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PREFACE 

It is with honor and pride to present the first version of the Manual of Operations of the Policy Research and 
Legal Services. It contains the systems, processes, policies, and procedures of each PRLS Division which reflect 
the discipline and rigor of the PRLS staff in performing office functions. The PRLS is committed to work and 
serve with professionalism and competence to deliver prompt and quality service.  

Guided by the mandate of the Bangsamoro Parliament, and taking cognizance of the functions of PRLS, 
producing the Manual is a key step in the department’s continuing progression towards excellence and efficiency 
in its operations. This Manual primarily serves as a guide for current and future staff in performing the duties and 
responsibilities in running office operations to maintain standards of operational excellence while at the same 
time making the public aware of the structure, duties and responsibilities, and processes of the PRLS.  

This living document, discussed and deliberated in depth based on months of work as activated, is a testament 
to the hard work put by each PRLS staff in gearing towards igniting the culture of research for the betterment of 
the Bangsamoro people in working operationally in service of the Bangsamoro.  

Nassef Manabilang Adiong, PhD 
June 07, 2021 
Cotabato City 
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THE BANGSAMORO PARLIAMENT 
 
Mandate. The Bangsamoro Parliament shall exercise the powers granted to it under Section 5, Article VII of the 
Bangsamoro Organic Law. 
 
Bangsamoro Development Plan Development Goal. Bangsamoro Development Plan 2020-2022 listed eight 
development goals which will be the focus of BARMM. The Parliament's role is on one of these goals, which is to 
establish the foundation for inclusive, transparent, accountable, and efficient governance. 
 
 
 
POLICY RESEARCH AND LEGAL SERVICES  
 
The Bangsamoro Parliament is supported by the Secretariat in providing the Parliament Members with adequate, 
relevant, and efficient administrative and technical assistance that enables them to perform legislative tasks and 
responsibilities. The Secretary General heads the Secretariat and is assisted by different departments and 
divisions, including the Policy Research and Legal Services. 
 
Mandate. Under the Divisional Structure of the Bangsamoro Parliament and exemplified by the December 
2020’s Resolution No. 96, the Policy Research and Legal Services (PRLS) shall provide support to the Members 
of the Parliament—including the Parliament’s departments and division offices—with scholarly, systematic, and 
legal exertions of reviews, analyses, studies, and research utilizing multidisciplinary and legal approaches across 
legislative measures, programs, concerns, agenda, policy issues, and legal needs.  
 
PRLS advances a research culture grounded on multiperspectivist thinking both critical and jurisprudential, 
including lived experiences of the Bangsamoro peoples in addressing the following focal service areas: 

1. Review of MP requests on existing laws—whether in local, regional, and national—and proposed bills 
in the Parliament. 
2. Assistance in drafting the legislative measures constituting bills and resolutions in the Parliament.  
3. Review of drafts of legal documents such as MOU, MOA, contracts, among others, in relation to 
matters affecting the Parliament. 
4. Response to policy inquiries and legal requests in matters affecting the Parliament. 
5. Request for technical assistance on policy and legal matters.  
6. Conduct of activities within the Bangsamoro Research and Legal Services Program. 

 
PRLS is divided into two divisions which, upon requests of Members of and offices in the Parliament, carry and 
deliver specific focal service areas: the Legislative Research Division whose responsible for the conduct of 
research works, reviews, commentaries, and studies on legislations, policy issues, and other specific legislative 
concerns of the Parliament; and the Legislative Measures and Legal Assistance Division, who is task at providing 
the following services: assistance in reviewing legal documents and drafting legislative measures, technical 
assistance and legal advice to the Members of the Parliament, providing legal materials to committees on 
proposed legislations, and legal assistance on administrative cases. 
 
In the pursuit of effectively performing its mandate, PRLS collaborates with research institutions and 
development partners in both public and private sectors for knowledge sharing, policy dialogue, and capability 
building. It also assists in the formulation of the legislative agenda of the Parliament and undertakes analyses of 
the impact of legislation, research, and in-depth studies on identified policy issues.  
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The PRLS is duty-bound to uphold its vision, mission, and core values in providing research-grounded 
legislations understandable by multiple publics that are clear and devoid of legalese and academese writings. 

Vision. Igniting the culture of research for the betterment of the Bangsamoro people.  

Mission. To ignite a research culture is to create a significant space to homegrown ways of knowing and world-
making that are grounded on multiperspectivist thinking and lived experiences of the Bangsamoro society. 

Core Values. Envisaging a tolerant society for both Muslims and non-Muslims, the PRLS is guided by the esprit 
de corps of the “moral governance” conduit to the five immutable principles on faith, freedom, moral authority, 
common good, and social ethics. 

 

PRLS Organizational Structure 
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Office of the Director 
 
Led by the Director, the PRLS operates with two divisions: the Legislative Research Division and Legislative 
Measures and Legal Assistance Division. The Office of the Director also consists of Legislative Staff Officer III, 
Legislative Staff Officer II and Legal Assistant II. 
 
 
The following are the duties and responsibilities of the Director: 

1. Acts as overall in-charge of the Policy Research and Legal Services and its two divisions, as well as 
ensures the effective and efficient flow of the Department in line with the Office of the Secretary General 
and of the Office of the Speaker; 

2. Advises the Secretary General and/or the Speaker of the Parliament on the status of the Parliament’s 
policies, programs, projects, and activities implementation; 

3. Supports the Members of the Parliament, including the Parliament’s other departments and offices, by 
directing the following services through research culture grounded on multiperspectivist thinking and 
lived experiences of the Bangsamoro society:  

a. Reviews of MP requests on existing laws—whether in local, regional, and national—and 
proposed bills in the Parliament; 

b. Assistance in drafting the legislative measures constituting bills and resolutions in the 
Parliament; 

c. Review of drafts of legal documents such as MOU, MOA, contracts, among others, in relation 
to matters affecting the Parliament; 

d. Response to policy inquiries and legal requests in matters affecting the Parliament; 

e. Request for technical assistance on policy and legal matters; and  

f. Conduct of activities within the Bangsamoro Research and Legal Services Program. 

4. Spearheads the conduct of socio-economic policy, policy research, and budget research of the 
Legislative Research Division and Legislative Measures and Legal Assistance Division, as well as, 
provides informational foundations for legislation; 

5. Coordinates with other services/offices in the Parliament and other agencies on matters relating to 
policy research development; and 

6. Performs other related functions falling under the area of his responsibility. 

 

The following are the duties and responsibilities of the Legislative Staff Officer III: 

1. Acts as liaison for the Director and serves as the Director’s assistant with respect to all matters affecting 
the Director’s performance; 

2. Handles private communications and maintains the Director’s files, including notes, correspondence 
and other forms of communication; 

3. Keeps track and manages the Director’s schedules/appointments, as well as takes charge of the 
preparations for official travels (local and abroad) and for other social functions;  
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4. Assists the Director in the conduct of socio-economic policy, policy research, and budget research with 
the Legislative Research Division and Legislative Measures and Legal Assistance Division, as well as, 
in providing informational foundations for legislation; 

5. Prepares briefer and ensures that the Director is provided with updates before meetings, conferences 
and other events; 

6. Appraises the Director of significant developments which require his/her immediate action; and, 

7. Performs other related functions as may be assigned by the Director from time to time. 
 

The following are the duties and responsibilities of the Legislative Staff Officer II: 

1. Acts as in-charge for monthly subscriptions with publications, journals, newsletters, gazettes and other 
related papers, as well as, maintenance of the office archives; 

2. Assists the LSO III with the following:  

a. Attends to the administrative needs of the Director’s office; 

b. Maintains an effective system of monitoring all activities and submits a report to the Director’s 
office; and 

c. Assists in the conduct of socio-economic policy, policy research, and budget research with the 
Legislative Research Division and Legislative Measures and Legal Assistance Division, as well 
as, in providing informational foundations for legislation. 

