[.]

Department of Science and Technology

PHILIPPINE TEXTILE RESEARCH INSTITUTE

CITIZEN’S CHARTER
2025 (1%t edition)

Page 1



DOST-PTRI

Mandate

The Philippine Textile Research Institute (PTRI) as a line agency of the Department of
Science and Technology (DOST), is mandated through Executive Order No. 128 dated
January 30, 1987 to perform the following functions:

a) Conduct applied research and development for the textile industry sector;

b) Undertake the transfer of completed researches to end-users or via linkage units of
other government agencies; and

c) Undertake technical services and provide training programs.

Vision
To be the center of excellence on textile science and technology (S&T) development to

support the Philippine textile, garment and allied industries in achieving global
competitiveness.

Mission

To support the Philippine textile, garment and allied micro, small and medium enterprises
(MSMEs) achieve global excellence through (1) the enhancement of human resource
capabilities, (2) judicious utilization of fibrous materials and auxiliaries from indigenous
sources, (3) development and application of superior processing technologies, and (4)
quality assurance.

IV. Pledge

We, the officials and employees of PTRI, pledge to uphold the Citizen’s Charter of the
Philippine Textile Research Institute by committing ourselves to the provision of quality
services within our capabilities and the resources of the institute and in the context of all
applicable regulatory and statutory requirements; we shall endeavor to do our job and
assigned tasks well, and continuously improve the effectiveness of our services to ensure
maximum satisfaction of our clients.

Quality Policy

“‘PTRI commits to provide the highest standards of quality services, and support to local
textile, and allied industries within our capabilities and resources in the context of all
applicable regulatory and statutory requirements and shall continually endeavor to
improve the effectiveness of our quality management system to ensure customer
satisfaction.”
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TESTING SERVICES - SIMPLE
COLORFASTNESS TO LAUNDERING

Description: This accelerated laundering test involves evaluation of the colorfastness to laundering of
textiles, which are expected to withstand frequent laundering. Specimens are tested under appropriate
conditions of temperature, detergent solution, bleaching and abrasive action such that the color
change is similar to that occurring in five home laundering. Evaluation of color change and staining
resulting from treatment is carried out under a controlled setup. Fabric color loss and surface changes
are roughly approximated by one 45-minute test. Staining is a function of the ratio of colored to
undyed fabric, fiber content of fabrics in the wash load and other end-use conditions, which are not

always predictable.

DOST-PTRI

Office or Division

Technical Services Division — PTRI Testing Laboratories (PTL)

Classification Simple

Type of Transaction G2G; G2B; G2C

Who may Avail

Industry, Garment/Fabric Manufacturers and Suppliers, MSMEs,
Government, Academe, Research Institutions, General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

e Sample for testing (textiles or other allied
products)

e PM-07.01-A-F1, Quotation for Testing
Services Form (1 original)

e PM-07.01-A-F2, Test Request Form

(1 original, 2 duplicates)

e Order of Payment (1 original, 1 duplicate)
e Official Receipt

To be provided by client to PTL Receiving
and Releasing Officer (RRO) face-to-face or
via courier

To be filed out through the Service
Requests Registration Information System
(SRIS)

PTL Receiving and Releasing Office, 1%
Level Room 118 for face-to-face transaction
or RRO will send Test Request Form to
customer via email for online transaction
Accounting Section, 3" Level Room 309
Treasury Unit, 3" Level Room 310

CLIENT STEPS PTRI ACTION

FEES TO| PROCESSING

PERSON

will only need to input | for Testing Services
their registered email | form through SRIS,
address in the SRIS to | print and sign
directly proceed with
service requests.

1.1 Submit sample at
the PTL Receiving and
Releasing Office, 1st

BE PAID TIME RESPONSIBLE
1. Submit request 1. Check None 5 minutes Receiving and
through Service completeness of Releasing
Requests Registration | information Officer (RRO)
Information System PTL Receiving and
(SRIS) at Releasing Office
https://services.dost-ptr
i.com/pages/index.php
Returning customers 1.1 Fill-out Quotation 3 minutes RRO

PTL Receiving and
Releasing Office
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DOST-PTRI

FEES TO| PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
Level Room 118
face-to-face or via
courier
2. Sign in the 2. Review and sign None 5 minutes Technical Manager
conforme portion of Quotation Form and Testing Laboratory
the original TeR form. | Test Request Form
For online transaction,
e-sign conforme
portion of the TeR. 3. Reproduce two None 5 minutes RRO
copies of TeR and PTL Receiving and
advise Customer to Releasing Office
proceed to
Accounting for
issuance of Order of
Payment (OP) and
Cashier for Official
Receipt (OR). For
online transaction,
forward TeR to
Accounting for OP
and advise customer
to pay online via
Landbank Link.Biz
Portal
3. Present TeR and 4. Encode None 10 minutes Administrative
secure Order of information in Aide
Payment (OP) from Accounting Module Accounting Office
Accounting Section, 3¢ | of ULIMS and print
Level Room 309. For Izz,ggpfcscgrmtin
onl!ne tr.ansactlon, pay Form No. 002, g
online via Landbank Order of Payment
Link.Biz and send proof
of payment via email | 5 Review and sign 3 minutes Accountant
OoP Accounting Office
5.1 Retain one copy
each of TeR and OP
5.2 Issue 1 copy of
OP and 2 copies of
TeR
4. Pay the required 6. Check if amount £515.00 8 minutes Administrative
fees at the Treasury conforms with OP per Officer
Unit, 3rd Level Room | and TeR sample Budget &
310 Treasury Office
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CLIENT STEPS

PTRI ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

6.1 Encode
information and
generate OR in
triplicate

6.2 Sign and issue
OR with 2 copies of
TeR. For online
transaction, forward
OR and 2 copies of
TeR to RRO

5. Present OR and TeR
to RRO, 1°t Level
Room 118

5.1 Fill-out Customer
Satisfaction Feedback
Form through SRIS

7. Encode OP and
OR Nos. in SRIS.
Obtain original copy
of TeR and provide
one copy to client.
For online
transaction, send
copy of OR and TeR
to customer via
email.

None

2 minutes

RRO
PTL Receiving and
Releasing Office

6. None

8. Properly label and
forward the sample
together with the
original TeR and Job
Order (JO) to the
Testing

Laboratory

None

10 minutes

RRO
PTL Receiving and
Releasing Office

7. None

9. Check sample
code, description,
and label, and
acknowledge receipt
of JO in Customer’s
Logbook.

9.1 Record JO and
assign JO to Testing
Personnel (TP).

9.2 Receive JO and
sample.

None

None

5 minutes

5 minutes

Technical Manager
Testing Laboratory

Testing Personnel
Testing Laboratory

8. None

10. Conduct testing

None

1 working day,
4 hours,
15 minutes

Testing Personnel
Testing Laboratory
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FEES TO| PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
9. None 11. Prepare test None 25 minutes Testing Personnel
report Testing Laboratory
10. None 12. Review and sign None 15 minutes Technical Manager
test report Testing Laboratory
11. None 13. Approve and sign None 15 minutes Quality Manager
test report Quality
Management
Office
13.1 Sign test report None 15 minutes Division Chief,
in the “Noted by:” Office of the
portion Division Chief
12. None 14. Affix PTRI TSD None 5 minutes RRO
dry seal on the test PTL Receiving and
report Releasing Office
14.1 Reproduce and
file one copy for the
laboratory
13. Present copy of 15. Release original None 5 minutes RRO
TeR for claiming of test | test report to PTL Receiving and
report in the PTL customer Releasing Office
Receiving and
Releasing Office 1% 15.1 Notify customer
Level Room 118 of additional fees, if
any
13.1 Acknowledge
receipt of test report by
signing logbook
1 working day,
p515.00 | ©hours, 36
TOTAL per minutes
sample

(at 8 hours per
working day)

*For one sample, excluding the time during which the sample is in the queue for testing.
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FEEDBACK AND COMPLAINTS MECHANISMS

How to send Customer fills out Customer Satisfaction Feedback Form through SRIS
feedback
How feedback is Statistical data and Customer Satisfaction Index (CSl) are automatically
processed generated through SRIS.
Gap analysis report is prepared to determine priorities for improvement.
Reports and graphs can be automatically generated through SRIS.
How to file a Written complaints are submitted to the Quality Manager. Verbal
complaint complaints are entertained and the customer is provided a copy of

PM-07.09-A-F1, Complaint form. Filled-out form is submitted to the
Quality Manager.

How complaints are
processed

Complaint is evaluated (if valid) through review of test report and
worksheets and interview of concerned personnel. QMgr sends Notice of
Evaluation of Complaint to the customer. If complaint is on the test report
(erroneous test results and/or incorrect entries/information), root cause
analysis is conducted, and corrective action is undertaken. As an
immediate action, amended test report is issued to supersede the original.
Retesting is conducted if necessary free of charge.

Contact information of
PTRI

For inquiries and follow-up, clients may contact the following
PTRI: Email: ptri@ptri.dost.gov.ph | ptritestinglab@ptri.dost.gov.ph
Mobile/Telegram/Viber: 09166389760

Contact information of
ARTA, PCC & CBB

ARTA: complaints@arta.gov.ph
: 1-ARTA-2782

PCC: 8888

CCB: 0908-881-6565 (SMS)
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TESTING SERVICES - COMPLEX

TENSILE PROPERTIES OF GEOTEXTILES BY THE WIDE-WIDTH STRIP METHOD (ISO 10319;
ASTM D4595)

Description: Determination of the maximum tensile strength and elongation applied to a geotextile
material and includes for the calculation of initial modulus, maximum load per unit width and strain at
maximum load using optical extensometer.

Office or Division Technical Services Division — PTRI Testing Laboratories

Classification Complex

Type of Transaction G2G, G2B, G2C

Who may Avail Industry, Garment/Fabric Manufacturers and Suppliers, MSMEs,

Government, Academe, Research Institutions, General Public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Sample for testing (textiles or other allied | ¢ To be provided by customer to PTL Receiving
products) and Releasing Officer (RRO) face-to-face or
via courier
e PM-07.01-A-F1, Quotation for Testing e To be filled out through the Service Requests
Services Form Registration Information System (SRIS)

e PM-07.01-A-F2, Test Request Form e PTL Receiving and Releasing Office, 1%
Floor Room 118 for face-to-face transaction
or RRO will send Test Request Form to
customer via email for online transaction

e Order of Payment e Accounting Section, 3™ Floor Room 309

e Official Receipt e Treasury Unit, 3™ Floor Room 310

FEES TO BE | PROCESSING PERSON
CLIENT STEPS PTRI ACTION PAID TIME RESPONSIBLE

1. Submit request 1. Check None 5 minutes Receiving and

through Service completeness of Releasing

Requests information Officer (RRO)

Registration PTL Receiving

Information System and Releasing

(SRIS) at Office

https://services.dost-p
tri.com/pages/index.p

hp

Returning customers | 1.1 Fill-out Quotation 3 minutes RRO

will only need to input | for Testing Services PTL Receiving
their registered email | form through SRIS, and Releasing
address in the SRIS | print and sign Office

to directly proceed
with service request.

1.1 Submit sample at
the PTL Receiving
and Releasing Office,
1st Floor Room 118
face-to-face or via
courier
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FEES TO BE | PROCESSING PERSON
CLIENT STEPS PTRI ACTION PAID TIME RESPONSIBLE

2. Sign in the 2. Review and sign None 5 minutes Technical Manager
conforme portion Quotation Form Testing Laboratory
of the original and Test Request
TeR form. For online | Form
transaction, e-sign
conforme portion of | 3- Reproduce two None 5 minutes RRO
the TeR. copies of TeR and PTL Receiving

advise Customer to and Releasing

proceed to Office

Accounting for

issuance of Order of

Payment (OP) and

Cashier for

Official Receipt

(OR). For online

transaction,

forward TeR to

Accounting for OP

and advise

customer to pay

online via

Landbank Link.Biz

Portal
3. Present TeR and 4. Encode None 10 minutes Administrative
secure order of information in Aide
payment from Accounting Module Accounting Office
Accounting Section, of ULIMS
3" Floor Room 309. [ and print 2 copies of
For online FAD-Accounting
transaction, pay Form No. 002,
online via Landbank | Order of Payment
Link.Biz and send
proof of payment via | 5. Review and sign 3 minutes Accountant
email. OP Accounting Office

5.1 Retain one copy

each of TeR and OP

5.2 Issue 1 copy of

OP and 2 copies of

TeR
4. Pay the required 6. Check if amount £ 2,180.00 8 minutes Administrative
fees at the Treasury | conforms with OP per sample Officer
Unit, 3rd Floor, and TeR Treasury Office
Room 310
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CLIENT STEPS

PTRI ACTION

FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

6.1 Encode
information and
generate OR in
triplicate

6.2 Sign and issue
OR with 2 copies of
TeR. For online
transactions, forward
OR and 2 copies of
TeR to RRO

5. Present OR and
TeR to PTL Receiving
and Releasing Officer,
1%t Floor Room 118

5.1 Fill-out Customer
Satisfaction
Feedback Form
through SRIS

7. Encode OP and
OR Nos. in SRIS.
Obtain original copy
of TeR and provide
one copy to client.
For online
transactions, send a
copy of OR and TeR
to customers via
email.

None

2 minutes

RRO
PTL Receiving
and Releasing
Office

6. None

8. Properly label and
forward the sample
together with the
original TeR and Job
Order (JO) to the
Testing Laboratory

None

10 minutes

RRO
PTL Receiving
and Releasing
Office

7. None

9. Check sample
code, description,
and label, and
acknowledge receipt
of JO in Customer’s
Logbook.

9.1 Record JO in
logbook and assign
JO to Testing
Personnel (TP)

9.2 Receive JO and
sample

None

5 minutes

5 minutes

Technical
Manager
Testing Laboratory

Testing Personnel
Testing Laboratory

8. None

10. Conduct Testing

None

3 working day,
6 hours,
7 minutes

Testing Personnel
Testing Laboratory
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DOST-PTRI

FEES TO BE | PROCESSING PERSON
CLIENT STEPS PTRI ACTION PAID TIME RESPONSIBLE
9. None 11. Prepare test None 25 minutes Testing Personnel
report Testing Laboratory
10. None 12. Review and sign None 15 minutes Technical Manager
test report Testing Laboratory
11. None 13. Approve release None 15 minutes Quality Manager
of test report Quality
Management Office
13.1 Sign test report None 15 minutes Division Chief
in the “Noted by." Office of the
portion Division Chief
12. None 14. Affix PTRI TSD None 5 minutes RRO
dry seal on the test PTL Receiving and
report Releasing Office
14.1 Reproduce and
file one copy for the
laboratory
13. Present copy of 15. Release original None 5 minutes RRO
TeR for claiming of test report to PTL Receiving and
test report in the PTL | customer. Releasing Office
Receiving and
Releasing Office, 1% | 15.1 Notify
Floor Room 118 customers of
additional fees, if
13.1 Acknowledge any.
receipt of test report
by signing logbook
4 working
days, 28
TOTAL P2,180.00 | Minutes
per sample | (3¢ 8 hours per
working day

*For one sample, excluding the time during which the sample is in the queue for testing.

Page 13




DOST-PTRI

FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback

Customer fills out Customer Satisfaction Feedback Form through SRIS

How feedback is
processed

Statistical data and Customer Satisfaction Index (CSl) is automatically
generated through SRIS.

Gap analysis report is prepared to determine priorities for improvement.

Reports and graphs can be automatically generated through SRIS.

How to file a complaint

Written complaints are submitted to the Quality Manager. Verbal
complaints are entertained and the customer is provided a copy of
PM-07.09-A-F1, Complaint form. Filled-out form is submitted to the
Quality Manager.

How complaints are
processed

Complaint is evaluated (if valid) through review of test report and
worksheets and interview of concerned personnel. QMgr sends Notice
of Evaluation of Complaint to the customer. If complaint is on the test
report (erroneous test results and/or incorrect entries/information), root
cause analysis is conducted, and corrective action is undertaken. As an
immediate action, amended test report is issued to supersede the
original. Retesting is conducted if necessary free of charge.

