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Department of Social Welfare and Development

MEMORANDUM
TO : ALL DIVISIONS
National Program Management Office
Pantawid Pamilyang Pilipino Program
FROM : THE NATIONAL PROGRAM MANAGER
Pantawid Pamilyang Pilipino Program
SUBJECT : APPROVED GUIDANCE NOTES ON RESOLVING

DUPLICATES AND OTHER DATA INCONSISTENCIES IN
PANTAWID PAMILYANG PILIPINO PROGRAM

DATE : November 10, 2020
This is to share with you the approved Guidance Notes on Resolving Duplicates and
Other Data Inconsistencies in Pantawid Pamilyang Pilipino Program for your

information and reference in handling duplicates and data inconsistencies during the
implementation of the program. (Please see attached).

For queries and other concerns, please directly coordinate with Risk Management
and Quality Assurance Division at rmgad.npmo@gmail.com.

Thank you.

e

DIRECTOR GEMMA B. GABUYA

DSWD Central Office, IBP Road. Batasan Pambansa Complex, Constitution Hills. Quezon City, Philippines 1126
Email: osec@dswd.govph Tel. Nos.: (632) 931-8101 t0 07 Telefax: (632) 931-8191
Website: hup:/www.dswd.gov.ph
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TO : ALL DIVISIONS
National Program Management Office
Pantawid Pamilyang Pilipino Program

FROM : THE NATIONAL PROGRAM MANAGER
Pantawid Pamilyang Pilipino Program

SUBJECT : APPROVED GUIDANCE NOTES ON RESOLVING
DUPLICATES AND OTHER DATA INCONSISTENCIES IN
PANTAWID PAMILYANG PILIPINO PROGRAM

DATE - November 10, 2020
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information and reference in handling duplicates and data inconsistencies during the
implementation of the program. (Please see attached).

For queries and other concerns, please directly coordinate with Risk Management
and Quality Assurance Division at rmgad.npmo@gmail.com.
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Email: osec@dswd.govph Tel. Nos.: (632) 931-8101 to 07 Telefax: (632) 931-8191
Website: hup:/www.dswd.gov.ph
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Department of Social Welfare and Development

MEMORANDUM

FOR

‘ e Pantawid Pamilyang
- ) Pilipino Program

DIRECTOR GEMMA BORJA GABUYA
NATIONAL PROGRAM MANAGER

THROUGH

SUBJECT

DATE

Pantawid Pamilyang Pilipi

DIR. VENUS F. REBULDELA
Deputy Program Manager for Operations

DIR. ERNESTINA Z. SOLLOSO }/1)5( :
Deputy Program Manager for Support

Guidance Note on the Validation of Duplicates
Individuals/Members in the PPIS and MCCT

September 17, 2020

/%M S(;{}' CTiad

We respectfully submit for your approval of the Guidance Notes on Resolving
Duplicates and other Data Inconsistencies in Pantawid Pamilyang Pilipino Program.
This guidance notes were already passed upon.by the Field Offices
technical personnel. Also, representatives from concerned Divisions in NPMO
participated in the meetings and provided their inputs to finalize the said document.
Attached is the summary/matrix of inputs from FOs which we incorporated in the
guidance notes. ‘

Thank you.

ATTY. MAC

/.

RIO M. DE VILLA

thru their

3

B3SWD Central Office, IBP Road, Batasan Pambansa Complex, Canstitution Hills, Quezon City, Philippines 1126

Email: osec@dswd.gov.ph Tel. Nos.: (632) 93 1-8101 10 07 Telefax: (632) 931-8191
Website: htypid/wwwidswd.goviph F
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GUIDANCE NOTES ON RESOLVING DUPLICATES AND OTHER DATA
INCONSISTENCIES IN PANTAWID PAMILYANG PILIPINO PROGRAM

" I. RATIONALE

Pantawid Pamilyang Pilipino Program is continuously challenged by duplicate
households since the early days of implementation. After 10 years of the program,
data integrity in terms households which were registered twice or more still exists. -
The Commission on Audit (COA) and other institutions have pronounced several
times that duplicity of households in the database need urgent and concrete action.
To address the matter, the National Program Management Office (NPMO) conducts

continuous data cleansing and reflects appropriate tagging in Pantawid Pamilya
Information System (PPIS).

