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PROCEDURE
TITLE

OPERATIONAL PLANNING AND BUDGETING

SCOPE

This process starts upon receipt of the Guidelines in the preparation and submission of
the Department's Operations Plan and Budget (OPBJ, conduct of Planning
Conferences/Consultations by the Regional and Sub-Regional Offices and ends with the
submission ofthe approved Operations Plan and Budget ofthe Regional Offices and Sub-
Regional Offices.

PURPOSE

To define the standard procedures and processes in the Preparation and Submission of
the Operations, Plans and Budget (OPBJ and required SPMS forms such as but not
limited to O/D/lPCRs ofthe Regional Offices and Sub-Regional Offices for the calendar
year which will result in achieving the MFOs of the Department.

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT
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Approved
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Upon receipt ofthe Guidelines in the preparation and submission ofthe annual/realigned OpB from the
Central Office (CO), the Regional office (RoJ prepares and submits th; Regional Annual /Realigned OpB
based on the program deliverables and key priorities set by the CO operating units. Once approved by
concerned officials at the CO, the RO through the Planning Officer shall provide the sub-regional offices
thru their Program Manager, in the case ofthe Province and Planning Link, in the case of HUC/lCC, the
copy of the approved OPB. The Provinces and Cities IHUC/ICCJ shall prepare and submit their approved
oPB for reference and guidance ofthe RD in monitoring their performances in a calendar year.

In the prepamlion ol the OPB. conduct of the planning conference/consultation with stakeholders is

Step
No.

Responsible
Personnel PROCESS/ACTtVITY Details References

7 Records Officer Receive and route
communication

. Refer to the procedure
Handling of Incoming and
O u tg o i ng C ommuni c a tion s

QP-R12-FAD-
01

2 Regional Director
IRD)/Assistant
Regional Director
[ARD]

Provide Instruction o Forward to the Planning
Officer

r Memorandum
re: OPB
Guidelines
(Annual/
Realignmentl

3 Regional Planning
Officer

Prepare technical and
administrative
requirements

. Take action per
instructions from the
RD/ARD

. Routing Slip
with
instructions

m

DESCRIPTIVE STATEMENT;

PREPARATION OF THE REGIONAL OFFICE OPB
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Step
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

Prepare and submit the
Activity Design for the
conduct of Regional
Planning Conference
Workshop/Consultation
with stakeholders for
approval of the RD/ARD

Once activitv desisn is
aPPIQllgd, PrePare and
submit to the BAC
Secretariat, the required
documents for the
procurement of goods
and services for the
conduct of the activity
IRefer to the procedure
Procurement of Goods
and ServicesJ

. Logbook
o OPB Guidelines

[Annual/
Realignment)

. Routing Slip
with
instructions

. Logbook
r OPB Guidelines

(Annual/
Realignment)

o OPB Templates
in excel and
powerpoint
form for
Regional
Offices

r Draft Activig
Design

4 Regional Director Issuance of the
Memorandum

Review and approve the
Memorandum and
endorse back to Planning
Officer

. APproved
Activity Design

o OPB Guidelines

[Annual/Realig
nment

5 Regional Planning
Officer

Facilitate the conduct
ofthe Regional

Planning Conference
Workshop

o Forward to Records for
routing to the concerned
units/offices
(see Handling Incoming
And Outgoing
C omm unic a ti on / D ocume nt
s Procedure)

. Coordinate with the
provinces and divisions
on the dates and venue of
the activity

. Present targets by the CO

vis-i-vis proposed target
by the region on maior
PPAs to the participants;

o Routing Slip
with
instructions

o Logbook
o OPB Guidelines

(Annual/
RealignmentJ

. APProved
Activity Design

. Signed
Memorandum

Document Code

m

. Prepare Memorandum
addressed to the
Provincial and City
Directors re: conduct of
the Planning Conference
for approval of the RD

Cascade the
Memorandum
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Step
No.