Contact information of
PTRI

For inquiries and follow-up, clients may contact the following
PTRI: Email: ptri@ptri.dost.gov.ph | ptritestinglab@ptri.dost.gov.ph
Mobile/Telegram/Viber: 09166389760

Contact information of
ARTA, PCC & CBB

ARTA: complaints@arta.gov.ph
1 1-ARTA-2782

PCC: 8888

CCB: 0908-881-6565 (SMS)
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DOST-PTRI

TESTING SERVICES - HIGHLY TECHNICAL
QUANTITATIVE ASSESSMENT OF ANTIBACTERIAL FINISHES (AATCC TM100)

Description: This test provides a quantitative procedure for the comparison and evaluation of the
degree of antibacterial activity after a 24 hour exposure to the test bacteria on the test fabric compared
directly against an untreated control. After incubation, the bacterial challenge is eluted from the

swatches and enumerated and a percent reduction by the fabric specimen is calculated.

Office or Division

Technical Services Division — PTRI Testing Laboratories (PTL)

Classification Highly Technical

Type of Transaction G2G; G2B; G2C

Who may Avail

Industry, Garment/Fabric Manufacturers and Suppliers, MSMEs,
Government, Academe, Research Institutions, General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

e Sample for testing (textiles or other allied
products)

e PM-07.01-A-F1, Quotation for Testing
Services Form (1 original)

e PM-07.01-A-F2, Test Request Form
(1 original, 2 duplicates)

e Order of Payment (1 original, 1 duplicate)
e Official Receipt

To be provided by client to PTL Receiving and
Releasing Officer (RRO) face-to-face or via
courier

To be filled out through the Service Requests
Registration Information System (SRIS)

PTL Receiving and Releasing Office, 1% Level
Room 118 for face-to-face transaction or RRO
will send Test Request Form to customer via
email for online transaction

Accounting Section, 3™ Level Room 309
Treasury Unit, 3" Level Room 310

their registered email
address in the SRIS to
directly proceed with
service request.

for Testing Services
form through SRIS,
print and sign

1.1 Submit sample at
the PTL Receiving and
Releasing Office, 1st
Level Room 118
face-to-face or via
courier

FEES TO |PROCESSING PERSON

CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
1. Submit request 1. Check None 5 minutes Receiving and
through Service completeness of Releasing
Requests Registration | information Officer (RRO)
Information System PTL Receiving and
(SRIS) at Releasing Office
https://services.dost-ptri
.com/pages/index.php
Returning customers RRO
will only need to input | 1.1 Fill-out Quotation 3 minutes

PTL Receiving and
Releasing Office
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FEES TO |PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
2. Sign in the conforme | 2. Review and sign None 5 minutes Technical
portion of the original Quotation Form and Manager
TeR form. For online Test Request Form Testing Laboratory
transaction, e-sign
conforme portion of the | 3. Reproduce two 5 minutes RRO
TeR. copies of TeR and PTL Receiving and
advise Customer to Releasing Office
proceed to
Accounting for
issuance of Order of
Payment (OP) and
Cashier for Official
Receipt (OR). For
online transaction,
forward TeR to
Accounting
for OP and advise
customer to pay
online via Landbank
Link.Biz Portal
3. Present TeR and 4. Encode None 10 minutes Administrative
secure order of information in Aide
payment from Accounting Module Accounting Office
Accounting of ULIMS and print 2
Section, 3™ Level copies of
Room 309. For online | FAD-Accounting
transaction, pay online | Form No. 002, Order
via Landbank Link.Biz | of Payment.
and send proof of
payment via email. 5. Review and sign 3 minutes Accountant
OoP Accounting Office
5.1 Retain one copy
each of TeR and
OoP
5.2 Issue 1 copy of
OP and 2 copies of
TeR
4. Pay the required 6. Check if amount | £3,050.00 8 minutes Administrative
fees at the Treasury conforms with OP per Officer
Unit, 3rd Level and TeR sample Budget &
Room Treasury Office
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CLIENT STEPS

PTRI ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

6.1 Encode
information and
generate OR in
triplicate

6.2 Sign and issue
OR with 2 copies of
TeR. For online
transaction, forward
OR and 2 copies of
TeR to RO.

5. Present OR and TeR
to PTL Receiving and
Releasing

Officer, 1 Level

Room 118

5.1 Fill-out Customer
Satisfaction Feedback
Form through SRIS

7. Encode OP and
OR Nos. in SRIS.
Obtain original copy
of TeR and provide
one copy to client.
For online
transaction, send
copy of OR and TeR
to customer via email

None

2 minutes

RRO
PTL Receiving and
Releasing Office

6. None

8. Properly label and
forward the sample
together with the
original TeR and Job
Order (JO) to the
Testing

Laboratory.

None

10 minutes

RRO
PTL Receiving and
Releasing Office

7. None

9. Check sample
code, description,
and label, and
acknowledge receipt
of JO in Customer’s
Logbook.

9.1 Record JO and
assign JO to Testing
Personnel (TP)

9.2 Receive JO and
sample

None

5 minutes

5 minutes

Technical Manager
Testing Laboratory

Testing Personnel
Testing Laboratory
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DOST-PTRI

FEES TO |PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
8. None 10. Conduct Testing None 18 working Testing Personnel
days Testing Laboratory
9. None 11. Prepare test None 25 minutes Testing Personnel
report Testing Laboratory
10. None 12. Review and sign None 15 minutes Technical Manager
test report Testing Laboratory
11. None 13. Approve release None 15 minutes Quality Manager
of test report Quality Management
Office
13.1 Sign test report None 15 minutes Division Chief
in the "Noted by: Office of the Division
portion Chief
12. None 14. Affix PTRI TSD None 5 minutes RRO
dry seal on the test PTL Receiving and
report Releasing Office
14.1 Reproduce and
file one copy for the
laboratory
13. Present copy of 15. Release original None 5 minutes RRO
TeR for claiming of test | test report to PTL Receiving and
report in the PTL customer. Releasing Office
Receiving and
Releasing Office, 1% 15.1 Notify
Floor Room 118 customers of
additional fees, if
13.1 Acknowledge any.
receipt of test report
by signing logbook
18 working
Passogo | 4 Zhours
TOTAL per
sample

(at 8 hours per
working day)

*For one sample, excluding the time during which the sample is in the queue for testing.
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DOST-PTRI

FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback

Customer fills out Customer Satisfaction Feedback Form through SRIS

How feedback is
processed

Statistical data and Customer Satisfaction Index (CSl) is automatically
generated through SRIS.

Gap analysis report is prepared to determine priorities for improvement.

Reports and graphs can be automatically generated through SRIS.

How to file a complaint

Written complaints are submitted to the Quality Manager. Verbal
complaints are entertained and the customer is provided a copy of
PM-07.09-A-F1, Complaint form. Filled-out form is submitted to the
Quality Manager.

How complaints are
processed

Complaint is evaluated (if valid) through review of test report and
worksheets and interview of concerned personnel. QMgr sends Notice
of Evaluation of Complaint to the customer. If complaint is on the test
report (erroneous test results and/or incorrect entries/information), root
cause analysis is conducted, and corrective action is undertaken. As an
immediate action, amended test report is issued to supersede the
original. Retesting is conducted if necessary free of charge.

Contact information of
PTRI

For inquiries and follow-up, clients may contact the following
PTRI: Email: ptri@ptri.dost.gov.ph | ptritestinglab@ptri.dost.gov.ph
Mobile/Telegram/Viber: 09166389760

Contact information of
ARTA, PCC & CBB

ARTA: complaints@arta.gov.ph
1 1-ARTA-2782

PCC: 8888

CCB: 0908-881-6565 (SMS)
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€< > C @& servicesdost-ptricom/pages/index.php e ¥ 0O e H

) Republic of the Philippines . ) . .
Service Requests Registration Information System

Department of Science and Technology
. ' PHILIPPINE TEXTILE RESEARCH INSTITUTE

Choose a Service

Select from the dropdown below the service you want to avail of

TSD Lab Services

Click the proceed button after choosing

Service Requests Registration Infor i 3 (SRIS) is ped to

align with the government’s program on Ease of Doing Business/Streamlining

of Processes.

The SRIS is a web-based system that enables the public to submit their online

request in availing of PTRI services i.e., ry ing and lysis,

textile processing, technical training, and facility tour. LANDBANK E-PAYMENT FACILITY
(Pay here)

(/31k. izi"ortal

Click this link above

N
S

(oriq ) Republic of the Philippines . . ) )
S Service Requests Registration Information System

, Department of Science and Technology
PHILIPPINE TEXTILE RESEARCH INSTITUTE

Customer Profile
3k Input fields without border color are required

Please take nole that the details neseded below are for the Requesting Official

First Name Last Name

E-mail Designation/Position

Mabile Number E.g (09061234567) Fax Number E.g.(88123456) N/A Age Gender M

Type of Client ~

Company Name

Company Address

Region v Province v Municipality v
Number, Block, Lot, Building Name, Strest I ’ Barangay l I Telephone Number E g (88881234

How did you know of PTRI Services?

TSD Lab Services

Sample Description

[J1 have read and agreed to the terms of service.

SUBMIT
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DOST-PTRI

PHILIPFINE TEXTILE RESEARCH INSTITUTE FMNS ISONEC 17025:2017

Testing Laboratories PM-07.01-A-F1

PROCEDURES MANUAL FORM Page 1of1

Revision no.: 1

Quotation for Testing Services Date of Issue: 04 January 2024

Section 1 (To be filled-out by customer)

Reguesting Officiall Person: Designation:

Comparmy Affiliation:

Addrass:

Email:

Contact Mumber (Telephone/Mobile):

Sample Description:

Section 2 (To be filled-out by Receiving and Releasimg Officer)

Cuotation MNo.:
Drate:
Type/Mumber of Samples:
TESTIS TEST METHOD { ary UNIT COST TOTAL
CONDITIONS
Sub-Total:
Discount:
TOTAL:
Assessed by: Reviewed by:
Receiving and Releasing Officer Technical Manager
Diale: Diate:
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Department of Science and Technology
PHILIPPINE TEXTILE RESEARCH INSTITUTE
TESTING LABORATORIES
Gen. Santos Ave., Bicutan, Taguig City, 1631 Philippines
Tel No. 8837-1158 Mobile No. 09166389760
ptritestinglab@ptri.dost.gov.ph

Test Request

Req. Ref. No.:

Date:

Time:

DOST-PTRI

CUSTOMER:
ADDRESS:

TEL / MOBILE MO:
ERAIL:

1. TESTING SERVICES

TYPE OF SAMPLE

SAMPLE TEST TEST METHOD MO, OF
CODE REQUESTED SAMPESS
UNITS

LIMIT
COST

TOTAL

Sub-Total

Discount

TOTAL

2. BRIEF DESCRIFTION OF SAMPLE/REMARKS

3. OTHER SERVICES

TOTAL

OR NO:
DATE:

AMOUNT RECEIVED:
UMPAID BALANCE:

TEST REPORT DUE ON:

DISCUSSED WITH CUSTOMER: Dotails of the Tost Request and Terms and Conditions stated at the back of this farm

CONFORME:

CustomerfAuthorized Reprasentative

(Mame and Signature)

Receiving and Releasing Officer Technical Manager

TEST REPORT NO.:
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Customer Satisfaction Feedback Form

We vaive your opiiion) Fiegse rale o expenance wih us

Studentarscadems

INSTRUCTION &: Mark your answer to the Cilizen's Chapler (CC) questlions. The Cilizen's Charter is an official document that reflects the serices of a

govemment agency | affice including its regurements, fees, and processing limes amaong others.

[CC1] Which af the Tollowing best describes your awsreness af a CC7
@ 1. | know whad a CC is and | saw this office’s CC.
2 2. 1 kenow what a OC is but | did NOT see this ofice’s CC.

2 3. Neamed of the CC only when | saw this affice’s CC.

21 4. L da moal know what a CC = and | did nof ses one in this office.

[CC2] If avere of OL {answered 1-3 in CC1), would you say that the CC of this office was .7
i# 1. Easy lo see
0 2. Somewhal easy lo see
(2 3. Difficult o see
71 4. Mol visible at all
5. WA

[CC3] If awewre of CC {answered 1-3 in CC1), how much did the CC help you in your iransaction?
# 1. Helped very much
0 2. Somewhat helped
21 3. Did nod help
4. HiA

INSTRUCTION 2: For S00 0-8, please mark the column that besl coresponds o your answer.

® © 6 6

SEranghy Agres Ruither Agres Oissgres
Aprve nor Desgres

SQDD | e =alisfied with the servios thit avaied. L] (a] o L,

2Q01 | spent a reasonable amount of ime far mmy & -

transaction. G i

2Q02 The affice followed the transaclion’s requiremenls & y

and steps bazed an the information provided.

SQ03 The steps (induding payment) | needed to da far my &

ftransaclion were ansy and simole. 7 = ;-

SQ04 | easily found information abowt my irarsaction from & - -

the office or its websibe.

SQD0S | paid a reamanable amount of fees for my &

tran=action.

SQDE | feel the affice was far o every one, or Wakang & = =

palakasan”, during my transaclion. .

SQ0T | was treated cowrtecushy by the staff, and (if asked &

for halp) the staff was halpful. - -

2QDE | pal what | needed from the govemment office, ar (il . . . .

denied) denial of reguest was sufliciently explain o me.
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Customer Satisfaction Feedback Form

We value your opimoni Flesss rate your experience Wil Us.

Hudenta/Acadsms '

How would you rate our services?

vary Heade Hot
Diman slon Deecription Outatanding satistactory Satlafaciory it Paar B

RESPONSIVEMESS  Prompd, snd courtaous -
mesponss o custamer’s

“hkAkk Thkkk Tkh Tk TQ

neguest
Aporopriate orse o 0 (] [w] [w] O
st | khkk | ZhkAk Ckk Tk U
Flexibili address B ] o [w] .
m'u:er:::;he " **** *** ** * {9
cusiomer
RELIABILITY Timeliness of services 3 i, [} = )
s % kkkok Cokkk Tokk *
Ouality of services o w] L&
ol E dhkok Cokkok Tokk *
ACCESS Physical accoessibilty L]

“ddkkd T kkd kA Tk

Ordine d==emination af ]
infomattian via website

“ddkd T hkd T okd ok
FACILITIES Awailuhility of elewalor, ]

rarrgs far the differently - **** *** ::** '*

abled per=on, abc

elalolelo

Cleanbness af e -

Thkkk Tokkk kA Tk C

Tadlilies

Safety of the faciilies -

“dkkd T hkd T kk ok

Wel ventilsted facliies &

Thkkhk T hkkk Thk Tk

COMMUNICATION Clarnty of informationan | &

lher seraices rendered B **** *** -'** '*

Formis # a o (u]
undmzr:-:ul:uw * * ** * ** * ** *

Clearly explain the et ]
results and sample
products provided

**** _*_** ** *

© 2 2 @ 0 ©

COETS Ma hidden fees or ]
addilional charges

“dkokd T hkk Tokk ok

-
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DOST-PTRI

IMTEZRITY Transparency of the ] 5 **** *** (] *_* 0 * [ @I

rarsactionsiprocedures
or adherence to the
Citizmn's Charter(e.g.
First Came, Firsl Serve
Palicy, No Moon Break)

S . “Ahkkk “hkk “Hx "k @

corfidential information
(Dt Priwacy Act}

Adherence o Ciil &

Sevvice Cade of Efics Tk dedok & 1 :{S"

arud Ethical Standards

ASSURANCE Staff is knowledgeable ]
of the proosss and
ofher relevant
infarmation

Thkkk Tkkk Thx Tx TQ

Siaff appears neal and - o **** C _*_*_* ] _*_*_ _*_ & {S}

professional

QUTCOME Satisfied with the L]
overal service provided

hkkhk T kkx Tkx T TQ

Feedback:

Het Promoter Score:

How Kkely wolid yow recommend our senices io offers

0 = Not ALAD Likedy - 5 = Extremely Likety
021020304805

Areas for mprovernent

Other commentssuggesions

O 1 have mad and agreed 1o the lems of serdoe.

