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(On-Site Version)
(Insert agency logo here) (Insert agency name here)
HELP US SERVE YOU BETTER!
This Client Satisfaction Measurement (CSM) tracks the customer experience of government offices. Your feedback on your recently concluded transaction will help this office provide a better service. Personal information shared will be kept confidential and you always have the option to not answer this form.
Client type: ☐ Citizen   ☐ Business   ☐ Government (Employee or another agency) 
Date: ___________ 		Sex: ☐ Male   ☐ Female		Age: _______   
Region of residence: _____________	Service Availed: (See at the back.)
INSTRUCTIONS: Check mark (✔ ) your answer to the Citizen’s Charter (CC) questions. The Citizen’s Charter is an official document that reflects the services of a government agency/office including its requirements, fees, and processing times among others.
CC1	Which of the following best describes your awareness of a CC?
☐ 1. I know what a CC is and I saw this office’s CC.
☐ 2. I know what a CC is but I did NOT see this office’s CC.
☐ 3. I learned of the CC only when I saw this office’s CC.
☐ 4. I do not know what a CC is and I did not see one in this office. (Answer ‘N/A’ on CC2 and CC3)
CC2	If aware of CC (answered 1-3 in CC1), would you say that the CC of this office was …?
☐ 1. Easy to see			☐ 4. Not visible at all
☐ 2. Somewhat easy to see		☐ 5. N/A
☐ 3. Difficult to see
CC3	If aware of CC (answered codes 1-3 in CC1), how much did the CC help you in your transaction?
☐ 1. Helped very much		☐ 3. Did not help
☐ 2. Somewhat helped		☐ 4. N/A
INSTRUCTIONS: For SQD 0-8, please put a check mark (✔ ) on the column that best corresponds to your answer.
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Strongly Disagree
	N/A

Not Applicable

	SQD0. I am satisfied with the service that I availed.
	
	
	
	
	
	

	SQD1. I spent a reasonable amount of time for my transaction.
	
	
	
	
	
	

	SQD2. The office followed the transaction’s requirements and steps based on the information provided.
	
	
	
	
	
	

	SQD3. The steps (including payment) I needed to do for my transaction were easy and simple.
	
	
	
	
	
	

	SQD4. I easily found information about my transaction from the office or its website.
	
	
	
	
	
	

	SQD5. I paid a reasonable amount of fees for my transaction. (If service was free, mark the ‘N/A’ column)
	
	
	
	
	
	

	SQD6. I feel the office was fair to everyone, or “walang palakasan”, during my transaction.
	
	
	
	
	
	

	SQD7. I was treated courteously by the staff, and (if asked for help) the staff was helpful.
	
	
	
	
	
	

	SQD8. I got what I needed from the government office, or (if denied) denial of request was sufficiently explained to me.
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Suggestions on how we can further improve our services (optional): 
______________________________________________________________________________
Email address (optional): __________________________________
THANK YOU!
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	Office / Section
	External Services
	Internal Services

	Office of the SDS (OSDS)
	
	1. Issuance of Foreign Official Travel Authority
2. Issuance of Foreign Personal Travel Authority

	Legal Unit
	1. Request for Correction of Entries in School Records
	1. Issuance of Certificate of No Pending Case

	Personnel Units
	1. Acceptance of Employment Application for Initial Evaluation (Teaching Position)
2. Acceptance of Employment Application for Initial Evaluation (Non- Teaching and Teaching- Related Positions both Promotion and Entry

	1. Application for ERF (Equivalent Record Form)
2. Application for Leave
3. Application for Retirement
4. Issuance of Certificate of Employment
5. Issuance of Service Record
6. Loan Approval and Verification
7. Processing of Appointment (Original, Reemployment, Reappointment, Promotion and Transfer)
8. Processing of Terminal Leave Benefits
9. Request for Correction of Name and Change of Status

	Records Unit
	1. Issuance of Requested Documents (Non-CTC)
2. Issuance of Requested Documents (CTC and Photocopy of Documents)
3. Certification, Authentication, Verification (CAV)
4. Receiving and Releasing of Communication and other Documents
5. Receiving of Complaints against Non-Teaching Personnel
6. Receiving of Complaints Against Teaching Personnel (Multi-stage Processing)

	

	Property and Supply Unit
	1. Inspection, Acceptance and Distribution of Textbooks, Supplies and Equipment

	1. Requisition and Issuance of Supplies
2. Property and Equipment Clearance Signing

	Budget Unit
	
	1. Processing of ORS
2. Posting/Updating of Disbursement

	Cash Unit
	
	1. Handling of Cash Advances

	ICT Unit
	
	1. User Account Management for Centrally Managed Systems
2. Troubleshooting of ICT Equipment
3. Uploading of Publications

	Curriculum Implementation Division-ALS
	1. ALS Enrollment
	

	Curriculum Implementation Division-LRMDS
	1. Accessing Available Learning Resources from LRMDS Portal
2. Borrowing of Materials from Libraries


	1. Program Work Flow of Submission of Contextualized Learning Resources
2. Quality Assurance of Supplementary Learning Resource

	SGOD- Planning and Research
	1. Request for Basic Education Data (External Stakeholders)

	1. Request for Basic Education Data (Internal Stakeholder)
2. Request for Data (EBEIS/LIS/NAT) and Performance Indicators

	SGOD- SMME
	1. Issuance of Government Permit, Renewal, Recognition of Private Schools
2. Issuance of Special Orders for Graduation of Private School Learners
3. Application for Senior High School (SHS) Additional Track/Strand
4. Application of Summer Permit for Private Schools
5. Application for No Increase in Tuition Fee
6. Application for Increase in Tuition Fee
	


	
Instruction: Encircle applicable services.
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