Efforts to resolve duplicity issues of households resulted to cleansing of the,
database and delisting of those found with double entries. However, keeping PPIS
free from duplicates is a challenge that must be overcome by the Program. Also, the
increasing number of pending validation in the Field Offices means prolonged
resolution of the eligibility issue of the households and non-receipt of grants because

they were tagged as CS 19 — Grants Temporarily On-Hold for more than (2) two
years to some.

Thus, the NPMO through the concerted efforts of concerned divisions
promulgates these guidance notes to resolve duplicate households in PPIS, prevent

its occurrence and maintain zero duplicity.

A Unique-fied approach shall be adopted which includes collaboration and
cooperation of all involved in data processing of the Program such the Management,
Regional Supervisors, System Users and Focal, Field Workers and the Beneficiaries
themselves.

ll. LEGAL BASIS 1=
A. Republic Act No. 11310 or the Pantawid Pamilyang Pilipino Program (4Ps)
Act - The State shall promote a just and dynamic social order thereby uplifting
" its citizens: and marginalized sectors from poverty through policies that
provide adequate social services, promote full employment, a rising standard

of living, and an improved quality of life for all.

ll.OBJECTIVES |
' o To address duplicate issues within and across the programs for thet.

purpose of overall data clean-up

e To guide Field Implementers in handling cases that needs to be validated
and resolution of household case.

o To define the key roles and tasks in mamtammg data integrity of the
Program at all levels of implementation.
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IV. SCOPE AND DESCRIPTION
These guidance notes cover processes both in the NPMO and RPMO levels
! as there are necessary Pantawid activities that has direct implication on the grants
3 received by the households and may cause duplicates and other data
§ inconsistencies. These are the following:
1. Reactivation of households (i.e. Code 15 to Code 1 and Code 19 to Code 1);
: = . 2. Registration of households
; 3. Mainstreaming of Modified Conditional Cash Transfer (MCCT) beneficiaries to
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4.

regular CCT and PPIS
Updating of Beneficiary Data (i.e. additional member from neWbom :
succeeding pregnancy and child coming back) '

_ Understanding the dynamics of these causes will equip the Program and its
personnel to address and prevent duplicates.

V. IMPLEMENTING GUIDE

To address these issues and maintain the data integrity of the program, the'

all-player approach as shown below shall be adopted:

Y
NPMO
promulgate policies, ensure QA,

| provide resources, cascade |
' identified HHs, monitoring and |
L technical assistance k)

/

|
i
i
i
}
H

Ve, 4 foury vy

report double registration,
accomplish form properly
and submit accurate data, |
adhere to program policies

Beneficiaries RPMO

monitor validation, cascade
policies, timely feedback
report on validation result

Supervisors/System \.
Focal

C/MLs, SWASs, !
l Encoder

ensure adherence to service

s ST S nn in wemplia
{1!‘ N . Integrlty rrgzasures, provide TA
g 2 1 to field workers, perform first
-a_;curate level data QA, monitor and

_ submit properly fille

report validation results
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All-Player Dynamics fo Resolve Duplicates

As shown by the illustration above, the Pantawid team from the National
Program Management Office (NPMO) to the Field Offices will perform specific
functions to address duplicates. The link is two-way for an enhanced flow of
coordination but the actual action in resolving duplicates and other data
inconsistencies is performed by the accountable office. Even the beneficiaries

themselves will play a crucial role in said task which will be oriented to them by the
CMLs. In particular:

- 1. The NPMO is responsible for policy development that will guides resolution
of duplicate entries in PPIS. Also, shall provide approved timeline as guides in
Pantawid Activities. Meantime, NPMO shall perform Quality Assurance initiative to
detect the error while pending approval on the decentralization. NPMO shall cascade

the detected HHs to the FOs for validation Necessary resources for addressing -
duplicates shall also be provided by NPMO such as technical assistance and the -

like. Lastly, it shall monitor and make needed follow up to the FOs for validation
result of cascaded HHs. :

2. Regional Program Management Office (RPMO), shall also perform initial
Quality Assurance to predetermine or detect the error and cascade the detected HHs
to the field implementers. , Also, responsible in ensuring that all cascaded HHs for
validations are acted upon within prescribed timeline, through its existing structures.!
To achieve this, it shall regularly monitor validation result which are due for
submission by the concerned personnel such as the C/MLs and SWAs. Finally, it

shall provide feedback on the policies handed down by NPMO for enhancement.

