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1. REFERENCES:

a. The Philippines E-Commerce Law - Republic Act No. 8792 "An Act
Providing for the Recognition and Use of Electronic Commercial and Non-Commercial
Transactions, Penaities for Unlawful Use Thereof, and Other Purposes”;

b. Executive Order No. 810 entitled: “Institutionalizing the Certification
Scheme for Digital Signatures and Directing the Application of Digital Signatures in E-
Government Services":

c. National Computer Center Memorandum Circular 2003-01 "Guidelines on
Compliance to E-Commerce Act (RA 8792) and Stage 2 and 3 of the UN-ASPA Five
Stages of e-Government”; and

d. Creation of DICTM.
2. PURPOSE:

This Letter of Instructions (LOI) provides the guidelines and procedures in the
development, creation, administration and maintenance of the PNP Website
(www.pnp.gov.ph) at all levels of the PNP organization.

3. SITUATION:

It is sad to note that some chisfs of offices of the PNP do not have an
inclination and motivation to expioit the capabiiities of information technology to enrich
their knowledge for personal as well as for official reasons.

At present, a total of thirty (30) websites are active PNP wide. Unfortunately,
some of these websites are not properly maintained and updated for the benefit of the
PNP in particular and the public in general.  The lack of website maintsnance is
directly attributed to the unfamillarity of the website owner as to the contents and basic
information such ds: where is the website hosted, domain name, access or control to
the web server — username and password; and costs of maintaining a website.

4. MISSION:

‘ NHQ, PNP and all PROs/NSUs/Provincial/lCity Police Offices and Police

Stations shall create, develop, administer and maintain an officlal WEBSITE
following the standard convention of domain names to provide current updates of
information and services to the public and to the PNP personnel.



a. TobeabletouselatmlnformauonTedmo for virtual
Community Relations publishing via the intemet. e Polics

b. To establish a uniform/standard website for 8ll PNP offices nationwide.

c. Tocroatoin‘pacttoﬂummmltyontrnmpormoftlnPNP
organizaﬂmbycﬁssomlnaﬂngpoﬂamhtddldmauonthmPNPwabﬂh.

6. EXECUTION:
a.  Concept of Operations (SeoAmox"A‘-Dcﬂdtionome)

There shall be the creation of Web Committees and Teams at the
NHQ, PROs/NSUs/Provincial/City Police Office and City Police Station levels.
Thowebcomnﬁttoennmd\aﬂbeoompoudofmofoﬂowuu:

. 1) Web Committee at the NHQ

a) TCDS —Web Supervisor

b) TDICTM — Asst Web Supervisor

¢} D, ITMS — Web Administrator

d) WSCSD, n'Ms-lmngoEWArlnmmeMPmnm
e) Directorial Staff — (see tasks of different D, Staff)

2) Web Team at the PROS/PPOS/CPOS/CPSs composing of the following:

a) TCRDS - Web Supervisor

b) T Officer — Web Administrator/image Editor/Animator

c) Division Chiefs of PPOs/CPOS/CPSs — Webpage Editors and content
contributors and Image Editor /Animator Personnel

3) Others

a) DD/CDS/EX-O - Web Supervisor

b) 1T Officer — Wab Administrator/image Editor/Animator

c) D-Staff, Division Chiefs — Webpage Editors and content contributors
and image Editor/Animator Personnel

All web commitieestaams shall create their website structure/design with a
header and a footer. The HEADER must contain but not Hmited to the following;
domain name, name of office, address and teiephone number and emall address, office
IogoonhhﬂsidamdﬂnPhﬁppimﬂagonﬂudwddamdimummw
or swi files. !

The body must contain but not limited to the following pages if applicable:

1) HOME -~ contains the cument or Istest activites and important
announcements of the office or unit. k may be & blog or list, iayout in an Hrame as the

case maybe;

2) ABOUT US - provides the history, vision, mission and functions of the
unit and other pertinent general information;

3) News/Press Releases — all imporiant press releases provided for in the
forms of print or other media such as audio or video;
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crireg *) AcCompishments — administrative or operational accomplishments with
pictures;

5) PCR Activities -~ Various PCR projects, seminars and inter-agency
activities; _

6) Wanted Persons — List/pictures of Most Wanted Persons and ONLY
persons with pending warrant(s) of arrest;

7) Crime Data/Statistics — Monthly and comparative crime statistics in the
Aonmumm-mmmm.mmm

trend, AMCR, CSE, crime time block, and crime clock and crime maps. i will include
sub pages related to Women and Children’s Desk and Human Rights;

8) Gallery ~ pictures of important and significant activities of the office;

8) Key Officers — list of contact persons and phone numbers/email
ddresses of officers such as Division Chiefs, Deputies RMGs/PMGs, Chiefs of Police
(Personal Celiphone number is optional); '

10) Plans and Programs — projects and other future activities;

11) Downloads — various forms, directives and references for the use of the
public and PNP personnel;

12) Contact Us — a mailio action form page capeble of submitting

information, suggestion, comments and complaint by the public which automatically
submitted to the official email of the office or unit, and

13) Web Links — provide hyperiinks to other important government sites or
related sites to the PNP.

There are three (3) phases of development, as foliows:
Phase 1

a) Training and Orieniation Seminars (1 month);
b) Executive Seminar on WEBSITES ‘HOW IT WORKS"- Web

¢) Tralning of Web design and Development - IT officers; and

d) image Editing/Animation — PNP personnel assigned with the team.

Phase2

a) Development and crestion of webasites at ail levels as required (1
month);

b) Updating and improvement as to the structure, design and contents
as required for existing websites; and

c)"Activation and migration of official naming convention of DOMAIN
NAMES.