3. Encodes, monitors and facilitates printing of materials such as memoranda, briefer, communications 
and/or as may be requested by the Director;  

4. Performs other related functions as may be assigned by the Director from time to time. 

 

The following are the duties and responsibilities of the Legal Assistant II: 

1. Acts as administrative assistant and performs tasks such as filing and maintaining orderly record of 
computer files, documents, research studies and communications; 

2. Classifies communications received and forwards to the officer or division concerned; 

3. Encodes, monitors and facilitates printing of materials such as memoranda, briefer, communications 
and other related requirements such as office forms, certificates and paper works; 

4. Supervises the utilities, procurement reports and inventories of supplies and materials in the office, 
including, office equipment, furniture, fixtures, and other assets, as well as stock acquisitions, issues 
and replenishments; 

5. Receives calls and entertains visitors; 

6. Performs such functions as may be assigned from time to time. 
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Legislative Research Division  
 
The Legislative Research Division (LRD) is primarily responsible for the conduct of research works and studies 
on major legislation, policy issues, and other specific legislative concerns of the Parliament.  
 
This division undertakes analyses of the impact of legislation, research, and in depth-studies on identified policy 
issues by preparing opinions, briefing papers, and other forms of research assistance in response to queries or 
requests from the MPs, their staff, and other offices in the Parliament. The LRD also carries out necessary 
research and survey activities on Parliament’s areas of concern for enhancing their administrative programs, 
policies, and shall create reports for evaluation. Upon request by any MP, it may also entertain confidential 
inquiries in line with their legislative functions.  
 

Strategy: Use of multiperspective critical thinking and lived experiences of the Bangsamoro people. 
 

Goal: Conduct reviews and research studies on legislative works, enacted laws, policy issues, and other 
specific legislative concerns of the Parliament. 

 
Objective: Carry out necessary reviews and research activities of the Parliament’s areas of concern 
constituting legislative programs, policies, and evaluative reports. 

 
Action Plan: Upon request by any MP, the research division office shall provide materials in aid for a 
multidisciplinary analysis on matters pertaining to legislative programs, concerns, measures, and policy 
issues. 
 

LRD is headed by a Supervising Legislative Staff Officer II and consists of a Legislative Staff Officer IV, a 
Legislative Staff Officer III, four (4) Legislative Staff Officers II, and two (2) Legislative Staff Assistants II. 
 
The following are the duties and responsibilities of the Supervising Legislative Staff Officer II: 

1. Acts as in-charge of the Legislative Research Division and ensures the effective and efficient flow of the 
Division in line with the Office of the Director; 

2. Develops and recommends research plans and programs, research work standards, and research 
budget to the Office of the Director; 

3. Conducts reviews and research studies on legislative works, enacted laws, policy issues, and other 
specific legislative concerns of the Parliament; 

4. Carries out necessary reviews and research activities of the Parliament’s areas of concern constituting 
legislative programs, policies, and evaluative reports. 

5. Assists the Office of the Director in supporting the Members of the Parliament, including the 
Parliament’s other departments and offices, by providing the following services:  

a. Reviews of MP requests on existing laws—whether in local, regional, and national—and 
proposed bills in the Parliament; 

b. Assistance in drafting the legislative measures constituting bills and resolutions in the 
Parliament; 

c. Response to policy inquiries in matters affecting the Parliament; 

d. Request for technical assistance on policy matters; and  
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e. Conduct of activities within the Bangsamoro Research and Legal Services Program. 

6. Entertains confidential inquiry service in line with legislative functions of any MP, upon request;  

7. Coordinates with other offices/services on functions related to the Research Division; and 

8. Performs other related functions as may be assigned by the Director from time to time. 

 
The following are the duties and responsibilities of the Legislative Staff Officer IV: 

1. Acts as in-charge of the coordination and implementation of operational policies, programs, and 
strategies necessary to support the Parliament’s overall plans and objectives; 

2. Conducts research and policy analysis of major legislation, consultation with government officials and 
staff of the Parliament and other related groups; 

3. Assists the SLSO II in developing research plans and programs, research work standards and research 
budget by identifying and defining key initiatives and outcomes, writing policy papers, and making 
recommendations for consideration;  

4. Assists the Office of the Director in supporting the Members of the Parliament, including the 
Parliament’s other departments and offices, by providing the following services:  

a. Reviews of MP requests on existing laws—whether in local, regional, and national—and 
proposed bills in the Parliament; 

b. Assistance in drafting the legislative measures constituting bills and resolutions in the 
Parliament; 

c. Response to policy inquiries in matters affecting the Parliament; 

d. Request for technical assistance on policy matters; and  

e. Conduct of activities within the Bangsamoro Research and Legal Services Program. 

5. Tracks progress of bills by monitoring sessions; and,  
 

6. Performs other related functions as may be assigned by the Division Head from time to time. 

 
The following are the duties and responsibilities of the Legislative Staff Officer III: 

1. Acts as liaison for the Division Head and serves as the assistant with respect to all matters affecting the 
Division Head’s performance; 

2. Handles private communications and maintains the Division Head’s files, including notes, 
correspondence and other forms of communication; 

3. Keeps track and manages the Division Head’s schedules/appointments, as well as takes charge of the 
preparations for official travels (local and abroad) and for other social functions;  

4. Assists the Division Head as assigned: 

a. Develops and recommends research plans and programs, research work standards, and 
research budget to the Office of the Director; 

b. Conducts reviews and research studies on legislative works, enacted laws, policy issues, and 
other specific legislative concerns of the Parliament; and, 
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c. Carries out necessary reviews and research activities of the Parliament’s areas of concern 
constituting legislative programs, policies, and evaluative reports. 

5. Prepares briefer and ensures that the Division Head is provided with updates before meetings, 
conferences, and other events; 

6. Appraises the Division Head of significant developments which require his/her immediate action; and, 

7. Performs other related functions as may be assigned by the Division Head from time to time. 

 
The following are the duties and responsibilities of the Legislative Staff Officers II: 

1. Act as major researchers for the research and studies on major legislation, policy issues, and other 
specific legislative concerns of the Parliament,  

2. Carry out necessary research activities on the Parliament’s areas of concern for administrative 
programs and policies, and create reports for evaluation;  

3. Assist the Division Head with the following: 

a. Develop and recommend research plans and programs, research work standards, and 
research budget to the Office of the Director; 

b. Conduct reviews and research studies on legislative works, enacted laws, policy issues, and 
other specific legislative concerns of the Parliament; and, 

c. Carry out necessary reviews and research activities of the Parliament’s areas of concern 
constituting legislative programs, policies, and evaluative reports. 