3. Supervisors/System Focal such as the Regional Program Coordinator,
Provmc:al Link and the Social ‘Welfare Officers in the provinces will be ensure
adherence by systems focal to service standards in processing data. This includes
process of registration of new HHs, updating of data, reactivation, and validation of
those detected to be possible duplicates. All these activities are performed by the
system focal and these Supervisors shall ensure quality of output early on. They
shall provide technical assistance (TA) to these focal and shall see to it that quallty
assurance at the data source is performed.

4. City/Municipal Links and Social Welfare Assistants shall be responsible in
effective caseload management by analyzing the data of the HHs assigned to them,
detect and act proactively on their findings. Specifically, they are to orient on the
Oath of Commitment, re-orient HHs consistently on proper filling up of forms,
conduct accurate validation through a bottom-up duplicity check approach in

identification of HHs/member possible duplicates based on approved timeline. Make -

accurate data entry in reports, analyze the monthly HHs list provided to them for
possible duplicity or data inconsistencies. -

CMLs shall carefully check the forms accomplished and other documents
- submitted by HHs to detect inconsistencies early on..Special attention shallbe given

t

\
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to reactivation of member, additional member and child/member returning (newborn,
succeeding pregnancy and chi/d coming back to be included as part of the roster.

5. Beneficiaries as the data owner and ultimate data source shall ensure no

doubte registration on their part. They shall not split the members of their HHs to be

or coordinate with the Program if any of their members are registered in another HH.
Beneficiaries shall aware on the consequences (as stated in Sec 24 of the RA
11310) for falsification of documents/fraud, misrepresentation, etc.

During updating, beneficiaries shall secure valid supporting documents such

as birth/marriage certificate and allowed alternate documents to members of IP
group. Moreover, beneficiaries shall accomplish forms properly and adhere to
program policies providing for timeliness.

VI.

A.

1)

5)

6)

7

9)

RISK MANAGEMENT MEASURES PER CAUSES OF DUPLICATES

Reactivation of Households which is one of the causes of duplicates or tagged
as CS 19 — Temporary Grants shall be resolved using the below processes:

Reactivation of households’ status from inactive to active shall undergo quality
assurance at the Regional level and a feedback shall be provided periodically to
NPMO for immediate action. X
The BDM Focal shall provide the RMQA Focal the list of HHs for reactivation who
shall match all its members with all other individuals in PPIS to detect any
possible duplicity. Result of matching shall be submitted by RMQA Focal not later
than seven (7) days from receipt of list.

In case of duplicity, the HH shall not be reactivated and such recommendation
shall be submitted to the Regional Project Director.

The RPMO, through the BDM Focal, shall validate/review the detected duplicates
in the household if there are other distinct and eligible member/s for monitoring. If
there is none, the entire HH shall not be reactivated.

Validation process herein mentioned and the submission of periodic report to the
NPMO shall be made according to the period provided by the Ease of Doing
Business ACT (EODB,).

The RPMO, through the BDM Focal, shall facilitate the reactivation of households
identified as Intra-Regional (within the region, province, municipality and
barangay). However, if is identified with Inter-Regional (duplicate in other regions)
a Change Request Form (CRF) for the reactivation of HHs shall be executed only
by the NPMO if the recommendation clearly shows that the HH is not duplicate,
or it has no duplicate member.

RPMO shall ensure that no duplicate HH or member will be reactivated.

The Cluster Grievance Officers (CGO) shall check any erroneous reactivation of
households if there is possible negligence by staff and the concerned personnel
may be soughtto explain.

Actions taken on the recommendation shall be echoed to the concerned
RPMO/POO/MOO.

} ¢ i
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B. Registration of new HHs to PPIS

1) Registration/Replacement of beneficiaries shall undergo QA to ensure that data
. is clean and reliable before adding them in the database.

2) RMQAD shall receive the list of HHs for registration to perform the following:

I. Duplicity Check

a.

oo

<oy

l.

Match all members of the HHs with all the members in the list to first detect
duplicity within the data set and immediately segregate all findings. .
Proceed in matching the remaining members of all HHs for registration to all
other members of HHs already existing in the database (PPIS or otherwise) to
detect any duplicity.

