
POLICY AND PLANS 
Department Legislative Liaison Office 

 

 

PREPARATION AND SUBMISSION OF DSWD’S OFFICIAL POSITION PAPER ON BILLS 
AND RESOLUTIONS FILED IN BOTH HOUSES OF CONGRESS 

The Department of Social Welfare and Development (DSWD) thru the Department Legislative Liaison Office 
(DLLO) is requested for comments and recommendations on the proposed measure by the House of 
Representatives and Senate of the Philippines as well as the Presidential Legislative Liaison Office (PLLO) 
prior to the conduct of Public Hearings /Committee Meetings and Technical Working Group (TWG) 
Meetings in both Houses of Congress. Further, the Office of the Deputy Executive Secretary for Legal 
Affairs (ODESLA), Office of the President also request further comments and recommendations from the 
DSWD if the proposed measure is within or may impinge the Department’s mandate. 

The DLLO follow these procedures when preparing Position Paper of the Department: 

Office or Division DLLO-Legislative Coordination Division (LCD) 

Classification Highly Technical 

Type of Transaction G2G - Government to Government 

Who may avail 
DSWD Central and Field Offices, Attached Agencies of the Department, 
Houses of Congress, PLLO, and ODESLA 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Request 
DLLO or copies of Official Position Paper can be 
downloaded via DSWD’s Website for the 
information of the general public 

CLIENTS STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 

RESPONSIBLE 

Submits letter to the 
DSWD’s Secretary 
requesting for the 
Department’s 
comments and 
recommendations on 
the proposed 
measure/s 
 
 

Forwards to DLLO with 
notes 

NONE Within the Day 
Office of the 

Secretary (OSEC 

 Receives and 
tracks requests 

 

 Checks if with 
existing Position 
Paper 

 

 If with Position 
Paper, reproduces 
and provide copy to 
the concerned client 

 
NONE 

Within the Day 
 
 
 
 
 
 
 
 
 

 

DLLO 

Administrative 

Staff 



CLIENTS STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

 PREPARATION OF POSITION PAPER 

 If no Position Paper yet, 
the OIC, DLLO gives 
instructions and assign 
to the concerned 
technical staff for 
appropriate action 
 

NONE Within the Day OIC, DLLO 

Upon receipt of the 
request for Position 
Paper, the DLLO 
Technical Staff routes 
copies of the bill/s to the 
Legislative Bill Review 
Committee (LBRC) 
Members1 through a 
memorandum signed by 
the OIC, DLLO.  
 
Local bill/s or those 
which concern a 
specific area 
(municipality, city, and 
province) shall be 
endorsed to the Field 
Office which has 
jurisdiction over the said 
area. In this case, the 
concerned Field Office-
Legislative Liaison 
Coordinators (FO-
LLCs)2 shall draft the 
position paper for the 
said bill/s within five (5) 
working days upon 
receipt of the 
endorsement. After 
which, the draft position 
paper shall be 
forwarded to the DLL 
Officer for review or  

NONE Within the Day LCD Technical 
Staff 

                                                           
1 Legislative Bill Review Committee (LBRC) Members - An inter-office body comprised of the PDPB, PMB, STB, 

SB, and Legal Service, which is tasked to review, analyse, and deliberate on the provisions of bills particularly if these 
support or oppose the DSWD’s mandate. 
 
2 Field Office-Legislative Liaison Coordinators (FO-LLCs) - The Chief or designated staff of the Policy and Plans 

Division in all DSWD Field Offices shall serve as the focal persons and counterpart of the DLLO in the promotion of the 

DSWD Legislative Agenda and other proposed measures identified as urgent by the Executive Department.  



CLIENTS STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

Continuation 
possible referral to the 

LBRC members for 

further comments and 

inputs prior to its 

submission to the 

DSWD Secretary.  

   

Reviews Memo and 

recommends for 

approval of OIC, DLLO 

NONE Within the Day OIC, LCD 

Reviews and approves 

Memo 

 

Note: Returns to the 

concerned Technical 

Staff if with 

comments/input 

NONE Within the Day OIC, DLLO 

Receives Memo and 

Submit comments and 

recommendations to the 

DLLO 

NONE 4 Days 

LBRC Members 

and concerned 

OBS 

Receives and tracks 

comments and 

recommendations 

NONE Within the Day 

DLLO 

Administrative 

Staff 

Reviews and gives 

instructions to Technical 

Staff 

NONE Within the Day OIC, DLLO 

 Consolidates 

comments and 

recommendations, 

which were outlined 

in a matrix  

 Analyses and drafts 

Position Paper 

NONE 5 Working Days 
LCD Technical 

Staff 

 