4. Review source documents for completeness and accuracy prior to encoding, as well as store necessary 
data for future research;    

5. Attend committee meetings, symposia, and conferences to take minutes and monitor the progress of 
legislative measures; 

6. Develop and establish internal and external networks with other offices, government agencies, 
institutions, and non-government organizations for knowledge-sharing and discussions of legislative 
matters; and, 

7. Performs other related functions as may be assigned by the Division Head from time to time. 

 

The following are the duties and responsibilities of the Legislative Staff Assistants II: 
 

1.  Performs administrative tasks such as filing and maintaining orderly record of computer files, 
documents, research studies, and communications; 

2. Classifies communications received and forwards to the officer concerned; 

3. Encodes, monitors, and facilitates printing of materials such as research materials, briefer, 
communications, and other related requirements such as office forms, certificates, and paper works; 

4. Supervises the utilities, procurement reports, and inventories of supplies and materials in the office, 
including, office equipment, furniture, fixtures, and other assets, as well as stock acquisitions, issues 
and replenishments; 

5. Receives calls and entertains visitors; and, 
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6. Performs other tasks as may be assigned from time to time. 
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Legislative Measures and Legal Assistance Division 
 
The Legislative Measures and Legal Assistance Division (LMLAD) provides assistance in the drafting of 
legislative measures such as cabinet bills and resolutions upon request by any MP or review such legislative 
measures before they are presented to the plenary. It also provides technical assistance to any member of the 
committees in the preparation of proposed amendments, substitute, or consolidated bills with their legislative 
work. Upon request by any MP, the LMLAD may provide materials to committees on proposed legislations which 
can be brought to the attention of the pertinent committee concerning policy and legal issues to address their 
needs.  
 
The LMLAD also provides legal advice to MPs, committees, officers, and staff regarding privileges, interpretation 
and application of Parliamentary rules of procedure, office management and employment issues to other offices 
in the Parliament, and interactions with the Ministries. The LMLAD may investigate administrative cases of 
personnel of the Secretariat and provide legal assistance and representation to Parliament pertaining to its 
official duties in courts and quasi-judicial agencies.  
 

Strategy: Use of multiperspective positionality in jurisprudence and legal analysis based on lived 
experiences of the Bangsamoro people. 

 
Goal: Assist in drafting legislative measures such as cabinet bills and resolutions upon request of MPs 
before they are presented to the plenary. 

 
Objective: Provides legal and technical assistance to any MP requesting for the preparation of their 
proposed legislative works. 

 
Action Plan: Upon request by any MP, the LMLAD shall provide materials in aid for a legal analysis on 
matters pertaining to legislative programs, concerns, measures, and policy issues.  

 
LMLAD is headed by the Attorney V and consists of a Legislative Staff Officer IV, two (2) Legislative Staff 
Officers III, two (2) Legislative Staff Officers II, a Legal Assistant II, and a Legal Aide. 
 
The following are the duties and responsibilities of the Attorney V: 

1. Acts as in-charge of the Legislative Measures and Legal Assistance Division and ensures the effective 
and efficient flow of the Division in line with the Office of the Director; 

2. Provides legal and technical assistance to any MP requesting for the preparation of their proposed 
legislative works; 

3. Assists in drafting legislative measures such as cabinet bills and resolutions upon request of Members 
of the Parliament before they are presented to the plenary, publication, and circulation; 

4. Provides legal opinions and recommendations on local and national legislations, as well as legal 
assistance to any member of the committees in the preparation of proposed amendments, substitute or 
consolidated bills; 
 

5. Assists the Office of the Director in supporting the Members of the Parliament (MP), including the 
Parliament’s other departments and offices, by providing the following services:   

a. Reviews of MP requests on existing laws—whether in local, regional, and national—and 
proposed bills in the Parliament; 

b. Assistance in drafting the legislative measures constituting bills and resolutions in the 
Parliament; 
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c. Review of drafts of legal documents such as MOU, MOA, contracts, among others, in relation 
to matters affecting the Parliament; 

d. Response to legal inquiries and requests in matters affecting the Parliament; 

e. Request for technical assistance on legal matters; and,  

f. Conduct of activities within the Bangsamoro Research and Legal Services Program. 

6. Extends consultation and legal services, as well as appears before the courts and other quasi-judicial 
bodies in the prosecution and/or defense of all cases involving any members of the Parliament 
pertaining to their official duties;  

7. Attends or represents the Division in committee meetings, symposia and conferences, as well as 
collaborates with other offices and committees in the formulation of legislative agenda and conduct of 
activities such as discussions on legislative matters; and 
 

8. Performs other related functions as may be assigned by the Director from time to time. 

 
 

The following are the duties and responsibilities of the Legislative Staff Officer IV: 
 

1. Assists and supervises the LSO III and LSO II with the following:  

a. Provides legal and technical assistance to any MP requesting for the preparation of their 
proposed legislative works; 

b. Assists in drafting legislative measures such as cabinet bills and resolutions upon request of 
Members of the Parliament before they are presented to the plenary, publication, and 
circulation; and  

c. Provides legal opinions and recommendations on local and national legislations, as well as 
legal assistance to any member of the committees in the preparation of proposed 
amendments, substitute or consolidated bills. 
 

2. Assists the Division Head with the following: 

a. Extends consultation and legal services, as well as appears before the courts and other quasi-
judicial bodies in the prosecution and/or defense of all cases involving any members of the 
Parliament pertaining to their official duties; and, 

b. Attends or represents the Division in committee meetings, symposia and conferences, as well 
as collaborates with other offices and committees in the formulation of legislative agenda and 
conduct of activities such as discussions on legislative matters. 
 

3. Assists the Office of the Director in supporting the Members of the Parliament (MP), including the 
Parliament’s other departments and offices, by providing the following services:  

a. Reviews of MP requests on existing laws—whether in local, regional, and national—and 
proposed bills in the Parliament; 

b. Assistance in drafting the legislative measures constituting bills and resolutions in the 
Parliament; 

c. Review of drafts of legal documents such as MOU, MOA, contracts, among others in relation to 
matters affecting the Parliament.; 
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d. Response to policy inquiries and legal requests in matters affecting the Parliament; 

e. Request for technical assistance on policy and legal matters; and,  

a. Conduct of activities within the Bangsamoro Research and Legal Services Program. 

4. Develops and establishes internal and external networks with other offices, government agencies, 
institutions and non-government organizations for knowledge-sharing and discussions of legislative 
matters; and, 

5. Performs other related functions as may be assigned by the Division Head from time to time. 

 

The following are the duties and responsibilities of the Legislative Staff Officers III: 

1. Act as liaisons for the Division Head and serves as assistants with respect to all matters affecting the 
Division Head’s performance; 

2. Handle private communications and maintain the Division Head’s files, including notes, correspondence 
and other for of communication; 

3. Keep track and manage the Division Head’s schedules/appointments, as well as takes charge of the 
preparations for official travels (local and abroad) and for other social functions;  

4. Assist the Division Head as assigned: 

a. Provides legal and technical assistance to any MP requesting for the preparation of their 
proposed legislative works; 

b. Assists in drafting legislative measures such as cabinet bills and resolutions upon request of 
Members of the Parliament before they are presented to the plenary, publication, and 
circulation; and,  

c. Provides legal opinions and recommendations on local and national legislations, as well as 
legal assistance to any member of the committees in the preparation of proposed 
amendments, substitute, or consolidated bills. 