Responsible
Personnel PROCESS/ACTTV|TY Details References

6 Regional Budget
Officer

Review of the financial
requirements in the
OPB/Statement of
Commitment

. Review the draft AOPB if
financial requirements are
in accordance with the
budget set under the GAA
and other related laws
and issuances.

o If found in aecordance
with the GAA approved
budget, sign and return
the OPB/Statement of
Commitment with
attachments in excel form
to the Plannin Officer

o GAA

Regional Planning
Officer

Submit the
draft/revised OPB

with attachments to
the RD/ARD

o Draft OPB with signature
of the Budget Omcer and
its attachments:
o Drafi Memorandum for

USLG thru the Planning
Service

Draft Memorandum to
oddressed to PDs/CDs

o ARD Review and
Recommend Approval

of the OPB

. Check Statement of
Commitment and its
attachments

o Iffound in accordance
with the set targes, affix
initial in the OPB and
Memorandum for the
USLG thru the Planning
Service(PS) and
Memorandum addressed
to the PDs/CDs

o OPB Guidelines

[Annual/Realig
nment

r Routing Slip
with
instructions

. Logbook

Document Codc

m 3of 5

o Within 1 week after the
workshop, prepare Post-
Activity Report for
information/guidance by
the RD/ARD

o Thereafter, prepare and
forwards the draft OPB
with attachments to the
Budget Officer for review
as to financial
requirements

7
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Step
No.

PROCESS/ACTMTY Details References

9 Regional Director Review and Approval
of the OPB

o Review and/or sign the
Regional OPB if found
complete and in
accordance with set
guidelines and forwards
to the Regional Planning
Officer

o Ifthere are corrections,
returns the draft oPB to
the Planning Officer

. Signed oPB
with
attachments

o Signed
Statement of
Commitment

10 Regional Planning
Officer

Transmit the
Approved OPB to the
Central Office

o Forward to Records for
release ofthe OPB

. Signed
AOPB/Stateme
nt of
Commitment;

. Signed
Memorandum
for USLG thru
PS

r Routing Slip
. Logbook

11 Records Officer Receive and release
communication

o Refer to the procedure
Handling of Incoming and
O u tg o ing C o mmu ni c o ti ons

QP-R12-FAD-
01

l2 Process owner Retain all records Retain all records
generated in accordance
with Control or Retained
Documented Information
Procedure and Masterlist
of Retained Documented
Information

Control or
Retained
Documented
Information
Procedure
Masterlist of
Retained
Documented
Information

PREPARATTON OF THE PROVINCIAL/CITY OFFICE-OPB

1 Records Officer Receive and route
communication

. Refer to the procedure
Handling of Incoming and
Outg oing C ommuni c a tio n s

QP-R12-FAD-
01

2 Provincial
DirectorIPD]/City
Director [CD]

Provides instruction/s
to the Program
Manager
(PMJ/Planning Link

r Routing SIip
. APProved

ROPB

3 PM/
Planning Link

Prepare the
Provincial/ City OPB

o Review and evaluate the
documents;

. Prepare administrative
and technical
requirements based on

. APProved
ROPB

. Routing slip
with
instructions

00

Responsible
Personnel
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Definition of Terms:
o The Annual Operations Plan and Budget IAOPB) is a document, in excel form, which contains the

activities that are planned to be carried out within a year. Activities indicated have corresponding
quarterly physical targets and fund requirements. Said plan is used as bases by the offices in
implementing their various activities and used as reference in gauging their perfo rm CE
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Step
No.

