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SUBJECT: ' INTERNAL GUIDELINES ON THE SU

In line with the policy on completed staff work, to facilitate action on official
documents and to step up coordination and monitoring systems, the following
guidelines are hereby issued:

1.

Documents submitted for the approval and/or signature of the Secretary
must have been cleared with and initialed by the following officials:

1.1 The head of the unit in the central of field office where the document
originated;

1.2 The Assistant Secretary/Coach Monitor of the unit concerned; and

1.3 The Undersecretary in Charge of the concerned cluster, i.e.,, Operations
and Capacity-Building Group (OCBG), the Policy and Programs Group
(PPG) and the General Administrative and Support Services Group
(GASSG).

Documents involving matters that cut across clusters must be cleared with
and initialed by the officials referred to in item (1), as well as all concerned
unit heads, Assistant Secretaries/Coach-Monitors and Undersecretaries.

Documents submitted for the action of officials with delegated signing
authorities pursuant to Department Order No. 5, series of 2002, as
amended, should not be acted upon unless strictly adhering to the
requirements set forth in said Department Order and other pertinent rules.
Action by any official in violation of this Order have no legal effect
whatsoever, for being ultra vires or in excess of authority, and subjects such
official to administrative action in accordance with law.

Diligent efforts must should be exerted to resolve or clarify issues relative
to official documents submitted for action at all levels, i.e., within the
Service/Bureau/Field Office, by the Director concerned; among units or
Directors, by the Assistant Secretaries/Coach-Monitors; and between the
Director and the Assistant Secretary/Coach-Monitor, by the
Undersecretary in Charge of the cluster. Unresolved issues and/or
requests for clarification may be elevated to the undersigned or the
Executive Committee (EXECOM), for proper guidance.



Pursuant to earlier issuances on completed stalf work and for the easy
reference of the approving/sighing authority, all supporling documents
and pertinent papers should be attached to the document upon which
aclion is requested. At all limes, submitted documents must specify lhe
action requested from appropriate officials (¢.g., whether the document is
merely for information, or for comment/approval/signalure).

To facililale aclion on reports for processing and consolidation -

6.1 The direclive for submission, which may be signed by the Secretary or
the Undersecrelary in Charge of the concerned clusler, should specify
the deadline for submission, as well as the official or unit where the
reporl should be submitled.

6.2 All Field and/or Central office unils should submil the requesled reporl
to the concerned official or unit, copy furnished their Coach-Monilors
and the Undersecretary in Charge of the clusler.

0.3 Afler processing and consolidation, the reports shall be submitted to the
Office of the Secrelary Dby the concerned Undersecretary, with
concomilant recommendalions.

Deadlines and lime frames for the submission of documents shall be
adhered to. IHeads of unils are direcled lo ensure that an adequale amount
of time is provided all officials to whom the documents will be submitted
for action. Urgent documents needing immediale aclion must be identified
as such, with an explanation of the background and urgency of the subject
matler.

Nothing herein shall be construed as limiting the Secrelary’s authority to

directly act on any and all matters involving the Deparliment and ils operations.
Response to directives direclly issued by the undersigned shall be submitted by
the concerned unil(s) to the Office of the Secrelary, copy furnished the Coach-
Monitor and Undersecrelary.

This Circular takes effect immedialely and supersedes previous issuances

inconsistent herewilh. Let copies of this Circular be given Lo all Central and Field
Offices, for their information and guidance.

Issued in Quezon Cily; this 25t day of April 2003.
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~"CORAZON JULIANO-SQLIMAN
’ Secrelary, DSWD /4
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SUBJECT: DSWD Social Marketing Agenda and
Related Policies for CY 2003

l. Introduction

The Departiment recognizes the impotlance ol social marketing in the
planning and implementalion of programs and projecls lo bring about social
change and lo ensure thal social welfare and development pulicies and
messages embodied in the Departiment's vision, mission and yoals are
effeclively comimunicaled to ils publics.  Thus, one of the (hrusls of the
Departiment is lo sliengthen social markeling and advocacy.

. Ralionale/Guiding Principles
Social markeling and advocacy is needed lo:

1. Build public policy. This will pul social wellare and
development on the agyenda of policy makers, advocale for the
passage of key SWD legislalions and secure local governiments
commilment for long-lterm SWD programs and investments.

Suslain  implemenlation of SWD programms and services.
Elfeclive promolions will 1esull o increased demand and use of
SWD services; more people pailicipaling in developmental
aclivilies and ensuring standards in SWD delivery sysleins.

N

3. Strengthen community action. Promolions and advocacy
works through concrele and elfeclive community action where
people and communilies are empowered o set priorilies, make
decisions and plan and implement stralegies, enabling them (o
achieve beller qualily of lile.

4. Widen and sustain patlnerships, networks and linkages that will
ensure that all seclors accept Lheir social 1esponsibililies and
become a part in the making of strong sociely.

The DSWD has likewise idenlified seven largel audiences for ils
markeling, advocacy and communications program. These are: vulherable
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sectors; government colleagues (nalional and local government agencies and
legislalors); non-traditional partners; mass media; colleagues wilhin the
Department; NGOs involved in social welfare and development and foreign
and multilateral agencies

M. Social Marketing Agenda

For the current year, the DSWD social markeling agenda shall consist
of the following:

1.

1

Development and implementation of an advocacy plan to support
passage of DSWD priority legislations.

Development and implementation of an advocacy plan for :

e new technologies in response {0 issues on the family, out-of-
school youth, children, women, older persons and PWDs;

e programs for social protection of the poor and the
disadvantaged.

e Special events e.g. Family week, Elderly Filipino Week, etc.

Development and implementation of an advocacy campaign on
social welfare standards for implementers and donors/sponsors and
partners.

Strengthening of partnership with the media as advocate on SWD
issues and concerns.

Continuous implementation of communication plan on the RSP and
employee welfare projects for the DSWD inlernal audience.

Strenglhening of implementlation of communication and advocacy
program on the Early Childhood Development project.

Development and implementation of a social marketing plan on the
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Building of the capacities of social marketing and information staff
both at the central and field offices through training and capability
building.

Revival of the communication support group and strengthening of
communication network between central office and field offices and
with other communication agencies.

The DSWD's Pubiic Affairs and Liaison Service, in consultation with
bureaus/field offices, shall undertake the following:

1.

Develop DSWD communications and promotions policies and

guidelines ; ,
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2. Develop a message/tagline that will promote the image identity of
DSWD as devolved agency that provides effective, elfficient and
humane" services. '

Develop and utilize monitoring tools {o determine the extent of
contribution of DSWD cenlral and field offices in the implementation
of DSWD marketing and advocacy programs.

.(,Q

4. Establish and maintain a DSWD communication resource center.

Monitor and provide technical assistance to DSWD offices to
ensure lhe implementalion of this social markeling agenda.
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The field offices shall develop, include in their performance contracts
and implement their specific social marketing and communication plans based
on the above-mentioned agenda and in keeping with the Department's 2003
thrusts and priorities.

IV.  Effectivity

Issued in Quezon City this _22 rd day of April 2003.
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