5. Prepare briefer and ensure that the Division Head is provided with updates before meetings, 
conferences and other events; 

6. Appraise the Division Head of significant developments which require his/her immediate action; and, 

7. Performs other related functions as may be assigned by the Division Head from time to time. 
 
 
The following are the duties and responsibilities of the Legislative Staff Officers II: 
 

1. Act as major researchers, as well as writers of technical papers including briefing materials, primers, 
facts in figures, policy briefs, analysis and policy advocacy papers; 

2. Conduct researches and studies on policies for drafting of legislative measures such as cabinet bills and 
resolutions; 

3. Assist the Division Head with the following: 

a. Provides legal and technical assistance to any MP requesting for the preparation of their 
proposed legislative works; 
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b. Assists in drafting legislative measures such as cabinet bills and resolutions upon request of 
Members of the Parliament before they are presented to the plenary, publication, and 
circulation; and,  

c. Provides legal opinions and recommendations on local and national legislations, as well as 
legal assistance to any member of the committees in the preparation of proposed 
amendments, substitute, or consolidated bills. 

4. Review source documents for completeness and accuracy prior to encoding, as well as store necessary 
data for future research; 

5. Attend committee meetings, symposia and conferences to take minutes and monitor the progress of 
legislative measures; 

6. Develops and establishes internal and external networks with other offices, government agencies, 
institutions and non-government organizations for knowledge-sharing and discussions of legislative 
matters; and, 

7. Performs other related functions as may be assigned by the Division Head from time to time. 

 

The following are the duties and responsibilities of the Legal Assistant II: 
 

1. Performs administrative tasks such as filing and maintaining orderly record of computer files, 
documents, research studies, and communications; 

2. Classifies communications received and forwards to the officer concerned; 

3. Encodes, monitors and facilitates printing of materials such as cabinet bills, resolutions, briefer, 
communications and other related requirements such as office forms, certificates and paper works; 

4. Supervises the utilities, procurement reports and inventories of supplies and materials in the office, 
including, office equipment, furniture, fixtures, and other assets, as well as stock acquisitions, issues, 
and replenishments; 

5. Receives calls and entertains visitors; and, 

6. Performs such functions as may be assigned from time to time. 

 

The following are the duties and responsibilities of the Legal Aide: 
 

1. Performs messenger tasks inside and outside the office; 

2. Assist in the overseeing of inventories and conduct of periodic inventory; 

3. Receives deliveries of properties purchased/acquired such as supplies, office equipment, furniture, and 
other assets; 

4. Takes charge of the proper maintenance and safekeeping of all stocks in the office; and 

5. Performs such functions as may be assigned from time to time. 
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WORKFLOW OF PRLS PROCESSES 
 
 
Output 1: Review of MP requests on existing laws—whether in local, regional, and national—and 
proposed bills in the Parliament. 
  

1. Purpose: 
To establish a set of guidelines on reviewing the request of the Members of the Parliament relating to 
existing laws and proposed bills and/or national laws. 
 

2. Scope: 
This section covers the activities involved in reviewing requests from the Members of the Parliament. 
 

3. Definition of Terms: 
a. Memorandum Request: refers to the signed memorandum from any Members of the 

Parliament addressed to the director of the Policy Research and Legal Services. 
b. Transmittal Memorandum: a brief note or letter attached to the Output of the PRLS. 
c. PRLS Form 02: refers to the Referral and Action slip form of the Policy Research and Legal 

Services. 
d. Final Output: refers to the output of the PRLS, with signature of the director of the PRLS, in 

response to the request of any Member of the Parliament. 
 

4. Procedure: 
  

No. PROCESS FLOW PERSON 
RESPONSIBLE 

DETAILS / ACTIONS REQUIRED DOCUMENTS 
NEEDED 

START 

1.0 Receiving and 
Recording 
Memorandum 
Request of MPs 

Legal 
Assistant II 
(OD) 

Receive and record memorandum requests in 
logbook and online database. 
 
Attach PRLS Form 2 and fill in necessary details 
(i.e. originating office, subject, date, and 
reference number). 
 
Forward to the Office of the Director (OD) 

Memorandum 
Request 
 
PRLS Form 02 
  

2.0 Initial Evaluation 
and Delegation 

Director II Evaluate if request needs additional research (If 
No, Continue; If Yes, go to Output 6). 
 
Delegate to necessary Division or OD Staff (refer 
to PRLS Form 02). 

Memorandum 
Request  
 
PRLS Form 02 
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3.0 Receiving and 
Recording 
Memorandum 
Request and 
Instructions from the 
Director 

Legal 
Assistant II 
(LMLAD) 
 
Legislative 
Staff Assistant 
II (LRD) 

Receive and record memorandum requests in 
the online database. 
 
Forward to the Chief of Division (CD) 

Memorandum 
Request 
 
PRLS Form 02 

4.0 Delegating Request 
to Technical Staff 

Chief of 
Division 
(Attorney V/ 
Supervising 
Legislative 
Staff Officer II) 

Provide instruction and delegate to technical staff 
for appropriate action.  

Memorandum 
Request 
  
PRLS Form 02 

5.0 Reviewing of 
Request of MPs and 
Preparation of 
Output and 
Transmittal 
Memorandum 

Technical 
Staff (LSO II, 
III and IV) 

Prepare comments. 
 
Prepare Transmittal Memorandum. 

Memorandum 
Request 
 
PRLS Form 02 
 
Transmittal 
Memorandum 

6.0 Approval of Output 
and Transmittal 
Memorandum 

Chief of 
Division 
(Attorney V/ 
Supervising 
Legislative 
Staff Officer II) 

Review, approve Draft Output and affix initials on 
Transmittal Memorandum. 

Memorandum 
Request 
 
PRLS Form 02 
 
Transmittal 
Memorandum (with 
initials of CD) 
 
Draft Output 

7.0 Recording, 
Compiling, and 
Delivering of Output 
and Transmittal 
Memorandum 

Legal 
Assistant II 
(LMLAD) 
  
Legislative 
Staff Assistant 
II (LRD) 

Record the approved Draft Output and 
Transmittal Memorandum. 
 
Forward to OD. 

Memorandum 
Request 
 
PRLS Form 02 
 
Approved Output by 
CD 
 
Transmittal 
Memorandum (with 
initials of CD) 

8.0 Approval of Output 
and Transmittal 
Memorandum 

Director II Approve the Draft Output and sign the 
Transmittal Memorandum. 

Final Output with 
initials of the CD and 
signature of the 
technical staff 
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 9.0 Recording, 
Compiling, and 
Delivering of Output 
and Transmittal 
Memorandum 

Legal 
Assistant II 
(OD) 

Scan and record the final Output in logbook and 
in online database. 
 