T s s v
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DOST-PTRI

PHILIPPINE TEXTILE RESEARCH INSTITUTE PNS ISONEC 17025:2017
Testing Laboratories PM-07.09-F1
PROCEDURES MANUAL FORM Page 1 of 1
. Revision no.: 1
Complaint Date of Issue: 24 November 2023

(To be filled-out by Customer)

Control No.:
Date:
Mame of Customer: Signature:
Company: Designation:
Address:
Tel/Mobile No.
Test Report No.:
Reference No.:
PTRI SM:
Nature/desription of Complaint: [1 Test Results

[] Sample Description

[1 Others, please specify

EVALUATION OF COMPLAINT

To:

Please be informed that your above complaint, has been evaluated and found to be:

[ valid and corrective actions shall be undertaken:

1 not valid due to the following reasons:

Validated by: Reviewed by: Approved by:

OMgr TMgr not involved in original Division Chief
activity in question

Page 26



DOST-PTRI

Technical Services Division
Mechanical and Chemical Processing Section

External Services
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DOST-PTRI

PROVISION OF PROCESSING SERVICES FOR TEXTILES AND ALLIED
PRODUCTS - SIMPLE

Scouring/Bleaching Services: 1kg sample
Description: Scouring and Bleaching of fibers, yarns and fabrics to extract impurities through
chemical application

Office or Division Technical Services Division — ICYT
Classification Simple
Type of Transaction G2G; G2B; G2C
Who may Avail MSMEs, Social Enterprise, Government, Academe
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Textile material (fiber, yarns, fabric) e To be provided by client to TSD Receiving
Officer
e TSD Form No. 001 Processing e TSD-ICYT Office, 1% Level Room 101
Service Request Form (1 original, 2
duplicate)
e Order of Payment (1 original, 1 e Accounting Section, 3™ Level Room 309
duplicate) e Treasury Section Room, 3™ Level Room
e Official Receipt 310
FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
1. Customer inquiry 1. Assist None 15 minutes Receiving
via walk-in or online customers Officer
transaction request and, TSD-ICYT
refer to the .
technical staff Office
2. Evaluate Head, MCPS
customer request TSD-ICYT
Office
3. Instructs
customer to fill Receiving
out the online Officer
SRIS (Part 1 of )
TSD Form TS(? ﬁ!CYT
No.001 ice
“Processing
Services
Request, PSR)
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DOST-PTRI

FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
2. Submit request 3.1 Check the list None 5 minutes
through Service of pending
Requests Registration | request in the
Information System SRIS, and then
(SRIS) at fill out the part 2
https://services.dost-pt
ri.com/pages/index.ph | 3.2. Print 3
[6) copies
Note: Returning Original
customers will only -Receiving Office
need to input their 2nd copy -
registered email Customer
address in the SRIS to 3rd copy —
directly proceed with | Acctg Section
service requests.
3.3 Fill out Part 2
of TSD Form
Nos. 001 and
signs “Received
by” portion
3.4 Checks
completeness of
information
3. Walk-in 3.5 Sign “Received None 7 minutes
customer/s, signs by” portion of
the printed TSD Form| Section I|
Nos. 001 (PSR).
For online payments’ 4. Review and sign None Head, MCPS
customers are PSR TSD-ICYT
required to pay in full Office
via the Link.Biz Portal
of Landbank S. . 5. Advise Customer None Receiving
e-payment faC|_I|ty to proceed to Officer
before presenting the Accounting for TSD-ICYT
PSR. Send Proof of fissyance of Order of Office
payment via email or |Payment (OP) and
viber (09624433729) [Cashier for Official
Receipt (OR)
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DOST-PTRI

FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
5.1 Advises customer None
to return original copy of
filled out TSD Form No.
001 to Receiving Office
4. Secure order of | 6. Encode None 10 minutes Admin Aide
payment from information in Accounting
Accounting Section | Accounting Module Office
at the Accounting
Section, 3rd Level, 7. For online Receiving
Room 309 transactions, forward Officer
PSR to Accounting TSD-ICYT
for OP and Cashier Office
for issuance of
receipt.
8. Generate 2 copies Admin Aide
of Order of :
Pavment Accounting
y : Office
FAD-Accounting
Form
No. 002.
5. None 9. Review and sign None 3 minutes Accountant
OP Accounting
Office

9.1 Retain one copy
each of PSR and OP

9.2 Issue 1 copy of
OP and 2 copies of
PSR
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DOST-PTRI

FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
6. Pay the required 10. Check amount Php 95.00/kg| 8 minutes Admin Officer
fees to Treasury Unit | if conforms with OP Budget &
at the Treasury and PSR Treasury Office
Section, 3rd Level
Room 310 10.1 Encode
information and
generate OR in
triplicate
10.2 Sign and issue
OR with 2 copies of
PSR
7. Return to 11. Secure an None 1 minute Receiving
TSD-ICYT Office, 1st| original copy of PSR. Officer
Level Room 101 Provide OR and TSD-ICYT
duplicate copy Office
of PSR to client
8. None 12. Accomplish 2 None 2 minutes Receiving
copies of Job Order Officer
(JO) Form (TSD TSD-ICYT
Form No. 002) Office
9. None 13. Review, assign None 3 minutes Head, MCPS
technical staff and TSD-ICYT
sign JO Office
10. None 14. Issue JO with None 5 minutes Receiving
materials to the Officer
concerned TSD-ICYT
technical staff at Office
Chemical
Processing Unit
15. Receive and None 2 minutes Unit Head-CPU
sign JO TSD-ICYT
Office
11. None 16. Conduct of None 17 hrs 27 mins CPU staff
Scouring and CPU Lab
Bleaching Process
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DOST-PTRI

FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
12. None 17. Prepare None 5 minutes CPU staff
Production report CPU Lab
13. None 18. Inspect and fill None 10 minutes
out product quality CPU Lab
report
14. None 19. Review and None 5 minutes CPU Head
Sign Report CPU Lab
15. None 20 Labelling and None 5 minutes CPU staff
packaging CPU Lab
16. None 21. Accept process None 5 minutes Receiving
material and inform Officer
Customer TSD-ICYT
Office
TOTAL PROCESSING TIME: Php 95/kg 19 hours
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DOST-PTRI

FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback Client fills out the Customer Satisfaction Feedback (CSF)
Form and submit to the respective division’s Receiving Officer
(ROs)

How feedback is Every month/quarter ROs processes the CSF and prepares

processed CSF monthly/quarterly report and submits to the Division

Chief. The Division Chief submits the report to Quality
Management Representative (QMR).

How to file a complaint Client fills-out the Customer Complaints Form. Client must
ensure to provide the following:
- Name of person being complained

- Incident
- Evidence
Client submits the Customer Complaints Form to the ROs.
How complaints are The ROs forwards the client complaint to the Division Chief
processed after receipt of the client complaint. The Division Chief

submits the complaint to the PTRI Anti-Red Tape Chair. Upon
evaluation, PTRI Anti-Red Tape Chair convenes the
Committee and starts the investigation. The Committee
prepares the report and submits to the Head of the Agency for
appropriate action.

PTRI Anti-Red Tape Chair provides feedback to the client
within five days of the receipt of the complaint.

Contact information For inquiries and follow-up, clients may contact the following
PTRI: Email: ptri@ptri.dost.gov.ph |
ptritestinglab@ptri.dost.gov.ph

Mobile/Telegram/Viber: 09166389760

Contact information of ARTA: complaints@arta.gov.ph
ARTA, PCC & CBB : 1-ARTA-2782
PCC: 8888

CBB: 0908-881-6565 (SMS)
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DOST-PTRI

PROVISION OF PROCESSING SERVICES FOR TEXTILES AND ALLIED
PRODUCTS - COMPLEX

Weaving Services: 24-in width and 3-m length
Description: Interlacing of blended cotton and natural textile fibers yarns with commercial thread
for conversion into handwoven fabrics using the four-harness handloom equipment. This
conversion is called handloom weaving, wherein two sets of yarns are interlaced with each other.

Office or Division

Technical Services Division — ICYT

Classification

Complex

Type of Transaction

G2G; G2B; G2C

Who may Avail

MSMEs, Social Enterprise, Government, Academe

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

e Textile material (fiber, yarns)

e TSD Form No. 001 Processing Service
Request Form (1 original, 2 duplicate)
e Order of Payment (1 original, 1 duplicate)

e Official Receipt

To be provided by client to Receiving

Officer

TSD-ICYT Office, 1% Level Room 101

Accounting Section, 3™ Level Room 309
Treasury Section Room, 3™ Level Room 310

FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
1. Customer inquiry via 1. Assist None 15 minutes Receiving
walk-in or online customers Officer

transaction

request and,
refer to the
technical staff

2. Evaluate
customer
request

3. Instructs
customer to fill
out the online
SRIS (Part 1 of
TSD Form
No.001
“Processing
Services
Request, PSR)

TSD-ICYT Office

Head, MCPS
TSD-ICYT Office

Receiving
Officer
TSD-ICYT Office
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DOST-PTRI

FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
2. Submit request through 3.1 Check the None 5 minutes Receiving
Service Requests list of pending Officer
Registration Information request in the TSD-ICYT Office
System (SRIS) at SRIS, and
https://services.dost-ptri.co | then fill out the
m/pages/index.php part 2
Note: Returning customers
will only need to input their | 3.2. Print 3
registered email address in | copies
the SRIS to directly Original
proceed with service -Receiving
requests. Office
2nd copy -
Customer
3rd copy —
Acctg Section
3.3 Fill out Part
2 of TSD Form
Nos. 001 and
signs
“‘Received by”
portion
3.4 Checks
completeness
of information
3.Walk-in customer/s, signs| 3.5 Sign “Received None 7 minutes
the printed TSD Form Nos. | by” portion of
001 (PSR). Section Il
For online payments,
customers are required to | 5. Review and sign None Head, MCPS
pay in full via the Link.Biz | PSR TSD-ICYT Office
Portal of Landbank's
e-payment facility before
presenting the PSR. Send
Proof of payment via email | 6. Advise Customer [ None Receiving
or viber (09624433729) to proceed to Officer

Accounting for
issuance of Order
of Payment (OP)
and Cashier for
Official Receipt
(OR)

TSD-ICYT Office
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FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
6.1 Advises None
customer to return
original copy of filled
out TSD Form No.
001 to Receiving
Office
4. Secure order of 7. Encode None 10 minutes Admin Aide
payment from information in Accounting
Accounting Section at the | Accounting Office
Accounting Section, 3rd Module
Level, Room 309 .
8.For on_llne Receiving
transactions, Officer
forward PSR to TSD-ICYT Office
Accounting for OP
and Cashier for
issuance of
receipt.
9. Generate 2 Admin Aide
copies of Order of Accountin
Payment nting
FAD-Accounting Office
Form
No. 002.
5. None 10. Review and None 3 minutes Accountant
sign OP Accounting
Office

10.1 Retain one
copy each of PSR
and OP

10.2 Issue 1 copy
of

OP and 2 copies
of

PSR
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FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
6.Pay the required feesto| 11. Check Php 8 minutes Admin Officer

Treasury Unit at the amount if 270.00 Budget &

Treasury conforms with Treasury Office

Section, 3rd Level Room OP and PSR

310
11.1 Encode
information and
generate OR in
triplicate
11.2 Sign and
issue
OR with 2 copies
of
PSR

7. Return to TSD-ICYT 12. Secure an None 1 minute Receiving

Office, 1st original copy of Officer

Level Room 101 PSR. Provide OR TSD-ICYT Office
and duplicate copy
of PSR to client

8. None 13. Accomplish 2 None 2 minutes Receiving
copies of Job Officer
Order (JO) Form TSD-ICYT Office
(TSD Form No.

002)

9. None 14. Review, None 3 minutes Head, MCPS
assign technical TSD-ICYT Office
staff and sign JO

10. None 15. Issue JO with None 5 minutes Receiving
materials to the Officer
concerned TSD-ICYT Office
technical staff at
Mechanical
Processing Unit

Unit Head-MPU
16. Receive and None 2 minutes TSD-ICYT Office

sign JO
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FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
11. None 17. Preparation of None 16 hours SRS and/or SR
warp and loading of Analyst
warped blended Weaving Studio
cotton and NTF
yarns on handloom
equipment
(Beaming to Tying
Process)
12. None 18. Weaving None 8 hours SRS and/or SR
process Analyst
Weaving Studio
13. None 19. Unloading of None 30 minutes SRS and/or SR
handwoven Analyst
fabric from the Weaving Studio
handloom
equipment
14. None 20. Weighing and None 30 minutes SRS and/or SR
packaging of Analyst
handwoven Weaving Studio
fabric
15. None 21. Accept process None 5 minutes Receiving
material and Officer
inform Customer TSD-ICYT Office
i Php 3 days,
TOTAL PROCESSING TIME: 270.00 | 2 hours, 6 mins
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FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback Client fills out the Customer Satisfaction Feedback (CSF) Form and
submit to the respective division’s Receiving Officer (ROs)

How feedback is Every month/quarter ROs processes the CSF and prepares the CSF
processed monthly/quarterly report and submits it to the Division Chief. The
Division Chief submits the report to the Quality Management
Representative (QMR).

How to file a complaint Client fills-out the Customer Complaints Form. Client must ensure to
provide the following:
- Name of person being complained

- Incident
- Evidence
Client submits the Customer Complaints Form to the ROs.
How complaints are The ROs forwards the client complaint to the Division Chief after receipt
processed of the client complaint. The Division Chief submits the complaint to the

PTRI Anti-Red Tape Chair. Upon evaluation, PTRI Anti-Red Tape Chair
convenes the Committee and starts the investigation. The Committee
prepares the report and submits it to the Head of the Agency for
appropriate action.

PTRI Anti-Red Tape Chair provides feedback to the client within five
days of the receipt of the complaint.

Contact information For inquiries and follow-up, clients may contact the following
PTRI: Email: ptri@ptri.dost.gov.ph | ptritestinglab@ptri.dost.gov.ph
Mobile/Telegram/Viber: 09166389760

Contact information of ARTA: complaints@arta.gov.ph
ARTA, PCC & CBB 1 1-ARTA-2782

PCC: 8888

CBB: 0908-881-6565 (SMS)
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PROVISION OF PROCESSING SERVICES FOR TEXTILES AND ALLIED
PRODUCTS - HIGHLY TECHNICAL

Spinning Services with Sizing: 150-kg processing materials (100% cotton)
Description: Conversion of 100% cotton fibers into yarns through spinning process and
application of sizing chemicals on the yarns produced to improve its strength suitable for
weaving;

Office or Division Technical Services Division — ICYT
Classification Highly Technical
Type of Transaction G2G; G2B; G2C
Who may Avail MSMEs, Social Enterprise, Government, Academe
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Textile material (fibers) e To be provided by client to TSD Receiving
e TSD Form No. 001 Processing Service Officer
Request Form (1 original, 2 duplicate) e TSD-ICYT Office, 1 Level Room 101
e Order of Payment (1 original, 1 duplicate) [ ® Accounting Section, 3" Level Room 309
e Official Receipt e Treasury Section Room, 3" Level Room
310
FEES TO BE| PROCESSING PERSON
CLIENT STEPS PTRI ACTION PAID TIME RESPONSIBLE
1. Customer inquiry via | 1. Assist None 15 minutes Receiving
walk-in or online customers Officer
transaction request and, TSD-ICYT
refer to the Office
technical staff
Head, MCPS
2. Evaluate TSD-ICYT
customer request Office
3. Instructs .
customer to fill Receiving
out the online Officer
SRIS (Part 1 of TSD-ICYT
TSD Form Office
No.001
“Processing
Services
Request, PSR)
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for issuance of
receipt.

