
A4. Office of the Director General (Corporate Communications Staff and Media 

Communications Office) 

TABLE 1. 

Major Final Outputs (MFOs) Target 2018 

1. Events management assistance 

 Assisted in the agency’s events 

management during airport 

inaugurations (San Vicente 

Airport, Tacloban Airport, 

Virac Airport, Maasin Airport, 

Bohol-Panglao International 

Airport), CNS/ATM 

inauguration and cutover rites, 

and other agency events 

1. 100% 

2. Corporate Communications handling 

(Internal and External document 

processing) 

 Received, reviewed, and 
evaluated 19,734 documents 

for the Office of the Director 

General from January 1 - 

December 13, 2018. (Reference: 

ODG Data Tracking System, 

Last entry ODG-2018-1734) 

 Processed 3,080 e-mails via 

odg.caap@gmail.com from 

April - December 13, 2018. 

(Note: Jan - Mar emails deleted 

to clear disc space)  

 Drafted letters for the Office of 
the Director General 

 Submitted Deadline Reports to 
the Office of the Director 

General for the upcoming week. 

(Submitted every Friday 

between 3:00 PM to 4:00 PM) 

2. 100% 

3. Compliance to Freedom of 

Information (FOI)  

 Processed FOI requests via the 
FOI Portal 

TOTAL: 103 requests handled 

(with three (3) “Red Flag” Items 

out of 8,863) 

 Awarded as top requested and 
performing agency for 2018 

 Increased Facebook Page 

Rating from 4.2 to 4.5 Stars and 

12 thousand Likes to 16 

3. 98% 



thousand Likes (Reference: 
CAAP Official Facebook Page) 

4. Media affairs handling  

 Drafted 37 press 

releases/advisories, and 8 

media invites 

 Answered to interviews and 
inquiries from the media 

 Handled requests from the 

media 

4. 100% 

5. Multimedia materials production 

 Produced multimedia materials 
for promotion and information 

dissemination 

 Drafted the Authority’s annual 

magazine/publication, “Sky 

Watch” 

5. 100% 

 

 

 

 

6. Data Bank Project 

 Photographic and videographic 
record-keeping and 

documentation of the 

Authority’s airports, facilities, 

and events: 

48 out of 90 airports and 

facilities 

6. 53% 

7. Public information handling  

 Handled public queries sent 
through the agency’s email and 

social media network: 

730 via Mail 

8,030 via Facebook Inquiries 

TOTAL: 8,760 public inquiries 

7. 100% 

 

8. Developed the Corporate 

Communications Staff Process Flow 

(ARTA) and uploaded to the CAAP 

website 

7.   100% 

 

a.4.4.1.4. Inventory List of IT Equipment 

Corporate Communications Staff (CCS) 

 6 Personal Computer Sets 

 3 Printers 

 1 Scanner 

 2 Telephones 

 

 



Media Communications Office (MCO) 

 1 Personal Computer Set 

 1 Laptop 

 1 Printer 

 1 Scanner 

 1 Telephone 

 

a.4.5.2. Ease of Doing Business (internal and external process flows)  

Step Client Activity Fees Forms Duration of 

Activity 

Person in 

Charge 

 

1 

 

Send letter(s) / 

correspondenc

e / 

document(s) / 

parcel(s) to 

CAAP Central 

Office  

 

 

1. Receive, review 

and evaluate  

the document 

 

 

 

 

 

 

 

3 min 

 

Corp 

Comm 

Staff 

 

 

 

 
 

2. Prepare Routing 

Action Slip 

(RAS) 

   

3 min 

 

Corp 

Comm  

Staff 

 

   

3. Record in the 

Data Tracking 

System (DTS)  

 

   

3 min 

 

Corp 

Comm  

Staff 

 

 

 

 

 

 
 

4. Deliver / send 

thru email or 

fax to the office 

/ person 

concerned  

 

   

5 min 

 

Corp 

Comm  

Staff 

 

 

TOTAL DURATION OF ACTIVITY 

 

 

14 mins 

 

 

 

 

a.4.5.4. Financial Highlights 

N/A 

 



a.4.5.4.1. Proposed Budget vs Actual Expenses with Assessment 

TABLE 4. 

 Proposed Budget Actual Expenses Variance (%) 

1. Water 

Communicati

ons 

N/A N/A N/A 

2. Electric Bills N/A N/A N/A 

3. Project 

Preparation 

Expenses, 

etc. 

200,000 0 100% 

TOTAL 200,000 0 100% 

 

a.4.5.3. Personnel Profile (include trainings) 

Corporate Communications Staff (CCS) 

Name:   NICOLE M. RAMOS 

Designation:  Executive Assistant II / Acting Chief, Corporate Communications Staff 

Trainings: New Employees Orientation Programme (NEOP), Leadership Course (LDR), 

Safety Management System Course (SMS) 

 

Name:  THADDEUS D. LANSANG 

Designation: Public Relations Officer I 

Trainings: New Employees Orientation Programme (NEOP), Leadership Course (LDR), 

Gender Sensitivity Training (GST) 

 

Name: REDMAR S. CRUZ 

Designation: Liaison Assistant I  

Trainings: New Employees Orientation Programme (NEOP) 

 

Name: GEMB KAHMIL P. GARCIA 

Designation: Secretary I / FOI Officer (Co-Terminous) 

Trainings: Social Media for Development (DICT Training) 

 

Name: ROMUALDO G. INTIA, JR. 

Designation: Administrative Assistant II (Job Order) 

Trainings: N/A 

 

Name: ALBERT B. DY 

Designation: Administrative Assistant II (Job Order) 

Trainings: N/A 

 

Name: MEIJI CECILIA C. GARCIA 

Designation: Administrative Assistant II (Job Order) 

Trainings: N/A 

 

 

 



Media Communications Office (MCO) 

 

Name: WILFREDO B. APOLONIO 

Designation: Public Information Officer (Consultant) 

Trainings: N/A 

 

Name: DIANARA L. OBINA 

Designation: Media Affairs Officer (Consultant) 

Trainings: N/A 

 

Name: URIEL D. AYEN 

Designation: Multimedia Officer (Consultant) 

Trainings: N/A 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Submitted by: 

 

 

NICOLE M. RAMOS 

Acting Chief, Corporate Communications Staff 
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1. Office of the Director General Data Tracking System (DTS) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

2. Office of the Director General email (odg.caap@gmail.com) 
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3. CAAP Official Website and FOI Portal 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