Deliver outgoing documents to the Requesting 
Party. 

Signed Final Output 
 
PRLS Form 02 

END 
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Output 2: Assistance in drafting the legislative measures constituting bills and resolutions in the 
Parliament. 
 

1. Purpose: 
To establish a set of guidelines in providing assistance to drafting legislative measures.  
 

2. Scope: This section covers the activities involved in providing assistance to drafting legislative 
measures. 
 

3. Definition of Terms: 
a. Memorandum Request: refers to the signed memorandum from any Members of the 

Parliament addressed to the director of the Policy Research and Legal Services. 
b. Transmittal Memorandum: a brief note or letter attached to the Output of the PRLS. 
c. PRLS Form 02: refers to the Referral and Action slip form of the Policy Research and Legal 

Services. 
d. Final Output: refers to the output of the PRLS, with signature of the director of the PRLS, in 

response to the request of any Member of the Parliament. 
 

4. Procedure: 
 

No. PROCESS 
FLOW 

PERSON 
RESPONSIBLE 

DETAILS / ACTIONS REQUIRED / DOCUMENTS 
NEEDED 

DOCUMENTS 
NEEDED 

START 

1.0 Receiving and 
Recording 
Memorandum 
Request of MPs 

Legal Assistant 
II (OD) 

Receive and record memorandum requests in 
logbook and online database.  
 
Attach PRLS Form 2 and fill in necessary details 
(i.e. originating office, subject, date, and reference 
number). 
 
Forward to the Office of the Director (OD). 

Memorandum 
Request 
 
PRLS Form 02 
 

2.0 Initial Evaluation 
and Delegation 

Director II Evaluate and Delegate to necessary Division or OD 
Staff (refer to PRLS Form 02). 

Memorandum 
Request 
 
PRLS Form 02  

3.0 Receiving and 
Recording 
Memorandum 
Request and 
Instructions from 
the Director 

Legal Assistant 
II (LMLAD) 
 
Legislative Staff 
Assistant II 
(LRD) 

Receive and record memorandum requests in the 
online database. 
 
Forward to the Chief of Division (CD). 

Memorandum 
Request 
 
PRLS Form 02 
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4.0 Delegating 
Request to 
Technical Staff 

Chief of Division 
(Attorney V/ 
Supervising 
Legislative Staff 
Officer II) 

Provide instruction and delegate to technical staff for 
appropriate action.   

Memorandum 
Request 
 
PRLS Form 02 

5.0 Reviewing of of 
Request of MPs 
and Preparation 
of Output and 
Transmittal 
Memorandum  

Technical Staff 
(LSO II, III and 
IV) 

Prepare comments. 
 
Prepare Transmittal Memorandum. 

Memorandum 
Request 
 
PRLS Form 02 
 
Transmittal 
Memorandum 

6.0 Approval of 
Output and 
Transmittal 
Memorandum 

Chief of Division 
(Attorney V/ 
Supervising 
Legislative Staff 
Officer II) 

Review, approve Draft Output and affix initials on 
Transmittal Memorandum. 

Memorandum 
Request 
 
PRLS Form 02 
 
Transmittal 
Memorandum (with 
initials of CD) 
 
Draft Output 

7.0 Recording, 
Compiling, and 
Delivering Output 
and Transmittal 
Memorandum 

Legal Assistant 
II 
(LMLAD) 
 
Legislative Staff 
Assistant II 
(LRD) 

Record the approved Draft Output and Transmittal 
Memorandum. 
 
Forward to OD. 

Memorandum 
Request 
 
PRLS Form 02 
  
Approved Output by 
CD 
 
Transmittal 
Memorandum (with 
initials of CD) 

8.0 Approval of 
Output and 
Transmittal 
Memorandum 

Director II Approve the Draft Output and sign the Transmittal 
Memorandum. 

Final Output with 
initials of the CD and 
signature of the 
technical staff 

9.0 Recording, 
Compiling, and 
Delivering Output 
and Transmittal 
Memorandum 

Legal Assistant 
II (OD) 

Scan and record the final Output in logbook and in 
online database. 
 
Deliver outgoing documents to the Requesting 
Party. 

Signed Final Output 
 
PRLS Form 02 

END 
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Output 3: Review of drafts of legal documents such as Memorandum of Understanding (MOU), 
Memorandum of Agreement (MOA), contracts, among others, in relation to matters affecting the 
Parliament. 
 

1. Purpose: 
To establish a set of guidelines on reviewing drafts of legal documents (i.e., Memorandum of 
Understanding, Memorandum of Agreement, Contracts) as requested by BTA Offices in relation to 
matters affecting the Parliament. 
 

2. Scope: This section covers the activities involved in reviewing drafts of legal documents (i.e., 
Memorandum of Understanding, Memorandum of Agreement, Contracts) as requested by Bangsamoro 
Transition Authority (BTA) Offices. 
 

3. Definition of Terms: 
a. Memorandum Request: refers to the signed memorandum from any Members of the 

Parliament addressed to the director of the Policy Research and Legal Services. 
b. Transmittal Memorandum: a brief note or letter attached to the Output of the PRLS. 
c. PRLS Form 02: refers to the Referral and Action slip form of the Policy Research and Legal 

Services. 
d. Final Output: refers to the output of the PRLS, with signature of the director of the PRLS, in 

response to the request of any Member of the Parliament. 
 

4. Procedure: 
 

No. PROCESS 
FLOW 

PERSON 
RESPONSIBLE 

DETAILS / ACTIONS REQUIRED / DOCUMENTS 
NEEDED 

DOCUMENTS 
NEEDED 

START 

1.0 Receiving and 
Recording 
Memorandum 
Request of MPs 

Legal Assistant 
II (OD) 

Receive and record memorandum requests in 
logbook and online database.  
 
Attach PRLS Form 2 and fill in necessary details 
(i.e. originating office, subject, date, and reference 
number). 
 
Forward to the Office of the Director (OD). 

Memorandum 
Request 
 
PRLS Form 02 
 

2.0 Initial Evaluation 
and Delegation 

Director II Evaluate and Delegate to Legislative Measures and 
Legal Assistance Division (refer to PRLS Form 02). 

Memorandum 
Request 
 
PRLS Form 02  
 

3.0 Receiving and 
Recording 
Memorandum 
Request and 
Instructions from 
the Director 

Legal Assistant 
II (LMLAD) 

Receive and record memorandum requests in the 
online database. 
 
Forward to the Chief of Division (CD). 

Memorandum 
Request 
 
PRLS Form 02 
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4.0 Delegating 
Request to 
Technical Staff 

Chief of Division 
(Attorney V) 

Provide instruction and delegate to technical staff for 
appropriate action. 

Memorandum 
Request 
 
PRLS Form 02 

5.0 Reviewing of of 
Request of MPs 
and Preparation 
of Output and 
Transmittal 
Memorandum  

Technical Staff 
(LSO II, III and 
IV) 

Prepare comments. 
 
Prepare Transmittal Memorandum. 