Reviews draft Position 
Paper 
 
Note: Returns to the 
concerned Technical 
Staff if with 
comments/input 
 

NONE 
1 to 2 Working 

Days 
OIC, LCD 



CLIENTS STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

 

Reviews draft Position 
Paper and recommends 
to the DLL Officer for 
approval 
 
Note: Returns to the 
concerned Technical 
Staff if with 
comments/input 

NONE 
1 to 2 Working 

Days 
OIC, DLLO 

Tracks for outgoing to 
the Office of the 
Undersecretary for 
Policy and Plans 
(OUSPP) 

NONE Within the Day 
DLLO 

Administrative 
Staff 

Further reviews the 
draft Position Paper and 
recommends to the 
Secretary for approval 

NONE 
1 to 2 Working 

Days 
DLL Officer 

Tracks for outgoing to 
the DLLO 

NONE Within the Day 
OUSPP 

Administrative 
Staff 

 Receives and 
tracks approved 
Position Paper  
 

 Endorses to OSEC 

NONE Within the Day 
DLLO 

Administrative 
Staff 

 Conducts final 
review and 
approves/signs 
Position Paper 
 

 Returns to the 
DLLO for 
submission to the 
concerned 
House/Senate 
Committee or PLLO 

  
Note: Returns to DLLO 
for revision if with 
comments. Upon 
receipt, the DLLO 
Technical Staff will 
revise immediately and 
return to OSEC 

NONE 
1 to 2 Working 

Days 
OSEC 



CLIENTS STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Continuation Upon receipt of 
approved Position 
Paper3: Tracks, 
photocopies, and 
submits via fax or door-
to-door delivery of 
DSWD’s Official 
Position Paper to the 
House/Senate 
Committee or PLLO 
 

NONE Within the Day Administrative 
Staff 

 
The DLLO shall provide all Executive Committee (EXECOM) Members, Management Committee 

(MANCOM) Members and Field Offices with a Semestral Compendium of signed Position Papers for their 

information and reference. Electronic copies of these position papers shall also be made available on a 

monthly basis via the DSWD website.  

 

The signed Position Papers, along with their corresponding bills, may also be subjected to PDPB's Policy 

Study Sessions for further assessment and possible enhancements. 

 
 

FEEDBACK AND COMPLAINTS MECHANISM 

How to send feedback For any feedback, you may download and use the attached 

customer satisfaction measurement form.  

How feedbacks are 

processed 

The feedback gathered will be discussed to the team and will be 

studied for the improvement of the office’s performance.  

How to file a complaint You may file your complaint via email dllo@dswd.gov.ph or call 

(89517123). Our office is at Room 2B Dormitory, DSWD Central 

Office, IBP Road, Brgy. Constitution Hills, Quezon City.  

How complaints are 

processed 

The complaint will be forwarded to the ARTU focal for their 

immediate action and response. The ARTU of the office will contact 

                                                           
3 DLLO shall furnish the PLLO copies of its Position Papers on objectionable bills which directly impinge on the DSWD 

mandate as a strategy to ensure the latter's immediate and appropriate intervention on these bills' progress. 

 
Signed Position Paper shall also be brought to the hearing by the concerned DSWD representative and the assigned 
technical staff of the DLLO for submission to the Senate/House Committee. 
 
DLLO also provides further comments and recommendations on proposed measure upon the request of the ODESLA, 
Malacañang. The letter was signed by the DLL Officer and copy of the DSWD’s Official Position Papers submitted to 
the concerned Committee in both Houses were attached for reference. 
 

 

mailto:dllo@dswd.gov.ph


the complainant for updates and actions undertaken regarding the 

complaint.  

Contact Information of 

CCB, PCC, ARTA 

Anti-Red Tape Authority (ARTA)  
complaints@arta.gov.ph 
8-478-5093 
 
Presidential Complaint Center (PCC)  
pcc@malacanang.gov.ph 
8888 
 
Contact Center ng Bayan (CCB) before CSC (Civil Service 
Commission) 
email@contactcenterngbayan.gov.ph 
09088816565 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:complaints@arta.gov.ph
mailto:pcc@malacanang.gov.ph
mailto:email@contactcenterngbayan.gov.ph


 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 



 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 CLIENT SATISFACTION MEASUREMENT FORM 
(Name of Service / Office) 