Report the detected duplicates for segregation and proper action.

HHs that will be found with no member duplicates may proceed in registration.’

t

HHs with detected duplicate member/s but with other eligible unique children . '

may be validated by the RPMOs for updating through Update 8 if the -
- member/s is actually part of the household after cleaning of their profile/roster.
" Only HHs without any duplicate member shall be provided to the RPMO for

registration.

RPMOs are enjoined to re-check the HHs for registration provided for another
level of quality assurance.

. RMQAD shall ensure regular checking of HH duplicity every after approval of

registration and prior to initial payment processing. t

Data Inconsistency Check

Analyze the entire dataset for any inconsistency in the information, ie., no
household head, names with special characters, no middle name, sex versus
pregnancy status, conflict of HH ID, etc.

Prepare and submit report to the concerned Divisions for appropriate action.
Provide feedback to NHTO on data inconsistencies found in the datasets for
possible correction.

Monitor the action taken on the findings submitted through requesting
feedback from the Divisions.

PMED shall facilitate data migration by ICTMS of the clean list of beneﬁcnanes
ICTMS will facilitate the ECR or Eligibility Check and migrate the data and
tagged them as CS-9 pending registration.

RMQAD shall ensure regular checking data inconsistencies of HHs under CS
9 and CS 21 prior to initial payment. '

:3) NPMO shall enhance the system to capacitate it in detecting any member of HHs -

already existing in PPIS. This auto detection enhancement shall be undertaken
continuously.

C. Mainstreaming/Integrationof MCCT and RCCT

Pre-Mainstreaming/Integration:
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1)
2)

4)

S)

2)

The concerned Division shall prepare concrete guidance notes to

mainstream/integration of the MCCT HHs in PPIS.

Create a task force that will monitor the progress of the integration and

identified risk that may occur during the integration.

Mainstreaming/Integration of MCCT beneficiaries to the RCCT (PPIS) will

undergo QA to ensure that data are clean and reliable.

ICTMS shall check the compatibility of data format to allow

migration/integration from MCCT-IS to PPIS.

RMQAD shall perform the following steps:

a. Analyze MCCT data for any inconsistency i.e., no household head, names
with special characters, no middle name, sex versus pregnancy status,
conflict of HH ID, etc.

b. MCCT through the RPMO shall ensure updated data of beneficiaries prior
to integration.

RMQAD shall check if any MCCT beneficiaries for mainstreaming/integration
are already registered in the PPIS including the archives table to detect .

- duplicate entries, and:
~ a. Provide  complete findings of possible duplicates for exclusion in

integration or validation.

b. Recommend the tagging of detected HHs to Code 19 in both PPIS and
MCCTIS while validation is on-going. Said tagging shall be made not later
than three (3) days from the time of detection.

c. MCCT shall prepare a Memorandum. for the concerned field offices to,
conduct validation of duplicates in accordance with the protocols.

d. Monitor the action taken on the findings submitted through requesting
feedback from the OBSUs.

During-Mainstreaming /Integration of MCCTIS and PPIS:

1
2)

ICTMS will facilitate the actual integration of data and provide immediate
feedback to the concern offices.
NPMO shall monitor the integration of HHs to PPIS.

Post-Mainstreaming/Integration:

1)

2)

)

BDMD and MCCTD shall check if the HHs are successfully integrated without
any discrepancies on the household ID and beneficiaries’ information.
RMQAD, on the other hand, shall conduct further checking of the data
inconsistency and duplicity upon migration.

After confirmation MCCTD shall facilitate the appropriate tagging of MCCT
beneficiaries in MCCTIS to avoid overpayment and notify the RPMO.

RPMO will provide feedback to the concerned MCCT beneficiaries that they
are already migrated in the RCCT. (See attached template) '

D. Updating of Beneficiary Data

Pre-Updating: Check Data Inconsistencies and Duplicates:

1) All updating activities of any type shall be completed following the ex1stmg

procedures set in the Operations Manual and Service Standards.

t
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2) Currently, the PPIS is not capacitated to detect if the additional member
requested for inclusion in the roster already exists. Hence, we propose to
enhance the system for auto detection capacity of member requested for
inclusion in any roster as updates (i.e. new born, child from succeeding
pregnancy, member coming back, etc)

3) RMQA Focal shall conduct regular checking of encoded updates within the
region and provide report to the Regional Project Director coursed thru other
concerned officials and supervisor.