Memorandum 
Request 
 
PRLS Form 02 
 
Transmittal 
Memorandum 

6.0 Approval of 
Output and 
Transmittal 
Memorandum 

Chief of Division 
(Attorney V) 

Review, approve Draft Output and affix initials on 
Transmittal Memorandum. 

Memorandum 
Request 
 
PRLS Form 02 
 
Transmittal 
Memorandum (with 
initials of CD) 
 
Draft Output 

7.0 Recording, 
Compiling, and 
Delivering Output 
and Transmittal 
Memorandum 

Legal Assistant 
II (LMLAD) 

Record the approved Draft Output and Transmittal 
Memorandum. 
 
Forward to OD. 

Memorandum 
Request 
 
PRLS Form 02 
  
Approved Output by 
CD 
 
Transmittal 
Memorandum (with 
initials of CD) 

8.0 Approval of 
Output and 
Transmittal 
Memorandum 

Director II Approve the Draft Output and sign the Transmittal 
Memorandum. 

Final Output with 
initials of the CD and 
signature of the 
technical staff 

9.0 Recording, 
Compiling, and 
Delivering Output 
and Transmittal 
Memorandum 

Legal Assistant 
II (OD) 

Scan and record the final Output in logbook and in 
online database. 
 
Deliver outgoing documents to the Requesting 
Party. 

Signed Final Output 
 
PRLS Form 02 

END 
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Output 4: Response to policy inquiries and legal requests in matters affecting the Parliament. 
 
 

1. Purpose: 
To establish a set of guidelines on crafting responses for the policy inquiries and legal requests from the 
Members of the Parliament and/ or offices of the Bangsamoro Parliament (Offices under the Secretary-
General of the Bangsamoro Parliament) in matters affecting the Parliament. 
 

2. Scope: 
This section covers the activities involved in crafting responses for the policy inquiries and legal 
requests from the Members of the Parliament and/ or offices of the Bangsamoro Parliament. 
 

3. Definition of Terms: 
a. Memorandum Request: refers to the signed memorandum from any Members of the 

Parliament addressed to the director of the Policy Research and Legal Services. 
b. Transmittal Memorandum: a brief note or letter attached to the Output of the PRLS. 
c. Policy Inquiries:refer to the confidential inquiries from any Members of the Parliament. 
d. Legal Requests: refer to the request made by any Members of the Parliament or from the 

offices under the Secretary-General of the Bangsamoro Parliament such as but limited to legal 
opinion. 

e. PRLS Form 02: refers to the Referral and Action slip form of the Policy Research and Legal 
Services. 

f. Final Output: refers to the output of the PRLS, with signature of the director of the PRLS, in 
response to the request of any Member of the Parliament. 

g. Technical Staff: any staff of the PRLS. 
 

4. Procedure: 
 

No. PROCESS 
FLOW 

PERSON 
RESPONSIBLE 

DETAILS / ACTIONS REQUIRED DOCUMENTS 
NEEDED 

START 

1.0 Receiving and 
Recording 
Memorandum 
Request of MPs 

Legal Assistant 
II (OD) 

Receive and record memorandum requests in 
logbook and online database. 
 
Attach PRLS Form 2 and fill in necessary details 
(i.e. originating office, subject, date, and 
reference number). 
 
Forward to the Office of the Director (OD). 

Memorandum 
Request 
 
PRLS Form 02 
  

2.0 Initial Evaluation 
and Delegation 

Director II Evaluate if request needs additional research (If 
No, Continue; If Yes, go to Output 6). 
 
Delegate to necessary Division or OD Staff (refer 
to PRLS Form 02). 

Memorandum 
Request  
 
PRLS Form 02 
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3.0 Receiving and 
Recording 
Memorandum 
Request and 
Instructions from 
the Director 

Legal Assistant 
II (LMLAD) 
 
Legislative Staff 
Assistant II 
(LRD) 

Receive and record memorandum requests in 
the online database. 
 
Forward to the Chief of Division (CD). 

Memorandum 
Request 
 
PRLS Form 02 

4.0 Delegating 
Request to 
Technical Staff 

Chief of Division 
(Attorney V/ 
Supervising 
Legislative Staff 
Officer II) 

Provide instruction and delegate to technical staff 
for appropriate action.  

Memorandum 
Request 
  
PRLS Form 02 

5.0 Reviewing of 
Request of MPs 
and Preparation 
of Output and 
Transmittal 
Memorandum 

Technical Staff 
(LSO II, III and 
IV) 

Prepare comments. 
 
Prepare Transmittal Memorandum. 

Memorandum 
Request 
 
PRLS Form 02 
 
Transmittal 
Memorandum 

6.0 Approval of 
Output and 
Transmittal 
Memorandum 

Chief of Division 
(Attorney V/ 
Supervising 
Legislative Staff 
Officer II) 

Review, approve Draft Output and affix initials on 
Transmittal Memorandum. 

Memorandum 
Request 
 
PRLS Form 02 
 
Transmittal 
Memorandum (with 
initials of CD) 
 
Draft Output 

7.0 Recording, 
Compiling, and 
Delivering of 
Output and 
Transmittal 
Memorandum 

Legal Assistant 
II (LMLAD) 
 
Legislative Staff 
Assistant II 
(LRD) 

Record the  approved Draft Output and 
Transmittal Memorandum. 
 
Forward to OD. 

Memorandum 
Request 
 
PRLS Form 02 
 
Approved Output by 
CD 
 
Transmittal 
Memorandum (with 
initials of CD) 
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8.0 Approval of 
Output and 
Transmittal 
Memorandum 

Director II Approve the Draft Output and sign the 
Transmittal Memorandum. 

Final Output with 
initials of the CD and 
signature of the 
technical staff 

 9.0 Recording, 
Compiling, and 
Delivering of 
Output and 
Transmittal 
Memorandum 

Legal Assistant 
II (OD) 

Scan and record the final Output in logbook and 
in online database. 
 
Deliver outgoing documents to the Requesting 
Party. 

Signed Final Output 
 
PRLS Form 02 

END 
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Output 5: Request for technical assistance on policy and legal matters. 
 

1. Purpose: 
To establish a set of guidelines on responding to requests for technical assistance from the Members of 
the Parliament and/or offices under the Secretary-General. 
 

2. Scope: 
This section covers the activities involved in responding to requests for technical assistance from the 
Members of the Parliament and/or offices under the Secretary-General. 
 

3. Definition of Terms: 
a. Memorandum Request: refers to the signed memorandum of any technical staff of the PRLS 

addressed to the Office of the Director through the Chief of Division. 
b. Technical Assistance: refer to assistance offered by PRLS staff such as resource person 

engagements, invitation from BTA offices as a member in Technical Working Group, and 
PRLS consultancy engagements. 

c. Research Proposal: a formal document that contains the justification of a research project, 
including budgetary requirements and timetable. 

d. PRLS Form 02: refers to the Referral and Action slip form of the Policy Research and Legal 
Services. 
 

4. Procedure: 
  

No. PROCESS 
FLOW 

PERSON 
RESPONSIBLE 

DETAILS / ACTIONS REQUIRED DOCUMENTS 
NEEDED 

START 

1.0 Receiving and 
Recording 
Memorandum 
Request of MPs 

Legal Assistant 
II (OD) 

Receive and record memorandum requests in 
logbook and online database. 
 
