Photo Album

John Mark
Collins Mata /
Dan Angelo de

Jesus
Rico Olanda

1 day




4. Social Media

TIME FORMS AND
STEP PROCEDURE Piﬁi%’\é:z'\' DURATIO DOCUMENTS FEES
N NEEDED
Daily announcements, Teresita V
updates & news from . 30
1 - Navarro, , Rovi : - _
different I minutes
o Viloria, ez
departments/organizations
" Rovi Viloria,
2 ostel;/?ﬁgui(?Srllglgr?t/dhotos John Mark 1-3 hours i i
P P Collins Mata
. . Teresita
3 UpIoagilng and_ feeding of Navarro. Rovi _30 i i
information/s . minutes
Viloria
Monitoring all Teresita
4 announcements, updates, & | Navarro, Rovi 3 hours - -
news in the city Viloria
5 Compl!auon of concerns, Rovi Viloria 3 hours - -
suggestions and comments
Send the concerns to Mayor
6 Jaime Fresnedi and to the Rovi Viloria 2 hours - -
responsible department
7 Compilation of all social Rovi Viloria 1 hours i i

media documents




5. Video Coverage for Lingkod Bayan TV

STEP

PROCEDURE

PERSON-IN-
CHARGE

TIME
DURAT
ION

FORMS AND
DOCUMENTS
NEEDED

FEES

Schedule of the event /
shoot

John Mark
Collins Mata,
Christian
Calmerin,
Christian
Calmerin, Mark
Daryl Argon,
Rico Olanda, J.
Warren Magboo,
Dan Angelo De
Jesus

Depend
s on the
event

Attend the event / conduct
the shoot

John Mark
Collins Mata,
Christian
Calmerin,
Christian
Calmerin, Mark
Daryl Argon,
Rico Olanda, J.
Warren Magboo,
Dan Angelo De
Jesus

Depend
s on the
event

Compile & Transcribe all
videos

John Mark
Collins Mata &
Rico Olanda
Christian
Calmerin

5 hours

Create script for TV

Rovi Viloria
Mark Daryl Argon

8 hours

John Mark
Collins Mata,
Aaron Adamos

Compile & Transcribe all
videos

John Mark
Collins Mata,
Rico Olanda

5 hours

Video Editing

Christian
Calmerin, Mark
Daryl Argon,
John Mark
Collins Mata

8 hours
- 2 days

Compiled &
Transcribed
videos / Script

Send Edited Episode to
Cablelink for airing

Rico Olanda

2 hours




6. Audio Visual Presentation Production

TIME FORMS AND
STEP PROCEDURE Piﬁi%’ég\l DURAT DOCUMENTS FEES
ION NEEDED
1-2
1 Forward the proposal Mark Daryl Argon days - -
. . Mark Daryl Argon 1-2
2 Create shooting script & Rovi Viloria days - -
,ohn Mark Collins
Mata, Aaron
Adamos 12
3 Shooting / Taping Mark Daryl d Script -
ays
Argon, John
Mark Collins
Mata
. . John Mark
4 Compile anq Transcribe all Collins Mata, 5 hours ) )
Videos ;
Rico Olanda
Christian 8 hours
5 Video Editing Calmerin, Mark Script -
- 2 days
Daryl Argon
Depend
6 Presentation Mark Daryl Argon | s on the - -

event