2. Submit request copies Original Officer
through Service -Receiving Office TSD-ICYT
Requests Registration 2nd copy - Office
Information System Customer
(SRIS) at 3rd copy —
https://services.dost-ptri | Acctg Section
.com/pages/index.php
3.1 Fill out Part 2
Note: Returning of TSD Form
customers will only Nos. 001 and
need to input their signs “Received
registered email by” portion
address in the SRIS to
directly proceed with 3.2 Checks
service requests. completeness of
information
3. Walk-in customer/s, | 3.3 Sign “Received None 5 minutes Receiving
signs the printed TSD| by” portion of Officer
Form Nos. 001 (PSR).| Section lI TSD-ICYT
For online payments, Office
customers are 3.4. Review and sign None
required to pay in full | PSR
via the Link.Biz Portal
of Landbank's 3.5 Advise Customer None
e-payment facility to proceed to
before presenting the | Accounting for
PSR. Send Proof of | issuance of Order of
. . Payment (OP) and
payment via email or . .
. Cashier for Official
viber (09624433729) Receipt (OR)
4. Secure order of | 4.1 Encode None 10 minutes Admin Aide
payment from information in Accounting
Accounting Section at | Accounting Module Office
the Accounting
Section, 3rd Level, 4.2 For online Receiving
Room 309 transactions, forward Officer
PSR to Accounting TSD-ICYT
for OP and Cashier Office
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FEES TO |PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
4.3 Generate 2 Admin Aide
copies of Order of Accounting
Payment Office
FAD-Accounting
Form
No. 002.
5. None 5. Review and sign None 3 minutes Accountant
OP Accounting
Office
5.1 Retain one copy
each of PSR and OP
5.2 Issue 1 copy of
OP and 2 copies of
PSR
6. Pay the required 6. Check amount if Spng = Php 8 minutes Admin Officer
fees to Treasury Unit [ conforms with OP 110.00/kg Budget &
at the Treasury and PSR Sizing = Php Treasury Office
Section, 3rd Level 135.00/kg
Room 310 6.1 Encode
information and
generate OR in
triplicate
6.2 Sign and issue
OR with 2 copies of
PSR
7. Return to TSD-ICYT| 7. Secure an original None 7 minute Receiving
Office, 1st copy of PSR. Officer
Level Room 101 Provide OR and TSD-ICYT
duplicate copy Office
of PSR to client
8. None 8. Accomplish 2 None 2 minutes Receiving
copies of Job Order Officer
(JO) Form (TSD TSD-ICYT
Form No. 002) Office
9. None 9. Review, assign None 3 minutes Head, MCPS
technical staff and TSD-ICYT
sign JO Office
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FEES TO |PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
10. None 14. Issue JO with None 5 minutes Receiving
materials to the Officer
concerned TSD-ICYT
technical staff at Office
Mechanical
Processing Unit
15. Receive and sign None 2 minutes Sr. SRS-MPU
JO TSD-ICYT
Office
11. None . Loading of blended None 2 hours SR Assistant/
fibers in designated
Blowroom Machine laboratory aide
Opening of cotton Spinning Studio
and natural textile
fiber
9. None 13. Unloading and None 1.6 hours SR Assistant/
transport of picker designated
laps and feeding to laboratory aide
Carding Machine Spinning Studio
10. None 14. Carding None 16 hours SRS/ SR
process Assistant/
designated
laboratory aide
Spinning Studio
11. None 15. Unloading and None 20 minutes SR Assistant/
transport of carded designated
sliver from Carding laboratory aide
Machine to Spinning Studio
Drawframe
including feeding
12. None 16.Drawing process None 3 hours SR Assistant/
(2 pass) designated
laboratory aide
Spinning Studio
13. None 17. Unloading and None 1.5 hours SR Assistant/
transport of drawn designated
sliver to Roving laboratory aide

Frame including
feeding

Spinning Studio
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FEES TO BE | PROCESSING PERSON
CLIENT STEPS PTRI ACTION PAID TIME RESPONSIBLE
14. None 18. Roving process None 8 hours SRS/ SR
Assistant/
designated
laboratory aide
Spinning Studio
15. None 19. Unloading and None 1.8 hours SR Assistant/
transport of roving to designated
Ring Frame including laboratory aide
feeding Spinning Studio
16. None 20. Set-up of None 32 hours SRS/ SR
roving to Ring Frame Assistant/
designated
laboratory aide
Spinning Studio
17. None 21. Ring spinning None 24 hours SRS/ SR
process Assistant/
designated
laboratory aide
Spinning Studio
18. None 22. Unloading and None 50 minutes
transport ring spun
yarns to Winding
Machine
including feeding
19. None 23. Winding into None 16 hours
cone
20. None 24. Unloading and None 5 hours
feeding of yarns to
Sizing Machine
21. None 25. Sizing process None 40 hours
22. None 26. Weighing and None 2.7 hours
packaging of yarns
19 days,
TOTAL PROCESSING TIME: Php 36,750 | 2 hours, 43
mins
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DOST-PTRI

FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback

Client fills out the Customer Satisfaction Feedback (CSF) Form
and submit to the respective division’s Receiving Officer (ROs)

How feedback is
processed

Every month/quarter ROs processes the CSF and prepares the
CSF monthly/quarterly report and submits it to the Division
Chief.  The Division Chief submits the report toQuality
Management Representative (QMR).

How to file a complaint

Client fills-out the Customer Complaints Form. Client must
ensure to provide the following:

- Name of person being complained

- Incident

- Evidence
Client submits the Customer Complaints Form to the ROs.

How complaints are
processed

The ROs forwards the client complaint to the Division Chief after
receipt of the client complaint. The Division Chief submits the
complaint to the PTRI Anti-Red Tape Chair. Upon evaluation,
PTRI Anti-Red Tape Chair convenes the Committee and starts
the investigation. The Committee prepares the report and
submits it to the Head of the Agency for appropriate action.

PTRI Anti-Red Tape Chair provides feedback to the client within
five days of the receipt of the complaint.

Contact information of
PTRI

For inquiries and follow-up, clients may contact the following
PTRI: Email: ptri@ptri.dost.gov.ph | ptritestinglab@ptri.dost.gov.ph
Mobile/Telegram/Viber: 09166389760

Contact information of
ARTA, PCC & CBB

IARTA: complaints@arta.gov.ph
: 1-ARTA-2782
PCC: 8888

CBB: 0908-881-6565 (SMS)
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DOST-PTRI

= Service Requests Registration - X +

- C 25 services.dost-ptri.com/pages/index.php ¥ a *

Republic of the Philippines . . ) .
Service Requests Registration Information System

iepartment of Science and Technology
PHILIPPINE TEXTILE RESEARCH INSTITUTE

Choose a Service

Select from the dropdown below the service you want to avail of

TSD ICYT Processing Services

Click the proceed button after choosing

Service Requests Registration Information Sy (SRIS) is ped to

align with the government’s program on Ease of Doing Business/Streamlining

of Processes.

The SRIS is a web-based system that enables the public to submit their online

request in availing of PTRI services i.e., laboratory testing and analysis,

textile p ing, technical training, and facility tour. LANDBANK E-PAYMENT FACILITY

(Pay here)

(/%k. iz'"ortal

Click this link above

)

Or Book an Appointment

d"
+ie-— PHILIPPINE TEXTILE RESEARCH INSTITUTE

(o= | Republic of the Philippines ) . . .
) Service Requests Reglstratlon Information System

;= Department of Science and Technology

Customer Profile
3k Input fields without border color are required

Please take nole that the details needed below are for the Requesting Official

First Name Last Name
E-mail Designation/Position
Mobile Number E.g.(09061234567) Fax Number E.g.(88123456) N/A Age Gender v

Type of Client

Company Name

Company Address

Region v Province v Municipality v

Number, Block, Lot, Building Name, Street I l Barangay l | Telephone Number E.g (88861234

How did you know of PTRI Services?

TSD Lab Services

Sample Descripfion

[J1 have read and agreed to the terms of service.

SUBMIT
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T5D Form Mo. 001

Revw. 4/ 04-10-21
Republic of the Philippines
DEPARTMENT OF SCIENCE AND TECHNOLOGY
PHILIPPINE TEXTILE RESEARCH INSTITUTE
TECHMICAL SERVICES DIVISION
General Santos Avere, Bicutan, Taguig City. 1631 Philippines
Tel Mos. (532) B37-2071 to 82 loc. 2309 Telefax Mo. (832) 837-1157
hittp-ifvevewpiri.dost.gov_ph | Email: pir icyfifigmai com
PROCESSING SERVICES REQUEST
PART 1 (To be filled out by customer)
Drate/Time:
Reguesting Official/Person;
Company/ SchoolProject: Designation:
Addresa: Province:
Email: Fax Mo: Caontact No.
Type of Client: Gender: Age:
Academe [] Mzl
Govemment [] Femal=
[ Nen-Govemment Organizations
[] Prvate Companies
O Individual
PART 2 (To be filled out by Receiving Officar)
Sample description: Reference No.:
Type of sample: Sample No_:
O fibers O garments Due Date:
O yams U fabrics
others, specify:
SERVICE REQUEST WEIGHT/QTY UNIT FEE TOTAL FEES
OP No. Date: Sub Total PhP
Official Receipt No. Date: Dizcount
Total PhP
SIGHATURE DATE

Customer! Avthorized Representative

Received by

Reviewed by:

Flease refer af the badk page for the ferms and condifions
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Customer Satisfaction Feedback Form

We vaiue your opinion) Piease rale your experiance with us.

Stugenta/Acateme

INSTRUCTION 8: Mark your answer 1o the Citizen's Chapler (CC) questions. The Citizen's Charler is an official document that reflects the services of a

gevemment agency | office including its requrements, fees, and processing times among others.

[CC1] Which of the following best describes your awsreness of a CC?
& 1. | know what a CC iz and | =aw thi= office’s CC.
0 2. | know what a CC iz but | &d NOT see this office's CC.
0 3. lleamned of the CC only when | =aw thi= office’s CC.
(0 4. | do nol know what a CC s and | did not see ane in this ofice.

[CC2] Iif aware of CC (answered 1-3 in CC1), would you say that the CC of this affice was .7
® 1. Easy lozee
) 2. Somewhat easy o see
O 3. Difficuit to see
) 4. Mot visible at all
5. NIA

[CC3] f aware of CC (answered 1-3 in CC1), how much did the CC help you in your ransaction?
® 1. Helped very much
7) 2. Somewhat helped
0 3. Did not help
4. NA

INSTRUCTIONS: For SO0 0-8, plea=e mark the column that best cormesponds 1o your answer.

® ©

Srangly Agres Nudher Agrew
Apres ner dnngree
$QD0 | am =alizfied with the servios that avaied. . 0 C
$QD1 | spent a reasonable amount of time for my - ~ !
transaction. ;
$QD2 The office followed the iransaction's requirements ® = s
and steps based on the information provided.
$GQD3 The steps (nduding payment) | needed o do for my -
transaclion were easy and simple 5
$QD4 | casily found information about my transaction from @
the office or its website.
$QDS | paid a ressonable amount of fees for my & ' :
transaction.
$QDE | feel the office was fair io every one, or Wakang - - -
palakasan”, during my transaction.
SGD7 | was treated courtecusly by the staff, and (if asked - :
fior help) the staff was helpful.
$QD3 | got what | needed from the government office, or (if @ - 5

denied) denial of request was sufliciently explain to me.
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Customer Satisfaction Feedback Form

WE value your oginioni FI2ase rale your experience with us

Students/Academs v

How would you rate our services?

Dimension Description Outstanding H:’M Satisfactory o0t . Poor s
RESPONSIVENESS  Prompt, snd courtecus . o 0 s .
e aEAeTa] [ *hkkk hkkk kK * °Q
request
AL TR *hkkhk hkkk  kk * °0
Flexibility to address O O O -
Aol 7 khkkhk hkkk kk * °Q
Customer
RELIABILITY Timeliness of services C 0 s 's
: ” *kkk T kkk kK * 0
Ouaslity of services D 0 O
T = *hkk kkk kK * °Q
ACCESS Ptysical acoessbilty - **** *** ::** * ®
Orline dsseminatonofl & C 0 o 0 »
e *ohkkk kkk kK * °Q
FACILMES Availabilty of clevalor, ( )
i | *hkkk  kkk 7 okok * “Q
abled per=on, etc
Cleaniness of the J O ( C
e E *hkhk kkk ok * °Q
ey | “hhkk Thkkk “kk Tk “Q
A e | *hkkk “hkk Tk Tk 7O
COMMUNICATION Clanty of inf on an O O O
e | *hkkk hkkk  kk * °Q
TS = : ol
Ao dedl *hkkk kkk T kk * °Q
Clearly explain the lest O o o o o
i . |2 *hkkok dkk Tk * °Q
products provided
COSTS No hidden fees D O O 0 .
ST % *hkkhk kkk kK *|°O
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INTEGRITY Transparency of the *
trarsactions/procedures
or adherence o the
Citizen's Charter(e.p.
Fir=t Come, First Serve
Palicy, No Noon Break)

Protection of .
confidential information
(Datla Privacy Act)

Adherence o Civil -
Service Code of Ethics
and Ethical Standards

ASSURANCE Staff iz knowledgeable -
of the process and
ofther relevant
mnformaton

Staff appears neal and *
professional
OUTCOME Satisfied with the -
overal servioe provided
Feedback:

Net Promoter Score:
How Kely wouid you recommeand our SErvices 1o others
0 = Not At Al Lixely - § = Extremely Likely

001020304805

RERN

% kok ok

gk ok

.8 & & ¢

" kK

" ek ok
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ek ke
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S 1 || =y

O e C e o ®

I © 4 :®
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RS * °Q

Areas for Fnprovemnent

Other comment='suggesions

| have read and agreed Io the lerms of service.
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DOST-PTRI

FTRI Form Mo. 003
Reyv. 2115-05-17

Department of Science and Technology
PHILIPPINE TEXTILE RESEARCH INSTITUTE

CUSTOMER FEEDBACK FORM

Contral No. ___ —
Date:
To:
{Concemed Head)
(Division)
From:
(Mame of Complainant)
Company:
Address:
Contact Mo.:
Particulars of Complaints
Signature of Complainant
Received by:
Date:
Moted By/Date:
Dhvision Chief
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Technical Service Division
Training Services
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DOST-PTRI

REGULAR TRAINING SERVICE

Description: In- house training courses offered by the DOST - PTRI for the year. These training
courses have standardized design / modules. Minimum and maximum number / target
participants and training fee are determined.