CART-GF-0007| REV 01 / 22 DEC 2020 

PANGALAN NG 
KLIYENTE: 
(NAME OF 
CLIENT) 
 

 
EDAD: 
(Age) 

KASARIAN: 
(SEX)    
M (    )  F (     ) 

 

 SEKTOR (SECTOR): 
(  ) Senior Citizen 
(  ) Pregnant 
(  ) Persons with Disability 
(   ) Solo Parent 
(   ) __________________ 
 

 

(Optional/Opsyonal) 
 

 

NUMERO/EMAIL 
ADDRESS/TIRAHAN: 
(Contact No./Email 
Address/Address) 
 

 

URI NG 
KLIYENTE: 
(TYPE OF 
CLIENT): 

(     ) General Public / Publiko 
(     ) Government Employee/  
         Mangagawa sa Gobyerno 
(     )  Business or Private Organizations/ Pribadong Kompanya o 

Organisasyon 

PANGALAN NG 
EMPLEYADO: 
(NAME 
OFATTENDING 
ACTION OFFICER) 

 

ORAS NG 
SERBISYO: 
(TIME OF SERVICE) 

 

LAGDA: 
(SIGNATURE) 

 

MARKAHAN NG BILOG ANG NUMERO (O ) PARA SA ANTAS NG IYONG KASIYAHAN SA SERBISYONG BINIGAY SAYO 

RATE YOUR SATISFACTION LEVEL ON THE PERFORMANCE OF SERVICE 

 Lubos na 
Nasiyahan 

Very Satisfied 

 Nasiyahan 

Satisfied 
 Ni Nasiyahan o Hindi Nasiyahan 
Neither Satisfied nor Dissatisfied 

 Hindi Nasiyahan 

Dissatisfied 
 Lubos na hindi Nasiyahan 

Very Dissatisfied 

     

5 4 3 2 1 

 

         

         PAPURI O MUNGKAHI | COMMENDATION or SUGGESTION:  (Opsyonal/Optional) 
 
 
 
 

Page 1 / (Pahina 1) 



 

 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
  

MARKAHAN NG TSEK (✔ ) ANG ANTAS NG IYONG KASIYAHAN SA SERBISYONG BINIGAY SAYO. 
RATE YOUR SATISFACTION LEVEL ON THE PERFORMANCE OF SERVICE 

SERBISYO (SERVICE) 
 

Maaring isulat ang salitang (N/A) kung hindi angkop ang serbisyong nabanggit. 
(Please write N/A if the indicated service is not applicable) 

 Lubos na 
Nasiyahan 

Very 
Satisfied 

 

 Nasiyahan 
Satisfied 

 

 Ni Nasiyahan o 
Hindi 

Nasiyahan 

Neither Satisfied 
nor Dissatisfied 

 

 Hindi 
Nasiyahan 

Dissatisfied 
 

 Lubos na 
hindi 

Nasiyahan 

Very 
Dissatisfied 

 

     

 5 4 3 2 1 

1.  Maagap at sapat na pagtugon sa hinihinging tulong o serbisyo. (Responsiveness)      

2.  Maasahan ba ang serbisyong naibigay ng opisina?  (Reliability (Quality))      

3.  Ang tanggapan ay may sapat at maayos na pasilidad. (Access & Facilities)      

4. Ang tumugong empleyado ay magalang at malinaw sa pagpapaliwang ng ibinigay na 
serbisyo.  (Communication) 

     

5. Sapat ba at ayon ang halaga na ibinayad katumbas ng serbisyong naidulot o 
naibigay? (Cost) 

     

6. Naibahagi ba ng buong katapatan ang serbisyong naibigay? (Integrity)      

7. Naibigay ba ng buong kasiguraduhan ang isang tapat at dekalidad na serbisyo?  
(Assurance) 

     

8. Ano ang antas na naitulong ng serbisyo ng gobyerno?  (Outcome)      

       REKLAMO O MUNGKAHI  | COMPLAINT or SUGGESTION:(Opsyonal/Optional) 
 
 

 

By submitting this Client Satisfaction 
Masurement Form, you consent to the 
collection, generation, use, processing, 

storage and  retention of your 
personal data by the DSWD for the 

intended purpose of measuring client 
satisfaction with the services of the 

DSWD.  
 

Back Page / (likurang pahina) 

Paalala: Para sa karagdagang impormasyon maari niyo pong ipadala ang inyong reklamo o mungkahi sa  (Office Email Address) o tumawag sa aming numero (Office Hotline Number). 