Attach PRLS Form 2 and fill in necessary details 
(i.e. originating office, subject, date, and 
reference number). 
 
Forward to the Office of the Director (OD). 

Memorandum 
Request 
 
PRLS Form 02 
  

2.0 Initial Evaluation 
and Delegation 

Director II Evaluate if request needs additional research (If 
No, Continue; If Yes, go to Output 6). 
 
Delegate to necessary Division or OD Staff (refer 
to PRLS Form 02). 

Memorandum 
Request  
 
PRLS Form 02 
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3.0 Receiving and 
Recording 
Memorandum 
Request and 
Instructions from 
the Director 

Legal Assistant 
II (LMLAD) 
 
Legislative Staff 
Assistant II 
(LRD) 

Receive and record memorandum requests in 
the online database. 
 
Forward to the Chief of Division (CD). 

Memorandum 
Request 
 
PRLS Form 02 

4.0 Delegating 
Request to 
Technical Staff 

Chief of Division 
(Attorney V/ 
Supervising 
Legislative Staff 
Officer II) 

Provide instruction and delegate to technical staff 
for appropriate action.  

Memorandum 
Request 
  
PRLS Form 02 

5.0 Reviewing of 
Request of MPs 
and Preparation 
of Output and 
Transmittal 
Memorandum 

Technical Staff 
(LSO II, III and 
IV) 

Prepare comments. 
 
Prepare Transmittal Memorandum. 

Memorandum 
Request 
 
PRLS Form 02 
 
Transmittal 
Memorandum 

6.0 Approval of 
Output and 
Transmittal 
Memorandum 

Chief of Division 
(Attorney V/ 
Supervising 
Legislative Staff 
Officer II) 

Review, approve Draft Output and affix initials on 
Transmittal Memorandum. 

Memorandum 
Request 
 
PRLS Form 02 
 
Transmittal 
Memorandum (with 
initials of CD) 
 
Draft Output 

7.0 Recording, 
Compiling, and 
Delivering of 
Output and 
Transmittal 
Memorandum 

Legal Assistant 
II (LMLAD) 
  
Legislative Staff 
Assistant II 
(LRD) 

Record the  approved Draft Output and 
Transmittal Memorandum. 
 
Forward to OD. 

Memorandum 
Request 
 
PRLS Form 02 
 
Approved Output by 
CD 
 
Transmittal 
Memorandum (with 
initials of CD) 

8.0 Approval of 
Output and 
Transmittal 
Memorandum 

Director II Approve the Draft Output and sign the 
Transmittal Memorandum. 

Final Output with 
initials of the CD and 
signature of the 
technical staff 
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 9.0 Recording, 
Compiling, and 
Delivering of 
Output and 
Transmittal 
Memorandum 

Legal Assistant 
II (OD) 

Scan and record the final Output in logbook and 
in online database. 
 
Deliver outgoing documents to the Requesting 
Party. 

Signed Final Output 
 
PRLS Form 02 

END 
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Output 6: Conduct of activities within the Bangsamoro Research and Legal Services Program. 
 

1. Purpose: 
To establish a set of guidelines on processing PRLS technical staff’s request to conduct research 
activities within the Bangsamoro Research and Legal Services Program. 
 

2. Scope: 
This section covers the activities involved in approval or disapproval of the research proposal requests 
from any technical staff of the PRLS. 
 

3. Definition of Terms: 
a. Memorandum Request: refers to the signed memorandum of any technical staff of the PRLS 

addressed to the Office of the Director through the Chief of Division. 
b. Research Proposal: a formal document that contains the justification of a research project, 

including budgetary requirements and timetable. 
c. PRLS Form 02: refers to the Referral and Action slip form of the Policy Research and Legal 

Services. 
 

Procedure: 
  

No. PROCESS FLOW OFFICE (PERSON 
RESPONSIBLE) 

DETAILS / ACTIONS 
REQUIRED 

DOCUMENTS 
NEEDED 

START 

If research need emanates from requesting party 

1.0 Receiving and 
Recording 
Memorandum Request 
and Instructions from 
the Director 

Legal Assistant II 
(LMLAD) 
 
Legislative Staff 
Assistant II (LRD) 

Receive and record 
Memorandum Request in the 
online database. 
 
Forward to the Chief of Division 
(CD). 

Memorandum Request  
PRLS Form 02 

2.0 Delegating Request to 
Technical Staff 

Chief of Division 
(Attorney V/ 
Supervising 
Legislative Staff 
Officer II) 

Provide instruction and delegate 
to technical staff for appropriate 
action, then proceed to Step 3.0. 

Memorandum Request  
 
PRLS Form 02 

If research request is from PRLS staff 
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3.0  Drafting Research 
Proposal 

PRLS Staff Draft Research Proposal. 
  
Draft Memorandum addressed to 
the Director to request for funding 
and approval of research 
proposal. 

Draft Proposal 
  
Memorandum Request 
  

 4.0 Receiving and 
Recording 
Memorandum Request 
and Draft Research 
Proposal 

Legal Assistant II 
(LMLAD) 
 
Legislative Staff 
Assistant II (LRD) 

Receive and record 
Memorandum Request in the 
division’s logbook and online 
database. 
  
Attach PRLS Form 2 and fill in 
necessary details (i.e. originating 
office, subject, date, and 
reference number). 
  
Forward to OD. 

Memorandum Request 
  

5.0 Receiving and 
Recording 
Memorandum Request 
and Draft Proposal 

Legal Assistant II 
(OD) 

Receive and record the 
Memorandum Request as well as 
the research proposal in logbook 
and online database. 
  
Forward to OD. 

Memorandum Request 
  
PRLS Form 02 
  

8.0 Initial Evaluation and 
Delegation 

Director II 
 
 
 

Evaluate the proposal. 
  
Sign and indicate whether the 
proposal is approved or 
disapproved. 

Memorandum Request 
  
PRLS Form 02 

9.0 Receiving and 
Recording 
Memorandum 

Legal Assistant II 
(LMLAD) 
 
Legislative Staff 
Assistant II (LRD) 

Receive and record signed 
Memorandum Request in the 
online database. 

Memorandum Request 
  
PRLS Form 02 
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10.0 Receiving the 
copy(ies) of approval/ 
disapproval 
memorandum 

Chief of Division 
(Attorney V/ 
Supervising 
Legislative Staff 
Officer II) 
  
PRLS Staff 
concerned 

Receive the copy of approval/ 
disapproval memorandum. 