Office of Division Technical Services Division — ICYT

Classification Simple

Type of Transaction G2G; G2B; G2C

Who may Avail MSMEs, Social Enterprise, Government, Academe
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

o Letter of Intent/TSD Form 023 Training e TSD-ICYT Office, 1 Level Room 101

Services Request and TSD Form 015
Training Service Fee (2 original copies)
e Accounting Form 002 Order of Payment | @ Accounting Section, 3 Level Room 309
(1 original, 1 duplicate)
e Official Receipt e Treasury Unit, 3 Level Room 310
(1 original, 1 duplicate)
e TSD Form 022 Training Contract (School/ | ¢ TSD-ICYT Office, 1%t Level Room 101
University) / TSD Form 019 Tech Transfer
Agreement (Company) (2 original copies)

¢ TSD Form 021 Company Profile e TSD-ICYT Office, 1° Level Room 101
(1 copy only)

e TSD Form 016 Attendance Sheet e Designated training venue
(1 copy only)

e TSD Form 017 Registration form e TSD-ICYT Office, 1% Level Room 101
(1 copy each)

e TSD Form 018 Course and Resource e Designated training venue

Speakers Evaluation Form
(1 copy each)

e Training Certificates (1 copy each) e TSD-ICYT Office, 1t Level Room 101
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FEES TO PROCESSIN PERSON
S PSR AR BE PAID G TIME RESPONSIBLE
1. Submit signed 1. Collect the signed None 1 minute SRA/Training
TSD Form 022 Training Contract/
Training Contract/ Officer
Technology
TSD Form 019 TSD-ICYT
Technology Transfer | Transfer Agreement Office
Agreement based and Company
ﬁgiiﬁ]rgzifggjged Profile / Individual
and Company/ ,
individual Profile at | O
the TSD-ICYT
Office, 1% Level
Room 101
2. Received letter 2. Check None 3 minutes SRA/Training
request. Fill out TSD | completeness of Officer
Form 015 Training information and TSD-ICYT
Service Fee at the sign. Office
TSD-ICYT Office, 1
Level Room 101 2 minutes Head TSD
3. Review entries TSD-ICYT
and sign TSF. Office
2 minutes Training
4. Advise Customer Officer
to proceed to TSD-ICYT
Accounting for Office
issuance of Order of
Payment (OP) and
Cashier for Official
Receipt (OR)
3. Secure order of 5. Encode Refer to 10 minutes Administrative
payment from information in attached Aide
Accounting Section Accounting Module training Accounting
at the Accounting of ULIMS service fee Office
Office 3™ Level matrix
Room 309 5.1 Generate 2
copies of Order of
Payment
5.2 FAD-Accounting
Form No. 002
6. Review and sign 3 minutes Accountant
OP Accounting
Office
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FEES TO PROCESSIN PERSON
S PSR AR BE PAID G TIME RESPONSIBLE

6.1 Retain one copy

each of SRF and

OP

6.2 Issue 1 copy of

OP and 2 copies of

SRF
4. Pay the required 7. Check amount if Refer to 8 minutes Administrative
fees to the Budget conforms with OP attached Officer
and Treasury and SRF training Budget and
Section Room, 3™ service fee Budget &
Level Room 310 7.1 Encode matrix Treasury

information and Office

generate OR in

triplicate

7.2 Sign and issue

OR with 2 copies of

SRF
5. Present the 8. Convey the None 6 minutes SRA/Training
OR to the Training participants to the Officer
Officer at TSD-ICYT | training venue TSD-ICYT
Office, 1% Level Office
Room 101
6. Fill out the 9. Review None 5 minutes SRA/Training
TSD Form 017 completeness Officer
Registration form of information TSD-ICYT
and submit to Office
the Training
Officer.
7.1 Signinthe TSD [ 10. Orient the None 1-10 days SRA/Training
Form 016 participants For complete Officer
Attendance Sheet regarding the details, refer TSD-ICYT
daily during the Training House to the Matrix Office
duration of the Rules of Training
training designated See Matrix of
training venue 10.1 Implement Training

training specified in
7.2 Participate in the course design
training activity at
the designated
training venue
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FEES TO PROCESSIN PERSON
CLIENT STEPS PTRI ACTION BE PAID G TIME RESPONSIBLE
8. After the 11. Review None 5 minutes SRA/Training
training, fill out and completeness of Officer
submit the TSD information and TSD-ICYT
Form 018 Course consolidate the Office
and Resource filled-out TSD Form
Speakers 018 Course and
Evaluation Form at | Resource Speakers
the designated Evaluation Form
training venue
Online Form is
available.
9. Receive and 12. Awarding of None 5 minutes SRA/Training
acknowledge the Certificates Officer
Training Certificates TSD-ICYT
in the attendance Office
sheet form at the
TSD-ICYT Office, 1
Level Room 102
Online form is
available.
10. Submit notarized | 13. Collect the None 1 minute SRA/Training
TSD Form 022 notarized Training
Training Contract/ Contract/ Officer
TSD Form 019 Technology TSD-ICYT
Technology Transfer Office
Agreement based Transfer Agreement
on agreed/confirmed | and Company
training schedule,
and Company/
Individual Profile at
the TSD-ICYT
Office, 1% Level
Room 101
51 min +
TOTAL PROCESSING TIME training
duration
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PTRI

PHILIPPINE TEXTILE RESEARCH INSTITUTE

Physical Testing and Evaluation of

P’TRI

1,250.00
per participant |

935.00

_Textile Flbers = o

Physncai estlng and Evaiuatlon of Spun

24

Cotton Fibers per participant
Physical Testing and Evaluation of Other 12 PTR 1,025.00
Natural Fibers (Ramie, Flax, Abaca, etc) per participant
Physical Testing and Evaluation of 12 PTRI 1,500.00
Manmade Fibers per participant
Chemical Testing and Evaluation of 16 PTRI 1,450.00

PTRI

per participant

1,980.00

Yarns

Physial Testing and Evaluation of

and Filament Yarns per participant
Physical Testing and Evaluation of 12 PTRI 1,050.00
Sewing Threads per participant
Chemical Testing and Evaluation of 16 PTRI 915.00

PTRI

per participant

sic Cotton Spining

16

3,775.00
Fabrics per participant
Carpet Testing 6 PTRI 2,375.00

per participant |

Physical Testing and Evaluation of Other 12 PTRI 1,025.00
Textile Products (upholstery materials, per participant
nonwovens, etc)
Chemical Testing and Evaluation of 20 PTRI 1,050.00

per participant

Orientation to Powerloom Weaving

24

FTRI 600.00
per participant |
Yarn Manufacturing 40 PTRI 2,000.00

PTRI

_per participant

1,000.00
per participant

Powerloom Weaving Technology

40

PTRI

1,565.00
per participant

Basic Handloom Weaving

40

PTRI

1,760.00
per participant

Advance Handloom Weaving

40

PTRI

1,760.00
per participant

Silk Handloom Weaving

80

PTRI

3,850.00
per participant
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PTRI

PHILIPPINE TEXTILE RESEARCH INSTITUTE

Orientation to Knitting Tecnology

'1,190.00 |
per Ea r‘ticipant

Knitting Technology

"Dyeing of Cellulosic Fibers (Ramie,

15

750.00

Cotton, Jute, Linen, Rayon, etc) per participant
Advance Course on Dyeing of Cellulosic 32 PTRI 1,500.00
Fibers per participant
Dyeing of Indigenous Fibers 16 PTRI 680.00
(Buntal, Abaca, Nito, Sagisi, etc) per participant
Advance Course on Dyeing of Indigenous 32 PTRI 1,400.00
Fibers per participant
Dyeing of Synthetic Fibers 16 PTRI 775.00

per participant
Pinukpok Fabric Production 6 PTRI 385.00

per participant
Textile Finishing Technology 40 PTRI 1,680.00

per participant
Tie Dyeing 16 PTRI 750.00

per participant
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DOST-PTRI

FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback Client fills out the Customer Satisfaction Feedback (CSF) Form
and Course and Resource Speakers Evaluation Form (CRSEF)
and submit to the Training Officer.

How feedback is Every quarter the Training Officer processes the CRSEF and
processed prepares CRSEF quarterly report and submits to the Head
TSD. The Head TSD submits the report to Quality
Management Representative (QMR).

How to file a complaint Client fills out the Customer Complaint Form (CCF). Client must
ensure to provide the following:
- Name of person being complained

- Incident
- Evidence
Client submits the CCF to the Training Officer.
How complaints are The Training Officer forwards the client complaint to the Head
processed TSD. The Head TSD evaluates the validity of complaint and

when found to be of merit, recommend and implement a
corrective action, then provide feedback to the client.

Contact Information of For inquiries and follow-up, clients may contact the following
PTRI PTRI: Email: ptri@ptri.dost.gov.ph | ptridost47@gmail.com
Telephone: 8837-1325 | 88372071 local 2362

Contact information of ARTA: complaints@arta.qov.ph
ARTA, PCC & CBB - 1-ARTA-2782
PCC: 8888

CBB: 0908-881-6565 (SMS)
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Customer Satisfaction Feedback Form

We vaive your opinion) Piéase rate your exparience with us.

Stugenta/Academe

INSTRUCTION 8: Mark your answer o the Citizen's Chapier (CC) questions. The Cifizen's Charler is an official document that reflects the services of a

gevemment agency | office including its regurements, fees, and processing limes among others.

[CC1) Which of the following best describes your awsreness of a CC?
@ 1. | know what a CC is and | =aw this office’s CC.
0 2. 1 know what a CC is but | &d NOT see this office’s CC.
0 3. | learned of the CC only when | saw this office’s CC.
(0 4. 1 do not know what a CC i and | did not see ane in this office.

[CC2] If aware of CC (answered 1-3 in CC1), would you say that the CC of this affice was .7
@ 1. Easy losee
0 2. Somewhat easy 1o see
O 3. Difficuit to see
D 4. Not visible at all
5. MNIA

[CC3] f aware of CC (answered 1-3 in CC1), how much did the CC help you in your ransaction?
® 1. Helped very much
7) 2. Somewhat helped
0 3. Did not help
4. NA

INSTRUCTIONS: For SO0 0-8, pleasze mark the column that bes! coresponds 1o your answer.

® ©

Swonaly Agrew Nwther Agrew
Apres ner Jinsgres
$QD0 | am =atisfied with the servios that avaied. . 0 C
$QD1 | spent a reasonable amount of time for my - " !
transaction. 5
$QD2 The office followed the transaction’s requirements ® = o
and steps based on the information provided.
$QD3 The steps (nduding payment) | needed o do flor my -
transaction were easy and simple X
$QD4 | easily found information about my traneaction from @
the office or its website.
$QDS | paid a ressonable amount of fees for my @ : :
ftransaction.
$QDE | feel the office was fair io every one, or Walang i - -
palakasan”, during my transaction.
SGD7 | was treated courtecusly by the staff, and (if asked - :
fior help) the staff was helpful.
$QDSE 1 got what | needed from the government office, or (if ® - =

denied) denial of request was sufficiently explain to me.
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Customer Satisfaction Feedback Form

We value your oginioni Fiease rate your experience with us

Students/Academs v

How would you rate our services?

Dimension Description Outstanding w:’M satistactory o Poor s
RESPONSIVENESS  Prompd, and courteous > O O O '
emeaAeT] [ *hkkk kkk kK * °Q
request
L TR *hkkhk “hkkk kK * °0
Flexibility to address O O O -
Aol 7 *hkkk kkk kk * °Q
Customer
RELIABILITY Timeliness of services C 0 s 's
: > *hkhkk T kkk kK * O
Ouality of services . O O
T = *hkk kkk kK * °Q
ACCESS Ptysical acoessbilty - **** *** ::** * ®
Orline dsseminationofl & C 0 O 0 .
ST dohkkk T okkk T kk * °Q
FACILIMES Avalabilty of elevalor, ( )
i | *hkkk  kkk 7 okok * “Q
abled per=zan, etc
Cleaniness of the ( C
e E *hkhkhk hkkk kK * °Q
ey . Thhkk Thkkk “xkk Tk 7Q
A || *hkkk “hkk Tk Tk O
COMMUNICATION Clarity of inf an on O O O
S | *hkkk T hkkk kK * °Q
S Z X ol
Ao dedl *hkkk T kkk T okk * °Q
Clearly explain the le=t O o o o o
e bl b *hkkok dkk ok * °Q
products provided
COSTS No hidden fees D 0 (@) o .
ST % *hkkhk kkk kK *|°O
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INTEGRITY Transparency of the *
trarsactions/procedures
or adherence o the
Citizen's Charter(e.p.
Fir=t Come, First Serve
Palicy, No Noon Break)

Protection of .
confidential information
(Datla Privacy Act)

Adherence o Civil -
Service Code of Ethics
and Ethical Standards

ASSURANCE Staff iz knowledgeable -
of the process and
ofther relevant
mnformaton

Staff appears neal and *
professional
OUTCOME Satisfied with the -
overal servioe provided
Feedback:

Net Promoter Score:
How Kely wouid you recommeand our SErvices 1o others
0 = Not At Al Lixely - § = Extremely Likely

001020304805

RERN

% kok ok

gk ok
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I © 4 :®

Tk T 0

%% |°%|°O®

RS * °Q

Areas for Fnprovemnent

Other comment='suggesions

| have read and agreed Io the lerms of service.

Page 62

SUBMIT FEEDBACK FORM



Republic of the Philippines
Department of Science and Technology
PHILIPPINE TEXTILE RESEARCH INSTITUTE

Bicutan, Taguig City

COURSE AND RESOURCE SPEAKERS' EVALUATION

COURSE TITLE:

VEMUE:

DATE OF TRAINING:

DOST-PTRI

TSD Form Mo. 018
Rev. 02/12-09-24

INSTRUCTION: Please rate the effectiveness of this course by providing the answer and checking the
appropriate box when necessary. Your honeat and objective evaluation will help us improve our future

programs.

(5-Outstanding, 4-Very Safisfactory, 3-Satisfactory, 2-Fair, 1-Poor)

I, Access & Facilities

5

3

FPhysical accessibility

haf =

Ciline dissemination of
information website

Cleaniiness of the facilities

Safety of the facilifies

G| k)t

Well venfilated facilities

li. Reliability | Course

5

4

Achievement of Course
Objectives

Chrganizations of Topics

i,

Cosi

No Hidden fees or addiional
charges

Mame:

IV. A. Assurance | Resource Person

Masatery of the subject matter

Clarity in answering questions

R

Effectivensss of training
materialz/audio visual

=

Tatal{1-5 rating, 5 being the
highest) speaking ability

Method of instruction

Time Management

Sensitivity to Participants” Needs

e

Staff appears neat and professional
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DOST-PTRI

B. Assurance | Azst. Resource Person

MName:

1. Knowledge of the subject matter
. Sensitivity of participants needs
3. Flexibility and adaptability to the
environment
4. Siaff appears neat and professional

V. Ouwtcome | Course

5 4 3 2 1

1. Satisfied with the overall service
provided

COMMENTS RECOMMEMNDATIONS
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DOST-PTRI

FTRI Form Mo, 003

Rew. 2115-05-17

Department of Science and Technology
PHILIPPINE TEXTILE RESEARCH INSTITUTE

CUSTOMER FEEDBACK FORM

Control No. .
Date:
Tor
{Concemed Head)
(Division)
From:
(Mame of Complainant)
Company:
Address:
Contact Mo.:
Particulars of Complaints
Signature of Complainant
Received by:
Date:
Noted By/Date:
Division Chief
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Research and Development Division
Natural Fiber Utilization Section

External Services
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NATURAL FIBER DEGUMMING

Description: Degumming is a method which involves removal of cellulosic parts from plant fibers
before its use for textile manufacture. Examples of fibers which can be degummed are pineapple,
banana, and abaca. For this procedure, 65 kilograms of natural fibers was considered.

Office of Division Research and Development Division — Natural Fibers Ultilization

Section (RDD-NFUS)

Classification Highly Technical

Type of Transaction G2G; G2B; G2C

Who may Avail MSMEs, Social Enterprise, Government, Academe
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Raw material (at least 65 kilograms) e To be secured by client to RDD Receiving

e RDD Form No. 001 Service Request Form Officer

(1 original, 2 duplicate)
e Order of Payment (1 original, 1 duplicate)

e Official Receipt

RDD Office, 2nd Level Room 203
Accounting Section, 3™ Level Room 309
Budget and Treasury Section, 3™ Level
Room 310

FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE

1. Fill out Section | of | 1. Check None 7 minutes Receiving
Service Request Form | completeness of Officer
(SRF) at the RDD information RDD Office
Office, 2" Level Room
203 through Service 1.1 Fill out Section Il
Requests Registration | for the type and cost
Information System of service and
(SRIS) at forward to Section
https://services.dost-pt | Head.
ri.com/pages/index.ph
p 1.2 Sign “Received

by” portion of Section

Il

2. Review entries and 5 minutes Section Head

sign SRF RDD Office
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FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
1.1 Sign Section 3. Advise Customer None 5 minutes Receiving
Il of SRF to proceed to Officer
Accounting for RDD Office
issuance of Order of
Payment (OP) and
Cashier for
Official Receipt
(OR)
2. Secure order of 4. Encode None 10 minutes Administrative
payment at the information in Aide
Accounting Accounting Module Accounting
Section, 3™ Level of ULIMS Office
Room 30
4.1 Generate 2
copies of Order of
Payment
FAD-Accounting
Form
No. 002
5. Review 3 minutes Accountant
and Accounting
sign OP Office
5.1 Retain one copy
each of SRF and OP
5.1 Issue 1 copy of
OP and 2 copies
of SRF
3. Pay the required 6. Check amount if| Pineapple 8 minutes Administrative
fees to the Budget and | conforms with —8,020.00/ Officer
Treasury OP and SRF batch Budget and
Section, 3™ Level Budget &
Room 310 6.1 Encode Banana- Treasury Office
information and 15,516.00/
generate OR in batch
triplicate
Abaca —
6.2 Sign and issue 13,653.00/
OR with 2 copies of batch

SRF
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FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE

4. Present OP and OR | 7. Retain photocopy None 7 minutes Receiving

to Receiving Officer to | of OR and original Officer

RDD Office, 2" Level | copy of SRF. Provide RDD Office

Room 203 OR and duplicate
copy of SRF to client

None 8. Accomplish 2 None 2 minutes Receiving
copies of Job Order Officer
(JO) Form (RDD RDD Office
Form No. 002)