4) Possible Duplicate entries will be endorsed to the BDM Focal for action in
coordination with the CMLs.

5) NPMO will also perform QA on encoded updates nationwide to ensure data
integrity before approval.. This activity shall be in accordance with the
approved timeline and report shall be provided immediately to the RPMOs for
rectification of findings before approval.

B8) Different update types, especially those which affect grants, shall be looked
into, i.e., age versus grade level, sex versus pregnancy status, age versus

pregnancy status, in-school children versus grade level, in-school children

versus facility name, etc.

Post-Updating:
1) Not later than three (3) days after approval of updates, RMQAD shall perform
another QA to detect unacted findings reported.
2) The findings, if any, shall be forwarded to the RPMO for validation/rectification,
not later than three (3) days after checking.
3) NPMO shall monitor the action taken on the findings through the validation
report submitted by RPMOs.

VIl. VALIDATION OF IDENTIFIED AND POSSIBLE DUPLICATES

In accordance with updating procedures currently existing, timeliness of
validation and submission of reports to the NPMO shall be ensured by the
supervisors in RPMO. Reports of validation shall be initially reviewed by the BDM
focal and concurrence by CGOs to check for possible fraud and inaction/negligence
(staff). Any findings shall be returned immediately to the CMLs for rectification.

RPMO shall submit complete validation report not later than 20 days upon
receipt of the Memorandum from the NPMO. _

All pending validation shaﬂ be finished by the RPMO following the Ease of

Doing Business prescribed timelines in processing documents with a maximum-

period of twenty one (21) days with complete staff work.

 Activities on validation of duplicates and data inconsistencies shall be

included in the Individual Performance Contract (IPC) of RPMO staff.

NPMO through BDMD or RMQAD shall monitor submission of validation
results in accordance with the approved timelines. A communication to the

before the due date of submission of report if none has been submitted yet.

i

“concerned FOs following up-validation-result-shall-be-sent-at-least-three(3)-days-——




Vill. MONITORING AND EVALUATION

Monitoring and evaluation of existing processes to resolve duplicates in
Pantawid Pamilya Information System (PPIS) shall be initiated by the NPMO in

consultation with RPMOs. Proper enhancement shall be made based on the
emerging circumstances and contingencies.

BDMD and RMQAD shall take the lead in assessment and enhancement of
these guidelines and the system in coordination with other concerned divisions.

DL REPEALING, TRANSITORY and EFFECTIVITY CLAUSES

Let copies of this Guidance Note on Resolving Duplicate Individuals/Members -in
Pantawid Pamilyang Pilipino Program be distributed to the Field Offices for strict compliance
and appropriate action. Any acts inconsistent with the following guidance notes shall be
subjected to appropriate disciplinary action.

Any previous issuances inconsistent herewith are hereby modified, amended or

" superseded.

Approved this of , 2020, and shall take effect immediately.

Approved/Disapproved:

DIR. GEMMA B. GABUYA
National Program Manager

Date: W&/T@Nl
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VIil. MONITORING AND EVALUATION

Monitoring and evaluation of existing processes to resolve duplicates in
Pantawid Pamilya Information System (PPIS)-shall_be initiated by the NPMO in
consultation with RPMOs. Proper enhancement shall be made based on the

emerging circumstances and contingencies.

BDMD and RMQAD shall take the lead in assessment and enhancement of
these guidelines and the system in coordination with other concerned divisions.

IX. REPEALING, TRANSITORY and EFFECTIVITY CLAUSES

Let copies of this Guidance Note on Resolving Duplicate Individuals/Members ‘in

Pantawid Pamilyang Pilipino Program be distributed to the Field Offices for strict compliance '

and appropriate action. Any acts inconsistent with the following guidance notes shall be "
subjected to appropriate disciplinary action.

Any previous issuances inconsistent herewith are hereby modified, amended or
superseded. '

Approved this of , 2020, and shall take effect immediately.

Approved/Disapproved:

DIR. GEMMA B. GABUYA
National Program Manager

Date: szb
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