Memorandum Request 
  
PRLS Form 02 

END 
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Contact Details 

Website  : 

Contact Number : 

https://nassef.info/barmm-parliament-research/ 

(064) 557-4755

Email Address : barmm_parliament_research@nassef-m-adiong.com 

Address  : Bangsamoro Transition Authority - Extension Office  
87 De Mazenod Avenue, Barangay Rosary Heights V, Cotabato City, 9600 
Maguindanao, BARMM, Philippines 

Social Networks 

Facebook Page : https://www.facebook.com/BARMM.Parliament.Research  

Twitter  : https://twitter.com/BARMM_Research  

Facebook Group : https://www.facebook.com/groups/barmm.parliament.research  

YouTube Channel : https://www.youtube.com/channel/UCu9ArF_tBAnKaXkBRzohH_A 

Google Listserv                    : https://groups.google.com/a/nassef-m- 
adiong.com/g/barmm_parliament_policy_research_and_legal_services?pli=1 

https://nassef.info/barmm-parliament-research/
mailto:barmm_parliament_research@nassef-m-adiong.com
https://www.facebook.com/BARMM.Parliament.Research
https://twitter.com/BARMM_Research
https://www.facebook.com/groups/barmm.parliament.research
https://www.youtube.com/channel/UCu9ArF_tBAnKaXkBRzohH_A
https://groups.google.com/a/nassef-m-%20adiong.com/g/barmm_parliament_policy_research_and_legal_services?pli=1
https://groups.google.com/a/nassef-m-%20adiong.com/g/barmm_parliament_policy_research_and_legal_services?pli=1


PRLS Form 1 
Revision No. 
Effectivity June 1, 2021 

INDIVIDUAL ACCOMPLISHMENT REPORT (IAR) FOR 
THE MONTH OF _____________ 2021 
Purpose: This report aims to strengthen strategies and approaches on the programs and activities of the PRLS 
department. It informs PRLS about specific outputs or results delivered during the reporting period and the 
implications of the interventions provided. IARs who provide technical inputs directly to programs and activities 
make tracking results even more critical to the achievement of departmental outcomes. 

Name of Employee: 
Designation: 
Reporting Period: 

Staff Locator Presentation Number of Days 
Work from Home (WFH) 
Work in the Office 
Holiday 
Leave 
Travel or Activity 
Weekend 

Part 1: Update 

Key events, milestones, deliverables1 

Target scope of work: 

1 Guidelines: Summary of achievements (To what extent did the activity achieve its objectives? Provide evidence that 
supports the achievements. What were the most significant changes resulting from the activity? What is the expected effect of 
those changes on beneficiaries?); Unintended results (Were there any unintended results because of the activity (positive or 
negative)? If so, what were these?); Contribution to intermediate outcomes (How did the activity contribute to PRLS’ 
intermediate outcomes? How did the activity contribute to the PRLS mission-vision and core values?); Contributions to cross-
cutting issues (Did the activity contribute to the cross-cutting issues of gender, disability, and social inclusion? If so how?); 
What elements of the activity will be sustained and how? (What elements of the activity will be sustained and how? 
Consider the PRLS management approach and the criteria for innovation); Stakeholder engagement (Which stakeholders 
were engaged and what new partnerships forged through this activity? How did the involvement of key actors contribute to the 
achievements, changes, and results stated above?). 



 

 

Outcomes and/or Results: 

 
 
 
 

Issues and challenges: 

 
 
 
 

Part 2: Brief analysis 

Implications to program approach, strategy, key decisions, and partnerships. Include here lessons learned from 
your engagement with members of the Parliament and other stakeholders. 

 
 
 
 

Part 3: Follow-up/Action Points and Plans2 

Based on your analysis of implications to the PRLS programs and activities of your updates, please indicate if are 
there any follow-up or action points needed. 

 
 
 
 

 
 
 
Full Name of Staff Member 
Position of Staff Member 

 
Noted by: 
 

 
Nassef Manabilang Adiong, PhD 
OIC/Acting Director II 

 
2 Guidelines: Lessons (What are the main lessons from the activity? What should we and our partners do differently next time? 
What should we or our partners keep doing because it is working?); Ideas for next steps (Are there potential follow-through 
activities that emerged through the activity?); Stakeholder engagement (Are there potential follow-through activities on 
stakeholder engagement as planned or that emerged through the activity?). 



PRLS Form 2 

Revision No. 

Effectivity: 01 June 2021 

REFERRAL / ACTION SLIP
ORIGINATING OFFICE: DATE: 

SUBJECT: REFERENCE No.: 

TO: OFFICE OF THE DIRECTOR 

□ M. ALI □ A. LINGGA

□ V. CASIL □ E. PABILLAN

□ A. PANGANTING

□ LEGISLATIVE RESEARCH DIVISION

□ LEGISLATIVE MEASURES AND LEGAL ASSISTANCE DIVISION

ACTION REQUESTED 

□ See me / Let us discuss

□ Attend meeting

□ Draft reply

□ For initial

□ For review/comments

□ For information / reference

□ For file

□ For appropriate action

REMARKS: 

_______________________________________________________ 

_______________________________________________________ 

_______________________________________________________ 

_______________________________________________________ 

_______________________________________________________ 

_______________________________________________________ 

_______________________________________________________ 

DEADLINE: ___________________________________________ 

NASSEF M. ADIONG, Ph.D. 

Director 

DATE AND TIME 

RECEIVED 
RECEIVED BY ACTION TAKEN / DATE / REMARKS 



 
 
 
 
 

PRLS Form 3 

Revision No.    

Effectivity June 1, 2021 

 

 

PROPERTY ACKNOWLEDGEMENT RECEIPT 
PAR No. ___________________________ 

Qty Unit Description Property No. Serial No. Unit Value Total Value 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

GRAND TOTAL  

  

End User: 
 
 
 
(NAME and SIGNATURE) 
Position and Office 
 
 

Remarks: 
(Sample) 
Delivered by: 
 
PO No.:             PO Date:             
DR No.:             DR Date: 

Received by: 
 
 
 
(NAME and SIGNATURE) 
Position and Office 
 
Received date: 
 

Received From: 
 
 
 
(NAME and SIGNATURE) 
Position and Office 
 
Received date: 

 



 
 
 
 
 

PRLS Form 4 

Revision No.    

Effectivity June 1, 2021 

 

 

PROPERTY RETURN SLIP 
PRS No. ___________________________ 

Office: 

Purpose:    □ Disposal   □ Return to Stock   □ Others 

Qty Unit Description Property No. PAR No. End-User Unit Value Total Value 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

GRAND TOTAL  

Remarks 
 
 

I hereby certify that I have RETURNED the items/articles 
described above on: ___________________ 
 
Returned by: 
 
 
 
(NAME and SIGNATURE) 
Position and Office 
 

I hereby certify that I have RECEIVED the Items/Articles 
described above on: ___________________ 
 
Received by: 
 
 
 
(NAME and SIGNATURE) 
Position and Office 

Approved by: 
 
 
 
(NAME and SIGNATURE) 
Position and Office 
 

Approved by: 
 
 
 
(NAME and SIGNATURE) 
Position and Office 

 



 
 
 
 
 

PRLS Form 5 

Revision No.    

Effectivity June 1, 2021 

 

 

INVENTORY CUSTODIAN SLIP 
ICS No. ___________________________ 

Qty Unit Description 
Inventory 
Item No. 

Estimated 
Useful Life 

Unit Value Total Value 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

GRAND TOTAL  

  

Received by: 
 
 
 
(NAME and SIGNATURE) 
Position and Office 
 
Received date: 
 

Received From: 
 
 
 
(NAME and SIGNATURE) 
Position and Office 
 
Received date: 
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