None 9. Review, assign None 3 minutes Section Head
technical staff RDD Office
and sign JO

None 10. Issue JO with None 5 minutes Receiving
materials to the Officer
concerned RDD Office
technical staff at
NFUS Building
Staff Room 2"

Level)

None 11. Receive and None 2 minutes Processing/

sign JO Technical
Personnel
NFUS Office

None 12. Produce steam None 2 hours Processing/
using boiler Technical
required for Personnel
production (See NFUS Building
attached WI-

RDD-SPU 08-02)
. 2 days
12.1 Proceed with
degumming (See
attached
WI-RDD-NFU 08-
07)
12.2 Unload the 6 days
material and sundry
12.3 Weigh and 1 day

pack degummed
fibers
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FEES TO | PROCESSING PERSON
eSS FULLASSULEL, BE PAID TIME RESPONSIBLE
None 13. Turn over None 3 minutes Releasing
processed materials Officer
to Receiving Officer NFUS Office
for release to
Customer
6. Sign in Service 14. Release product None 3 minutes Releasing
Request Record Book | to the Customer Officer
“Received by” portion | upon presentation of RDD Office
at the RDD Office, 2" | the duplicate copy of
Level Room 203 SRF (RDD Form No.
001) which serves as
gate pass
7. Fill out 15. Retrieve and file None 5 minutes Receiving
feedback form feedback form for Officer
Quarterly Analysis RDD Office
Pineapple
—8,020.00/
batch
Banana- 10 da 3
/ ys’
TOTAL PROCESSING TIME: 1551609 | hours and 8
minutes
ch
Abaca —
13,653.00/
batch
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@ Prmppina Textlls Resaarch naftuis COCLVENT OODE | WI-RDD-NFU 0207

WORK INSTRUCTIONS MANUAL [FEremmeess

PAGE MUMBER
SECTION OPERATION EFFECTIVITY DATE] 15 May 2017
SUBJECT FIBER DEGUMMING
PER $ON RE SPON SIELE:

s Srisnce Rasesrch Specialist |

STEP&:

1.4 Fire the boiler o produce the steam requred for processing. Reder o WI-RDD-SFL 08-
o2

240 Tum an the Air Campressar,

10 Tum an the main power switch of the contral paned,

40  Switch on the comprassar pumg.

540 I sir presswre is sufficient, open the vabes of the air tank.

60  Undack and open the kier cover using the preumatic switches on the contral panel
T4 Loadibe material o the camierfbaskat

8.0 Loadthe baskst inba the kier.

940  Femawe the pratecting cone and screw' dawn the camier retaining nut

10.0  Fill the machine with water through the preuwmatic transfar valve on the control pansl,

after 1 minute staet the main molor

110 Whan the dagired waber lBvel is schisved, close the valve and stop (he motar.|
120 Put the required amount of chemicals.
130 Che=a and leck the kier cover uging the preumatic switches an the contnal panel.
140 Sart the main and secandary pumps.

15.0 To add waler, open the valee abowe the sxpansian tank.

18.0 Open the sleam valve tohest the solutian to desinad bem peratuee,

17.0  Procesad with degumming.

180 Sdop the motors and apen the pnewsmatic drain valve o drainfdrop the <pent solution

witer the required fime.

19.0  Fill the madhine with water o wash the matermal, see step 100

20.0 Open il machine, ses slep 8

210 Unload the material

220 Savichoff the machine.

Proparnad b P Appimved Dy

ERE Secticn Head
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FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback Customer fills-out Customer Satisfaction Feedback Form through
SRIS

How feedback is Statistical data and Customer Satisfaction Index (CSl) is

processed automatically generated through SRIS.

Gap analysis report is prepared to determine priorities for
improvement.

How to file a complaint Written complaints are included in the quarterly monitoring
reports and submitted to the QMR. Verbal complaints are
entertained and the customer is provided a copy of the form.
Filled-out form is submitted to the Receiving Officer for
consolidation.

How complaints are Complaint is evaluated (if valid) through review of Service
processed Request Form, Job Order, and interviews of concerned
personnel. Root cause analysis is conducted, and corrective
action is undertaken based on the merit of the corrective action.

Contact information of For inquiries and follow-up, clients may contact the following
PTRI PTRI: Email: ptri@ptri.dost.gov.ph | ptridost47@gmail.com
Telephone: 8837-1349 | 88372071 local 2367

Contact information of ARTA: complaints@arta.gov.ph
ARTA, PCC & CBB : 1-ARTA-2782

PCC: 8888
CBB: 0908-881-6565 (SMS)
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FIBER EXTRACTION (DECORTICATION)

Description: Fiber extraction, also called decortication, is a common procedure in the
extraction of natural fibers from plant materials which involves crushing of fibers, washing
of fiber debris, and drying. For this process, 10 kilograms of raw material was
considered.

Office of Division Research and Development Division — Natural Fibers Utilization

Section (RDD-NFUS)

Classification Complex
Type of Transaction G2G; G2B; G2C
Who may Avail MSMEs, Social Enterprise, Government, Academe
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Raw material (at least 10 kilograms) e To be provided by client to RDD Receiving

Officer
e RDD Form No. 001 Service Request Form | ¢ RDD Office, 2nd Level Room 203

(1 original, 2 duplicate)
e Order of Payment (1 original, 2 duplicate) | e

e Official Receipt °

Accounting Section, 3 Level Room 309
Treasury Section Room, 3™ Level Room 310

CLIENT STEPS PTRI ACTION FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Fill out Section | of | 1.Check None 7 minutes Receiving
Service Request completeness of Officer
Form (SRF) at the information RDD Office
RDD Office, 2™
Level Room 203 1.1 Fill out Section Il
through Service for the type and cost
Requests of service and
Registration forward to Section
Information System Head.
(SRIS) at
https://services.dost- [ 1.2 Sign “Received 5 minutes Section Head
ptri.com/pages/index by” portion of RDD Office
-php Section Il
2. Review entries
and sign SRF
1.1. Sign Section 3. Advise Customer None 5 minutes Receiving
Il of SRF to proceed to Officer
Accounting for RDD Office
issuance of Order of
Payment (OP) and
Cashier for Official
Receipt (OR)
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CLIENT STEPS PTRI ACTION FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE
2. Secure order of 4. Encode None 10 minutes Administrative
payment at the information in Aide
Accounting Section, 3| Accounting Module Accounting
Level Room 309 of ULIMS Office
4.1 Generate 2
copies of Order of
Payment
FAD-Accounting
Form No. 002
5. Review 3 minutes Accountant
and Accounting
sign OP Office
5.1 Retain one copy
each of SRF and
OP
5.2 Issue 1 copy of
OP and 2
copies of SRF
3. Pay the required 6. Check | 145.00/hr 8 minutes Administrative
fees to the Budget and | amount if conforms Officer
Treasury Section, 3 | with Budget and
Level Room 310 OP and SRF Budget &
Treasury Office
6.1 Encode
information and
generate OR in
triplicate
6.2 Sign and issue
OR with 2
copies of SRF
4. Present OP and 7. Retain None 7 minutes Receiving
OR to Receiving photocopy of OR Officer
Officer to RDD and original copy of RDD Office
Room 203 and duplicate copy
of
SREF to client
None 8. Accomplish 2 None 2 minutes Receiving
copies of Job Order Officer
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CLIENT STEPS PTRI ACTION FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE
(JO) Form (RDD RDD Office
Form No. 002)

None 9. Review, assign None 3 minutes Section Head
technical staff and RDD Office
sign JO

None 10. Issue JO with None 5 minutes Receiving
materials to the Officer
concerned RDD Office
technical staff at
NFUS Building
Staff Room 2"

Level)

None 1. None 2 minutes Technical
Receive and sign Personnel
JO NFUS Office

None 12. Weigh raw 30 minutes Technical
material Personnel

NFUS Building
12.1 Extract fiber 1 hour
using Decorticating
Machine (See
attached
WIRDD-NFU
08-01)
12.3 Wash fibers 30 minutes
and remove of
excess water using
Hydro Extractor
(See attached
WIRDD-NFU 08-02)
12.4 Drying of fibers
12.5 Weighing 4 days
and packaglpg 30 minutes
of fibers

None 13 Turn over None 3 minutes Releasing
processed materials Officer
to SRA for release NFUS Office

to
Customer
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CLIENT STEPS PTRI ACTION FEES TO PROCESSING PERSON
BE PAID TIME RESPONSIBLE
6. Sign in Service 14. Release product| None 3 minutes Releasing
Request Record Book [ to the Customer Officer
“Received by” portion | upon presentation of] RDD Office
at the RDD Office, 2" | the duplicate copy of
Level Room 203 SRF (RDD Form
No. 001) which
serves as gate pass
7. Fill out 15. Retrieve and file| None 5 minutes Releasing
feedback form feedback form for Officer
Quarterly Analysis RDD Office
4 days, 3
TOTAL PROCESSING TIME: 145.00/ hr hours and 38
minutes
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Phlipping Textie Ressarch inatitute DOCLAENT CODE | WA-RDD-NFU 08-01
& WORK INSTRUCTIONS MANUAL “*m'”‘"":,.

PILOE W LRETR

SECTION OPERATION EFFECTITY DATH 15 May 2017

susiecT| FIBER EXTRACTION (DECORTICATION)

PER 30N RE 3PON MIBLE:
+ Scoence Ade

1.0 Weigh the plart materal

20 Extract the fiber hom the plant material using the Decorticating Machine

30 Wash the fiber.

4.0 Remove the excess water by either squeesing or using the Hydroextracior.
Refer 1o WI-RDD 08-02 Hydromaracion

50 Sundryor ar-dry the ibers

8.0 Weigh the drisd fibers.

7.0 Pack the fibers in plassc bags and put a abelsticker ndicating the date, name of fiber,
SOUrTE ard weight.

Progased iy AP Aporoved by
SEHS I Secton Head
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FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback Customer fills-out Customer Satisfaction Feedback Form through
SRIS

How feedback is Statistical data and Customer Satisfaction Index (CSl) is

processed automatically generated through SRIS.

Gap analysis report is prepared to determine priorities for
improvement.

How to file a complaint Written complaints are included in the quarterly monitoring
reports and submitted to the QMR. Verbal complaints are
entertained and the customer is provided a copy of the form.
Filled-out form is submitted to the Receiving Officer for
consolidation.

How complaints are Complaint is evaluated (if valid) through review of Service
processed Request Form, Job Order, and interviews of concerned
personnel. Root cause analysis is conducted, and corrective
action is undertaken based on the merit of the corrective action.

Contact information of For inquiries and follow-up, clients may contact the following
PTRI PTRI: Email: piri@ptri.dost.gov.ph | ptridost47@gmail.com
Telephone: 8837-1349 | 88372071 local 2367
Contact information of ARTA: complaints@arta.gov.ph
ARTA, PCC & CBB : 1-ARTA-2782
PCC: 8888

CBB: 0908-881-6565 (SMS)
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Research and Development Division
Chemicals, Dyes and Auxiliaries and By-Product
Utilization Section

External Services
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COLOR MATCHING FOR NATURAL DYES

Description: Color matching in textiles is a procedure for formulating color recipes until
the desired color is obtained. This procedure involves producing fabric based on known or
requested color/s through the natural dyeing process and evaluation through colorimetric
analysis.

Office of Division Research and Development Division — Chemicals, Dyes and
Auxiliaries and By-Product Utilization Section (RDD-CDABUS)
Classification Complex
Type of Transaction G2G; G2B; G2C
Who may Avail MSMEs, Social Enterprise, Government, Academe
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Textile material (fiber, yarns, fabric) e To be provided by client to RDD Receiving
Officer

e RDD Form No. 001 Service Request Form | ¢ RDD Office, 2™ Level Room 203
(1 original, 2 duplicate)

e Order of Payment e Accounting Section, 3™ Level Room 309
e Official Receipt e Treasury Section Room, 3™ Level Room
310
FEES TO| PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE

1. Fill out Section 1. Check None 7 minutes Receiving
| of Service completeness of Officer
Request Form information RDD Office

(SRF) at the RDD ' .
Office, 2" Level Room 1.1 Fill out Section Il
203 through Service for the .type and cost
Requests Registration | ©f service and

Information System forward to Section
(SRIS) at Head.
https://services.dost-ptr i
i.com/pages/index.php ~ 1.2Sign
“Received by”
portion of Section
Il
5 minutes Section Head
2. Review entries and RDD Office
sign SRF
1.1. Sign Section 3. Advise Customer | None 5 minutes Receiving
Il of SRF to proceed to Officer
Accounting for RDD Office
issuance of Order of
Payment (OP) and
Cashier for Official
Receipt (OR)
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FEES TO| PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
2. Secure order of 4. Encode None 10 minutes Administrative
payment at the information in Aide
Accounting Accounting Accounting
Section, 3" Level Module of ULIMS Office
Room 309
4.1 Generate 2
copies of Order of
Payment
FAD-Accounting
Form
No. 002
5. Review and 3 minutes Accountant
sign OP Accounting
Office
5.1 Retain one copy
each of SRF and OP
5.2 Issue 1 copy of
OP and 2 copies of
SRF
3. Pay the required 6. Check amount if | 130.00/ 8 minutes Administrative
fees to the Budget and | conforms with shade Officer
Treasury Section, OP and SRF Budget and
3 Level Room Budget &
310 6.1 Encode Treasury Office
information and
generate OR in
triplicate
6.2 Sign and issue
OR with 2 copies of
SRF
4. Present OP and OR | 7. Retain photocopy | None 7 minutes Receiving
to Receiving Officer to | of OR and original Officer
RDD Office, 2™ Level | copy of SRF. Provide RDD Office
Room 203 OR and duplicate
copy of SRF to client
None 8. Accomplish 2 None 2 minutes Receiving
copies of Job Order Officer RDD
(JO) Form (RDD Office
Form No. 002)
None 9. Review, assign None 3 minutes Section Head

technical staff

RDD Office
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FEES TO| PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
and sign JO
None 10. Issue JO with None 5 minutes Receiving
materials to the Officer
concerned RDD Office
technical staff at
Natural Dyes
Laboratory (1% Level,
Room 115)
None 11. Receive and sign | None 2 minutes Processing/
JO Technical
Personnel
CDABUS Office
None 12. Pretreatment None 4 hours Processing/
and mordanting of Technical
fabric (See Personnel
attached WI- CDABUS
RDD-CDA 08-01) Laboratory
12.1 Conduct three 3 days
trials of dye
extraction and
application from
selected source
(See attached
WI-RDD-CDA 08-
03, 08-04, 08-05,
08-06)
12.2 Precondition 1 day
and evaluate dyed
samples against
desired color through
Spectrophotometr ic
analysis using
Colorimeter
None 12.3 Turn over None 3 minutes Releasing
processed materials Officer
to SRA CDABUS Office
for release to
Customer
6. Sign in Service 13. Release product | None 3 minutes Releasing
to the Customer upon Officer
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FEES TO| PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
Request Record Book | presentation of the RDD Office
“Received by” portion | duplicate copy of
at the RDD Office, 2™ | SRF (RDD Form No.
Level Room 203 001) which serves as
gate pass
7. Fill out 14. Retrieve and file | None 5 minutes Receiving
feedback form feedback form for Officer
Quarterly Analysis RDD Office
130.00/ |  4days s
TOTAL PROCESSING TIME: hours and 8
shade .
minutes
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Phlllppine Textlks Research instiuts DOCUVENT CODE | WHRDO-C0A, 03-08

E;ﬂ WORK INSTRUCTIONS MANUAL [ FE0son iaesr 2

PAGE HUFEER 1001

SECTION OPERATION EFFECTIWITY DATE| May 15, 2017
DYE EXTRACTION AND APPLICATION
SUB.ECT OF PLANT LEAVES

PERSON RESPOM ZIELE:

& Srience Ajde

STEPE:

1.0  Materal Preparation

1.1

Reder 1o WI-RDD-CDA 08-01 Prareatmant of Fikers, Yams and Fabrics.

20  Extraction

2.1 Heat the required wolume of water using liquor ratio of 1:30.

2.2 Weigh exact amount of chopped leaves based on the weight of the maberal to
be dyed and specified dye concentration. For Talisay dyeing, stesp the leaves
for 24 hows.