Phase 3 (TBAL)
a) Declarstion and swarding of Best Waebsite of the Yeer;

b) Migration of all websites and webpages to the PNP web portal server
at ITMS;
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b. Tasks:

1) TCDS - Overall Supervisor of the directive and i designated as oversll
web supervisor of the NHQ Web Committee. * .

@) DICTM - Asst Web Supervisor of the NHQ Web Committee
| 1) OPR in the implementation of the directive;
_ 2) Provides continuous updates in the policy and guidelines re
websites Management due to technology advancements or as the case maybe; and
of the PNP 3) Provides mechanics, criteria and categories for the best website

b) DPRM
1) lssues appropriate orders for the Web Team Composition; and

2) Provides and edit
on and ) tnduu ‘ webpages conceming key officers,

c) DI
1) Responsible in the updating of most wanted persons and
persons with warrant of arrest; and _
2) Designs peges and arlicies for anti propaganda campaign of
leftist, terrorist organizations, secessionist movements and simiiar organizations.

d) DO
1) Updates pages for PNP operational accomplishments and
other related page;

'2)Provid.s updsates re-general police oporaﬁon without
compromising specific operations; and

3) Monitors the updates of lower level units’ web pages pertaining
to operational accomplishments.

e) DIDM
1) Updates pages reiated to crime statistics and provide analysis
applicable to the public; and
2) Mmmmqu.,mmummnmm

data.

f) DPCR
1) OPR for the publication of significant command activities,
administrative projects launched and news/articles on the best practices and program of
the PNP; and
2) Updates PCR activities pages.
3) NSUs/Offices

a) PIO
)‘1)Rupondbtoin0nupdatk\gofp¢quporurﬂmtoprm

W‘szﬁm other tasks as directed. -

b) ITMS
)1) Designated as the Web administrator of the Web Committes;
2) Responsible in the upioading and organization of structure of

the PNP website;
3) Provides tempiates to be updated by respective D-Staff and

task units;



4) Provides in-service and mobile trai on web design, digi
imaging and animation; o on. cloral

S) Provides POl and executive seminars WE
“Need to Know and How it Works®; rogardng BSITE

B)Maintalnsandmamousub-domalnmmesofﬂndlmrom

‘ ) 7) Maintdnsmdnmugoavirhﬂwabwvorfortlnpuposam
uscapabloloompatabiewimHTMLapsmphppagu;
8) Hostsuﬁprovldnspanofordloxisﬁngmdwouldbombsitas
and pages of the PNP; and
Q)Msam«mmlmmmmmus
page to concerned offices.

4) PRO / Other NSUs

a) DesignsmdprovldupagacformePNPwebcnuunocéuuy

b) Contributes content web pages to the websiles:

c) Creates and organizes respective Web Teams with the listed
above components; _

d) Deveiops and updates respeciive websites;

@) Assures the knowledge of critical information needed for website
operation (webhost, domain name, account usemame and password);

f) Hﬂﬂshmﬁumngmmbdmw.mwum.

g) Contributes, updates, and edit webpages in their respective fieid of
interest and website
h) IT Officers — act as web adminisirator and designers of pages in
mpocﬂuomm.tdnuﬂmmmmmdﬂeubﬂwupddo
web pages concemed.
¢. Coordinating instructions:

1) NlD-ShﬂsuﬂMothmmpuﬂbbhhodthgand
updating of their task webpages.

2) All updated webpages shall be sent via email to ITMS for uploading.

3) All D-Staffs and tasked offices/units shall recommend personnel to be
trained on how to edit web pages.

4) All tasked officas/units shall submit orders of the composition of web
teams to DICTM one (1) week after the effectivity of this directive.

§) All PROS/NSUs/ PPOs/CPOs and CPS shall submit the following IT
information one (1) month after the effectivity of the directives:

a) Domain name and IP address;
b} Web host company or web server and the amount paid per year:

¢) Web administrator with access to the server;

8) All PRONSUs/PPOs/CPOs and CPS shall submit IMPLANS to
DICTM two (2) weeks upon recsipt of the directive.

7) The criteria for the Best Website will be based on content quality and
comprehensiveness, sase of use (functionality, navigation and orlentation), value added

units;

and directed;
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M_Syshm (DNS). Domain names are used in 0Us networking contexts and
Ithﬂunmofyourwawbmdlhﬂnmdyourm.

The following exampie ilustrates the difference between a URL (Uniform
Rasurn Lot and o a1 e

» H : . x.htmi

. Dmmhnmm,gggmmg,ngj

. Roghtuuddonnhm:wnpb.mt

r. For example, ﬂ\amleaddmszos.ﬂ.ws.wehrdhoaldh
following sites: ,

: particpeling in & comouter network the
w mmmmusmmmdummm
';*Mammmmmummmmm
‘wheire it is. A routs indicates how to get there '@

t. FhTmnherhcd(FrP)bammmuodb
mdmrwﬂua\mmmmmmm.-h

; ke public
stores them. Content bosinpbhn.mmm.doamt.ormm
mwmmﬂﬁm.AwadmaMBMlmm
no technical skill or
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through interactivity and multimedia, design (aesthetic value of graphics/music or
sounds), and craftsmanship. This will be an additional point to the PER.

B)AlllTofﬁmeomandatoﬁlytnlmdlnwebdedmw
development.

7. EFFECTIVITY:

This LOI shal take effect immediatsly upon approval.

J CEO Wi
PNP

Distribution:
D-Staft
P-Staff
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RDs, PROs
PDs, PPQOs
CD, CPOs
COP, CPSs
OIC, IAS
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