2.3  Bail the leaves for 30 - 60 minutes, maintaining the valums of the sclution by
adding hot waler.

2.4 Filler and se&t aside for dyeing.

10 Dye Application

31 Heat the filbered extract o an optimum temperature recuired for the material o
bsee o e

3.2 Immerse the material in the dye extract, Add ferows sulfate if blackigray color is
desired.

11 Dye the material for a specfied ime, depanding on the type of material

14 Remave the dyed matarial and wash with anionic detengent

3.5 Spiredry and hang.

Peepaned b Approved by

SREN Section Head
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?fa WORK INSTRUCTIONS MANUAL [Foiscnrnes -

PAGE MUMEER 10f1

SECTION

COPERATION EFFECTITY DATE May 15, 217

SUBJECT

DYE EXTRACTION AND APPLICATION OF INDIGO

(INDIGOFERA TINCTORIA) LEAVES

PERSON RESPOM 3IELE:

»  Srisnce Research Assistant

ETEPE:

10  Materal Preparation

1.1

Weigh the material 1o be dyed.

20 Exiraction

21
22
23
24
25

28

Weigh exact amount of indigo leaves.

Soak the leaves in water using a liquor ratia af 1:5.

Ztand far 48 howrs.

Remave the leaves.

Heat the extract to about 40-50°C far 20 minutes with glucoss and sodium
hpdronide.

Sat aside far dyeing.

10 Dye Application

311 Add sodium hydraside and sodium Fydrasulfite to the indige extrace.
12 Immernse the material to be dyed.
i1 Remave the dysd maberial and asrate o 10 minues.
14 Wash with anionic detergent. (Repeat 3.2-1.4 1o attain darker shades)
15  Spinedry and hang.
Propansd by Approrsed bry
ZRE Il Beaction Heasd
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FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback

Customer fills-out Customer Satisfaction Feedback Form through
SRIS

How feedback is
processed

Statistical data and Customer Satisfaction Index (CSl) is
automatically generated through SRIS.

Gap analysis report is prepared to determine priorities for
improvement.

How to file a complaint

Written complaints are included in the quarterly monitoring
reports and submitted to the QMR. Verbal complaints are
entertained and the customer is provided a copy of the
Feedback form. Filled-out form is submitted to the Receiving
Officer for consolidation.

How complaints are
processed

Complaint is evaluated (if valid) through review of Service
Request Form, Job Order, and interviews of concerned
personnel. Root cause analysis is conducted, and corrective
action is undertaken based on the merit of the corrective action.

Contact information

For inquiries and follow-up, clients may contact the following
PTRI: Email: ptri@ptri.dost.gov.ph | ptridost47@gmail.com
Telephone: 8837-1349 | 88372071 local 2367

Fax: 8837-1349

Contact information of
ARTA, PCC & CBB

ARTA: complaints@arta.gov.ph
: 1-ARTA-2782

PCC: 8888

CBB: 0908-881-6565 (SMS)
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OPEN LABORATORY

Description: Open Laboratory is a service which involves use of PTRI facility under a
signed agreement. This cooperation will allow the client to employ the methodology indicated in
their proposal. Fees will be dependent on utilities, chemicals, and supplied used. This service is
open for academe and limited to textile-related researches only.

Office of Division Research and Development Division — Chemicals, Dyes and
Auxiliaries and By-Product Utilization Section (RDD-CDABUS)
Classification Highly Technical
Type of Transaction G2G; G2B; G2C
Who may Avail MSMEs, Social Enterprise, Government, Academe
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Proposal and Letter of Request e To be secured by client
e RDD Form No. 001 Service Request Form | ¢ RDD Office, 2nd Floor Room 203
(1 original, 2 duplicate)
e Order of Payment e Accounting Section, 3™ Floor Room 309
e Official Receipt e Treasury Section Room, 3™ Floor Room
310
FEES TO | PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
1. Consult technical 1. Receive customer None 5 minutes Receiving
inquiry based on the inquiry and refer to Officer
proposal at the RDD concerned Section RDD Office
Office, 2" Floor Room | Head
203
2. Evaluate the 30 minutes Division/Section
requirement of the Head /Technical
Customer Personnel
RDD Office
3. Inform the 2 minutes Receiving
customer that Officer
request RDD Officer
can/cannot be
accommodated
3.1 If request can be Receiving
accommodated, Officer
customer is asked to RDD Officer
formalize the
request through a
letter, addressed to
the Agency Head.
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FEES TO | PROCESSING PERSON

CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE

4. Discuss the None 15 minutes Technical

technical details with Personnel

customer and agree RDD Office

on the scope and

details of the

request and the

terms and

conditions.

2. Submits letter of 5. Receive letter of None 2 minutes Administrative

intent address to the intent, control the Officer

Agency Head at document for HRRMS

HRRMS, tracking and upload

3" Floor, Room at PTRI TRACE

314 system.

None 6. Draft reply letter None 4 hours Technical
to the request letter Personnel
and draft Open RDD Office
Laboratory Contract.

None 7. Forward draft None 4 hours Receiving
reply to Agency Officer
Head for review and RDD Office
approval at the
Office of the Director

None 8. Forward None 5 minutes Administrative
documents and Assistant
signed letters to Office of the
Records Section for Director
onward transmittal to
customer

None 9. Coordinate with None 15 minutes Receiving
customer regarding Officer
comments/clarifi-catio RDD Office
ns regarding the
Open Laboratory
Contract
9.1. Finalize Open 15 minutes

Laboratory Contract
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FEES TO| PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
3. Sign Open 10. Sign Open None 4 hours Division Head
Laboratory Contract, Laboratory RDD Office and
accomplish other Contract Director
signatories and Office of the
submit to the Director
Receiving Officer at
RDD Office, 2™
Floor Room 203
None 11. Forward signed None 5 minutes Releasing
documents to Officer
HRRMS for RDD Office
notarization
None 12. Notarize Open 200.00 1 day Administrative
Laboratory Contract Officer
HRRMS
4. Implement activities | 13. Supervise None 15 days Technical
at RDD Laboratories, | laboratory activities Personnel
NFUS Building, RDD Office
1%t Floor or CDABUS
Laboratory, Main
Building, 1% Floor
Room 117
5. Fill out Section | of | 14. Check None 7 minutes Receiving
Service completeness of Officer
Request Form information RDD Office
(SRF) at the RDD
Office, 2" Floor 14.1 Fill out Section
Room 203 I for the type and
cost of service and
forward to Section
Head.
14.2  Sign
Received by” portion
of Section Il
15. Review entries 5 minutes Section Head
and sign SRF RDD Office
5.1. Sign Section 16. Advise Customer None 5 minutes Receiving
Il of SRF to proceed to Officer
Accounting for RDD Office

issuance of Order of
Payment (OP) and
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Cashier for Official
Receipt (OR)
FEES TO| PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
6. Secure order of 17. Encode None 10 minutes Administrative
payment at the information in Aide
Accounting Section, 3™ | Accounting Module of Accounting
Floor Room 309 ULIMS Office
17.1 Generate 2
copies of Order of
Payment
FAD-Accounting
Form
No. 002
18. Review and sign 3 minutes Accountant
OoP Accounting
Office
18.1 Retain one copy
each of SRF and OP
18.2 Issue 1 copy of
OP and 2 copies of
SRF
7. Pay the required 19. Check|500.00 base 8 minutes Administrative
fees to the Budget and | amount . fee Officer
Treasury Section, if conforms with additional Budget and
3" Floor Room 310 OP and SRF p%n)eent Treasury Office
added
19.1 Encode based on
information and the actual
generate OR in COHSU";P“
Al on o
triplicate materials/
) ) chemicals
19.2 Sign and issue | during the
OR with 2 conduct of
copies of SRF the
experiment
8. Present OP and 20. Retain photocopy None 7 minutes Receiving
OR to Receiving of OR and original Officer
Officer to RDD copy of SRF. Provide RDD Office

Office, 2™ Floor
Room 203

OR and duplicate
copy of SRF to client
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None 21. Accomplish 2 None 2 minutes Receiving
copies of Job Order Officer
(JO) Form (RDD RDD Office
Form No. 002)
FEES TO| PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
None 22. Review, assign None 3 minutes Section Head
technical staff and RDD Office
sign JO
None 23. Issue JO to the None 5 minutes Receiving
concerned technical Officer
staff at Smart Textile RDD Office
Laboratory (5th
Floor) or NFUS Staff
Room (2nd Floor)
None 24. Receive and sign None 2 minutes Technical
JO Personnel
RDD Office
None 25. Prepare test None 1 hour Technical
report Personnel
(if necessary) and RDD Office
submits to Section
Head for review
None 26. Further review None 1 hour Division
the report and sign Head/Section
report. Head
RDD Office
9. Sign in Service 27. Release reports None 3 minutes Releasing
Request Record Book | and material outputs Officer
“Received by” portion | to the customer upon RDD Office
at the RDD Office, 2™ | presentation of the
Floor Room 203 duplicate copy of
SRF (RDD Form No.
001) which serves as
gate pass
10. Fill out feedback 28. Retrieve and file None 5 minutes Receiving
form feedback form for Officer
Quarterly Analysis RDD Office
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200.00
notarization|
TOTAL PROCESSING TIME fee 18 (::iynsu?:: 39
*500.00
base fee

FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback

Customer fills-out Customer Satisfaction Feedback Form through
SRIS

How feedback is
processed

Statistical data and Customer Satisfaction Index (CSl) is
automatically generated through SRIS.

Gap analysis report is prepared to determine priorities for
improvement.

How to file a complaint

Written complaints are included in the quarterly monitoring
reports and submitted to the QMR. Verbal complaints are
entertained and the customer is provided a copy of the
Feedback form. Filled-out form is submitted to the Receiving
Officer for consolidation.

How complaints are
processed

Complaint is evaluated (if valid) through review of Service
Request Form, Job Order, and interviews of concerned
personnel. Root cause analysis is conducted, and corrective
action is undertaken based on the merit of the corrective action.

Contact information

For inquiries and follow-up, clients may contact the following
PTRI: Email: ptri@ptri.dost.gov.ph | ptridost47@gmail.com
Telephone: 8837-1349 | 88372071 local 2367

Fax: 8837-1349

Contact information of
ARTA, PCC & CBB

ARTA: complaints@arta.gov.ph
: 1-ARTA-2782

PCC: 8888

CBB: 0908-881-6565 (SMS)
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PHILIPPINE TEXTILE RESEARCH INSTITUTE

II. MNatural Dyes

A. Yarns/Fibers (max. capacity per batch =1.5 kg)

Scouring and Bleaching 95.00 /kg
- Annatto 955.00 /kg
- Indigo 1,375.00 /kg
- Mayana 1,388.00 /kg .
- Talisay 796.00 /kg
- Yellow Ginger 1,438.00 /kg
- Other dye sources 1,270.00 /kg
B. Pineapple, Pineapple-Silk Fabrics (30" width)
Scouring and Bleaching
- Annatto 45.00 /yd
- _Indigo 65.00 /yd
- Mayana 75.00 /yd ]
- Talisay 45.00 /vd
' - Yellow Ginger 75.00 /yd
- Other dye sources 60.00 /yd
C. Abaca Fabric (30" width)
Scouring and Bleaching 20.00 /yd
| - Annatto 55.00 /yd
- - Indigo B80.00 /yd
- Mayana 85.00 /yd
= - Talisay 55.00 /kg ]
- Yellow Ginger 90.00 /kg
- Qther dye sources 75.00 /kg

D. Powder Production (Spray Drying)

Extraction 150.00 /kg material
Spray Drying 300.00 /3L extract
III. Rental

Bobbins (blue)

50.00 fmonth
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Phillppine Texflls Research inatifuis

DOCUMVENT CODE

WI-ROD-NFU B8-M

WORK INSTRUCTIONS MANUAL

REVIEIDN NUKEEH]

PAGE MUMBER

1afl

SECTION

OPERATION

EFFECTIVITY DATE

15 May 2017

SUBJECT

FIBER EXTRACTION (DECORTICATION)

PER 30N RESPOMN SIBLE:

STEPE

10
0
30
4.0

50
&.0
T

= Science Ajde

Weigh the plant materal.

Extract the fiber fram the plant material using the Decorticating Machine.

Wazh the fiber.

Remave the excess wabar by either squeezing or using the Hydrosxiraciar.
Reder 1o WI-RDD 08-02 Hydpoekimacion.

Sun-dry ar air-dry the fibers.
Weigh the dried fibars.

Pack the fibers in plastic bags and put a labelsticker indicating the date, name of fiber,

source and weight.

Progared

e [rr R

ERE I

Approed byt

Section Head
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FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback

Customer fills-out Customer Satisfaction Feedback Form through
SRIS

How feedback is
processed

Statistical data and Customer Satisfaction Index (CSl) is
automatically generated through SRIS.

Gap analysis report is prepared to determine priorities for
improvement.

How to file a complaint

Written complaints are included in the quarterly monitoring
reports and submitted to the QMR. Verbal complaints are
entertained and the customer is provided a copy of the form.
Filled-out form is submitted to the Receiving Officer for
consolidation.

How complaints are
processed

Complaint is evaluated (if valid) through review of Service
Request Form, Job Order, and interviews of concerned
personnel. Root cause analysis is conducted, and corrective
action is undertaken based on the merit of the corrective action.

Contact information

For inquiries and follow-up, clients may contact the following
PTRI: Email: ptri@ptri.dost.gov.ph | ptridost47@gmail.com
Telephone: 8837-1349 | 88372071 local 2367

Fax: 8837-1349

Contact information of
ARTA, PCC & CBB

ARTA: complaints@arta.gov.ph
: 1-ARTA-2782

PCC: 8888

CBB: 0908-881-6565 (SMS)
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@ M | & Sewice RequestsRegistration -/ X | +
A % Gl = x @

&« C M () https:y//services.dost-ptri.com/pages/index.php

& PTRIDrive & Weekly Report & Procurement - Goo... DG3-Experiment Ca... [EJ Personal Progress T.. [ BioRender ) Followup PR Task Completion Ca... 7] Dell DG3-Purchase-Reg... > | [E Other favorites
Republic of the Philippines . . . -
rtment of Science and Technolo Service Requests Registration Information System

Depa gy
HILIPPINE TEXTILE RESEARCH INSTITUTE

& Choose a Service

Select from the dropdown below the service you want to avail of

RDD Services

Service (SRIS) is to Click the proceed button after choosing
align with the government’s program on Ease of Doing Business/Streamlining
of Processes. PROCEED

The SRIS is a web-based system that enables the public to submit their online
request in availing of PTRI services i.e., laboratory testing and analysis,
and facility tour.

\ LANDBANK E-PAYMENT FACILITY
(Pay here)
/ \ (! ihk.BizPortal

textile pr

Click this link above

Or Book an Appointment

Republic of the: Philippines ) . ) )
Service Requests Registration Information System

- |
~(&4%, Department of Science and Technology
' PHILIPPINE TEXTILE RESEARCH INSTITUTE

Customer Profile

3 Input fields without border color are required

Flease take note that the details needed below are for the Requesting Official

First Name Last Name
E-mail Designation/Position
Maobile Number E.g.(09061234567) Fax Number E.g.(88123456) N/A Age Gender v
Type of Client -
Company Name
Company Address
Region v Province ~ Municipality ~
I I Telephone Number E g (88881234

Number, Block, Lot, Building Name, Street l ’ Barangay

How did you know of PTRI Services?

TSD Lab Services

Sample Description

D1 have read and agreed to the terms of service

SUBMIT
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RDD Form No. 002
Rev. 1/15-05-17

Republic of the Philippines

Department of Science and Technology

PHILIPPINE TEXTILE RESEARCH INSTITUTE
RESEARCH AND DEVELOPMENT DIVISION

JOB ORDER FORM
Reference No.: Job Oder No.:
Due Date:
IGNED TECHNICA|
JOB DESCRIPTION DETAILS OF JOB ORDER . STAFF . SIGNATURE OF
TECHNICAL STAFF
To be filled out by SSRS To be filled out by Unit Head

Approved by:

Section Head

Date Completed:

Remarks:

Note: To be accomplished in duplicate
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Customer Satisfaction Feedback Form
We vaie your opinion) Fiease rate your experiance with us.

Stugenta/Acateme v

INSTRUCTION 8: Mark your answer 1o the Citizen's Chapler (CC) questions. The Citizen's Charler is an official document that reflects the services of a
gevemment agency | office including its requrements, fees, and processing limes among others,

[CC1) Which of the following best decribes your awareness of a CC?
@ 1. | know what a CC is and | =aw thi= office’s CC.
0 2. | know what a CC iz but | &d NOT see this office's CC.
0 3. lleamed of the CC only when | saw this office’s CC.
(0 4. | do nol know what a CC i and | did not see ane in this ofice.

[CC2) M aware of CC (answered 1-3 in CC1), would you say that the CC of this office was .7
® 1. Easy lozee
) 2. Somewhat easy o see
O 3. Difficuit to see
D) 4. Mot visible at all
5. WA

[CC3] If aware of CC (answered 1-3 in CC1), how much did the CC help you in your ransaction?
® 1. Helped very much
7) 2. Somewhat helped
0 3. Did not help
4. NA

INSTRUCTIONS: For SO0 0-8, please mark the column that bes! coresponds 1o your answer.

® © @ @ =

Swongly Agres Nudher Agrew Stresgly
Appicasie

Apres ner Jaeptes Dungres
$QD0 | am =atizfied with the servios that svaied. - 0 C (] 0 (o
$QD1 | spent a reasonable amount of time for my ® o ! y
transaction. r
$QD2 The office followed the transaciion’s requirements @ - - = ) .
and steps based on the information provided.
$Q03 The steps (nduding payment) | needed o do for my - :
transaclion were easy and simple 5
$QD4 | casily found information about my transaction from @ - .
the office or its website.
$QDS | paid a ressonable amount of fees for my & ' :
transaction.
$QDE | feel the office was fair io every one, or Wakang i . - = ¢ >
palakasan”, during my transaction.
SGD7 | was treated courtecusly by the staff, and (if asked - : : ’
fior help) the =taff was helpful. B
$GD3 | got what | needed from the govenment office, o (if & - - - S o

denied) denial of request was sufliciently explain to me.
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Customer Satisfaction Feedback Form

We value your opinioni Fleasa rale your experience with us

Students/2cadems v

How would you rate our services?

Dimension Description Outstanding W:,M satistactory e Poor s
RESPONSIVENESS  Prompt, and courteous > w] O O »
SemeirmermRd i *kkk kkk T okk * °Q
request
Approgriate response 1o O o s )
e | *kkk U kkk 7 okok * °Q
Flexibility to address ()] (w) O .
i, % *xhkkhk T kkk T kk * °Q
customer
RELIABILITY Timeliness of services C 0 s 's
: = *hkhkhk  kkk kK * °Q
Cuality of services . O O
T E *hkk kkk T okk * °Q
ACCESS Phiysical accessiilty - **** *** ::** * ®
Online dsseminatonol & C O O 0 .
S B *hkkk hkkk kk * °0
FACILMES Avaslabilty of elevalor, ( ¥
amagian | *hkkhk Tokkk kK * °0Q
abled persan, etc
Cleaniness of the : c
T g *ohkkk okkk kK *x °Q
Safety of the faciities - O * * * * ] * * * o * * o * 2 ®
Wel vensisted (aclibes - * *** (a)] * ** O ** 0 * ®
COMMUNICATION Clarity of inft an on (w] 0 O
omod el *hkkhk T hkkk  kk * °Q
T = E ;
Arosrgdedl *hkkk T kkk kK * °Q
Ciearly explain the lest o o o o o
i . % *hkkok Tdkk Tk * °Q
products provided
COSTS No hidden fees D () O 0 .
ez % *hkkhk Tokkk T okk * °Q
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INTEGRITY Tranzparency of the .
transactions/procedures
or adherence o the
Citizen's Charter{e.g.
Fir=t Come, First Serve
Palicy, No Noon Break)

Protection of .
confidential information
(Data Privacy Act)
Adherence o Civil .

Service Code of Ethics
and Ethical Standards

ASSURANCE Swaff iz knowledgeable -
of the proocess and
ofher relevant
nformation

Staff appears neal and -
professional
OUTCOME Sxtsfied with the +
overal service provided
Feedback:

Net Promoter Score:
How ixely wouid you recommand Our SeNnices 10 omers
0 = Not At All Lixely - § = Extremely Likely

001020304805

RERNRN

% kok K

“ e ded ke

.8 8 & ¢

TSR

"ok ok

TRk ok

~ e Kk

~ e K

7 ek

~ ek

~ ek ok

'S 1 ol TR

O +* C * - ®

TR © 4 :®

Tk 3T 0

%% [°%|°®

Y Ak * °Q

Areas for mprovemnent

Other comment='suggestons

| have read and agreed Io the lerms of service.
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PTRI Form Mo, 003
Rev. 2115-05-17

Department of Science and Technology
PHILIPPINE TEXTILE RESEARCH INSTITUTE

CUSTOMER FEEDBACK FORM

To:

{Concermed Head)

[ Division)

From:

(Mame of Complainant)

Company:
Address:
Contact Mo.:

Particulars of Complaints

Signature of Complainant

Received by:
Date:

Noted By/Date:

Division Chief
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Finance and Administrative Division

Internal Services
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PROCUREMENT PROCESS FROM PURCHASE REQUEST TO PURCHASE
ORDER

Description: This process covers all purchasing activities from the receipt of approved Purchase
Request (PR) up to the preparation of Purchase Order (PO).

Office or Division: Finance and Administrative Division (FAD) — Property Procurement

General Services Section (PPGSS)

Classification: Complex
Type of Transaction: G2C, G2G, G2B
Who may Avail: Employees of PTRI

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e  Project Procurement Management e End-user

Plan (PPMP)

e Line-ltem Budget e Project Leader
e  Annual Procurement Plan (APP) e PPGSS
e Purchase Request (PR) e End-User and PPGSS

(FAD-PPGSS Form No. 15)
through Procurement Monitoring
Information System (PROCMIS)
e |CT Clearance °
e Request for Pre-Inspection and Post °
Inspection (FAD-PPGSS Form No.
17)

PICTS
PPGSS and Inspector

e Request for Quotation (RFQ) e PPGSS
e  Abstract of Canvass (AOC) e PPGSS
e  Purchase Order (PO) e PPGSS
FEES TO |PROCESSING PERSON
SRS HIRTSTLoL. BE PAID TIME RESPONSIBLE
1. Prepare Purchase None End-user
Request (PR) with
complete
specification and
cost using
PROCMIS
2. Submit PR 1. Verify and check if None 5 minutes Administrative
through PROCMIS the PR is within the Officer Il
and forward hard approved PPMP FAD-PPGSS
copy of PR to /APP submitted by
PPGSS the end-user
None 2. Forward PR to None 4 minutes Administrative
Head, PPGSS for Officer V
review and clearance FAD-PPGSS
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FEES TO |PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
None 3. Control PR and None 5 minutes Administrative
record date and Officer |
information in the PR FAD-PPGSS
Monitoring Logbook
For ICT equipment,
parts and
peripherals, route PR
to OD-PICTS for ICT
Clearance
For PRs involving
repair, route Request
for Pre-Inspection
and Post-Inspection
to Inspector
None 4. Release PR to the | None 4 minutes Administrative
Office of the Chief Aide VI
FAD, for clearance FAD-PPGSS
None 5. Forward to Office None 5 minutes Administrative
of the Director for Officer I
approval Office of the
Chief FAD
None 6. Receive the None 3 minutes Administrative
approved PR from Aide VI
the OD FAD-PPGSS
None 7. Generate Request | None 10 minutes Administrative
for Quotation (RFQ) Officer |
and record in FAD-PPGSS
Logbook
None 8. Review and None 5 minutes Administrative
approve RFQ on Officer V
PROCMIS FAD-PPGSS
None 9. Email RFQ to None 7 working Administrative
Accredited days - Assistant V
Suppliers for their canvassing FAD-PPGSS
bid offer
None 10. Collate all None 10 minutes Administrative
guotations received Aide VI
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FEES TO |PROCESSING PERSON
CLIENT STEPS PTRI ACTION BE PAID TIME RESPONSIBLE
from bidders/ FAD-PPGSS
suppliers

None 11. Prepare Abstract | None 30 minutes Administrative

of Canvass (AOC) Aide VI
FAD-PPGSS

3. Evaluate AOC 12. Forward AOC for | None 5 minutes Administrative
evaluation of Aide VI
End-user FAD-PPGSS

4. Submit the 13. Prepare BAC None 1 day Administrative

evaluated AOC Resolution for Officer Ill & V
recommendation of
award to the winning FAD-PPGSS
bidder and approve BAC
by the BAC and HoPE
HoPE.

None 14. Prepare None 10 minutes Administrative
Purchase Order (PO) Officer | & V
and record in
monitoring logbook. FAD-PPGSS

TOTAL PROCESSING TIME:

8 days, 1 hour 36 mins
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FEEDBACK AND COMPLAINTS MECHANISMS

How to send feedback

Employees to fill out the Customer Satisfaction Feedback Form
(CSFF) and submit to the FAD-PPGSS Head.

How feedback is
processed

Every quarter, the FAD-PPGSS Head processes the CSFF and
prepares CSF monthly/quarterly reports and submit them to the
Division Chief. The Division Chief submits the report to the
Quality Management Representative (QMR).

How to file a complaint

Employee fills-out the Customer Complaints Form. Employee
must ensure to provide the following:

- Name of person/s being complained

- Incident

- Evidence
Employee submits the Customer Complaints Form to the
FAD-PPGSS Head.

How complaints are
processed

The FAD-PPGSS Head forwards the employee complaint to the
Division Chief after receipt of the employee complaint. The
Division Chief submits the complaint to the DOST-PTRI
Anti-Red Tape Chair.

Upon evaluation, DOST-PTRI Anti-Red Tape Chair convenes
the Committee and starts the investigation. The Committee
prepares the report and submits it to the Head of the Agency for
appropriate action.

DOST-PTRI Anti-Red Tape Chair provides feedback to the
employee within five working days of the receipt of the
complaint.

Contact information

For inquiries and follow-up, employee may contact the following
Email: piri@ptri.dost.gov.ph | ptridost47@gmail.com
Telephone: 8837-1325 | 88372071 local 2362

Fax: 8837-1325

Contact information of
ARTA, PCC & CBB

ARTA: complaints@arta.gov.ph
: 1-ARTA-2782

PCC: 8888

CBB: 0908-881-6565 (SMS)
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Customer Satisfaction Feedback Form

We vaiue your opinion) Piease rale your experiance with us.

Stugenta/Acateme

INSTRUCTION 8: Mark your answer o the Citizen's Chapier (CC) questions. The Cifizen's Charler is an official document that reflects the services of a

gevemment agency | office including its requrements, fees, and processing limes among others,

[CC1) Which of the following best describes your awsreness of a CC?
@ 1. | know what a CC is and | =aw thi= office’s CC.
0 2. 1 know what a CC is but | &d NOT see this office’s CC.
0 3. | learned of the CC only when | saw this office’s CC.
(0 4. | do nol know what a CC i and | did not see ane in this ofice.

[CC2) M aware of CC (answered 1-3 in CC1), would you say that the CC of this office was .7
® 1. Easy lozee
0 2. Somewhat easy 1o see
O 3. Difficuit to see
D) 4. Mot visible at all
5. WA

[CC3] f aware of CC (answered 1-3 in CC1), how much did the CC help you in your ransaction?
® 1. Helped very much
) 2. Somewhat helped
0 3. Did not help
4. NA

INSTRUCTIONS: For SO0 0-8, please mark the column that bes! coresponds 1o your answer.

® ©

Swonaly Agrew Nwther Agrew
Apres ner Jinspres
$QD0 | am =atisfied with the servios that avaied. . 0 C
$QD1 | spent a reasonable amount of time for my - " !
transaction. r
$QD2 The office followed the transaction’s requirements @ = o
and steps based on the information provided.
$Q03 The steps (nduding payment) | needed o do for my -
transaclion were easy and simple X
$QD4 | casily found information about my transaction from .
the office or its website.
$QDS | paid a ressonable amount of fees for my @ : :
transaction.
mnet‘lh.d“m!aipmw.umg i - -
palakssan®, during my transaction.
SGD7 | was treated courtecusly by the staff, and (if asked - :
fior help) the staff was helpful.
$GD3 | got what | needed from the govenment office, o (if @ - 5

denied) denial of request was sufficiently explain to me.
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Customer Satisfaction Feedback Form

We value your opinioni Flease rale your experience with us

How would you rate our services?

Dimension

RESPONSIVENESS

RELIABILITY

ACCESS

FACILITIES

COMMUNICATION

COsTS

Description

Prompd, and courtecus
responze (o customer's
request

Approgriale response o
customer's request

Flexitility to address
concerns of the

custamer

Timeliness of services

prowded

Ouality of services
prowided

Physical scoessbilty
Oriine di=semination of
information via website
Avalabiity of elevalor,
ramg for the differently

abled perzon, elc

Cleaniness of the
faciities

Safety of the faciities

Wel versiated faclities

Clarity of information on

the sorices rendered

Form is easy 1o
understandfolow

Clearly explain the lest
results and sample
products provided

Mo hidden fees or
additional charges

Very
Outstanding PR

¥ ok ke

Aok

gk

~ %k Je ok ke
Ak ok
7 e Aok Kk
e de ke Kk

% o ok

7 dekk
7 4k K
ok
ke e
7 kkok ok

etk

ok ok
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INTEGRITY Transparency of the *
trarsactions/procedures
or adherence o the
Citizen's Charter(e.p.
Fir=t Come, First Serve
Palicy, No Noon Break)

Protection of +
confidential information
(Datla Privacy Act)
Adherence o Civil -

Service Code of Ethics
and Ettecal Standards

ASSURANCE Staff is knowledgeable -
of the process and
other relevant
information

Staff appears neal and *
professional

OUTCOME Satrsfied with the -
overal servioe provided
Feedback:

Net Promoter Score:
How Wxely wouid you recommand Our Senvices 1o omers
0 = Not At Al Lixely - 5 = Extremely Likely

001020304805

"R Rk ok

"% kK

Tk ke ke

.8 & & ¢

e

" ek ok

TRk ok

~ ek Kk

o a ko

~ dedkok

ek

R 'S S

B S "%

O ** C * - ®

g © 4 :®

A% |“%|°O®

Y kK * °Q

Areas for rnprovernent

Other COmImeni=TuggeIions

| have read and agreed Io the lerms of service.
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PTRI Form Mo, 003
Rev. 2115-05-17

Department of Science and Technology
PHILIPPINE TEXTILE RESEARCH INSTITUTE

CUSTOMER FEEDBACK FORM

To:

{Concermed Head)

[ Division)

From:

(Mame of Complainant)

Company:
Address:
Contact Mo.:

Particulars of Complaints

Signature of Complainant

Received by:
Date:

Noted By/Date:

Division Chief
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DOST-PTRI DIRECTORY

General Santos Avenue, Bicutan, Taguig City 1631
Trunk Line: 8837-2071 to 82

OFFICE OF THE DIRECTOR

OFFICE TELEPHONE LOCAL
Office of the Director (OD) 8837-1325 2360
0995 430 7001

Technology Transfer, Information
and Promotion Staff (TIPS)

0995 430 7001

Planning and ICT Staff

0995 430 7556

RESEARCH AND DEVELOPMENT DIVISION (RDD)

OFFICE

TELEPHONE

RDD Office

0995 430 6998

TECHNICAL SERVICES DIVISION (TSD)

OFFICE MOBILE NO.
TSD Laboratory Receiving Office 09166389760
Innovation Center for Yarns and Textiles 8837-1157

FINANCE AND ADMINISTRATIVE DIVISION (FAD)

OFFICE TELEPHONE MOBILE NO.
Chief FAD Office 8837-0744 --
Accounting Section 8837-0744 --
Budget and Treasury Section -- 0954 306 6773
Human Resource and Records -- 0954 306 6774
Management Section
Property, Procurement and 8837-0744 0954 306 6772
General Services Section
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