Responsible
Personnel Details References

the instructions of the
PD/CD

. Provide copies to the
Sections Chiefs and
C/MLGOOs (if necessaryJ
for their reference and
guidance

4 PDl CD . Review the submitted
OPB.

o If found complete and in
accordance with the set
targets by the Regional
Office, approves and sign
the Provincial/City OPB
and the transmittal letter

o If found incomplete and
inconsistent with the set
targets, gives instruction
to the PM/Planning Link
for the revision and
finalization of the OPB

o Final draft P/C
OPB

J Records Officer Receive and release
communication

QP-R12-FAD-
01

Process owner Retain all records Retain all records
generated in accordance
with Control or Retained
Documented Information
Procedure and Masterlist
of Retained Documented
Information

Control or
Retained
Documented
Information
Procedure
Masterlist of
Retained
Documented
Information

IAN JON ENTEffi" UTISTA CESE,orrr*wh., REYNALDO CESO IV
Process Owner A---,feputy eMR RegionalQMR n[erol I Director

Prepared by

Document Code

PROCESS/ACTTVITY

Approve the
City/Provincial OPB

o Refer to the procedure
Handling of Incoming and
O utg oino C omm uni ca tion s

Reviewed hy: Approved by:
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OFFICE ORD - PLANNING UNIT

QUALITY PROCEDURE
TITLE OPERATIONAL PLANNING AND BUDGETING

Facilitate the
preparation and
submission of the
OPB

Timely submission
ofthe OPB to the
Central Office

OPB
submitted

on or before
the deadline

by the
Planning

Service (PSJ

90o/o

ate/s submitted to the Central Office
thru the Planning Service.

No. of OPB/realignment
submitted to the Central Office

x100

D

In the case of
realignment,
semestral (if
applicableJ

Annual Planning
Officer

. Summary Log Sheet
e Memorandum of

Transmittal ofthe OPB
ofthe RD/ARD

. Monitoring Log Sheet;

Faciltate the
conduct of
Planning
Workshop prior to
submission of the
OPB

Planning
Workshops/
Consultations
conducted prior to
submission of
OPB/Realignment

Conducted
Planning

Workshop
Prior to

submission
of

OPB/Realign
ment

No. of Planning Workshops/Consultations
conducted prior to submission of
OPB/Realignment

Annual Planning Officer . Summary Log Sheet;
o Quality Montioring and

Evaluation

Document Code

I

00

Key Performance Indicators (KPIsl
Function Oblective Target Indicator/Formula

(ifapplicable)

Frequenry of
Monitoring Results

Responsible for
Monitoring

Applicable Documents [e.g.
Tracker, Monitoring Log

Sheet, Report, Memo, etc.J
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l I
R.v. ilo. Cff, D.tc P.g.

x
Nt-€{EM ENTEIAN IO STA

0+v
A. ORTIZ, CESEIITILYN REYNALDO UB ESO tV

Process Owner I oeputy Qlan Regional QMR To ,l agement

Docnment Code

m

Prepared by: Revicwed by: Approved by:
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OFFICE ORD - PLANNING UNIT
PROCEDURE TITLE OPERATIONAL PLANNING AND BUDGETING

OBJECTIVE STATEMENT 7

2

Timely submission ofthe Annual and/or Realigned OpB to the Central Office (and/or Realigned OPB)
nmentops/Consultations conducted prior to submission ofthe OpB RealiPlannin Worksh

CURRENT PERIOD

INDICATORS Date ofSubmission

o I: llm n and submission ofthe Annual OPB theor ci Offices
A

B No. of OPBs eali ment submitted
C Formula: 4 x 10o

B
Target Result: 900/o

D ( bj yslaG Anal ls n asC the oe ecti lsve on mt e t ru anal s h t S on mtp ys t, etpu yo v
ective 2: Consultations conducted or to submission ofthe OPBo t

A No. of Planning Workshops/Consultations conducted prior to
submission of the OPB Rea Ii ment

B sis: (ln case the objective is not met, put your anal is why it is not meCa An t

Note:

Documelt Code

00

Office and
OPB/Realignment submitted to the Central Office on or before
the set deadline
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AUTISTAIAN JON

Process Owner Division Chief / Deputy qMR

G, CESO lVnfrtf,,.,,,LAILYN REYN M.6,,,*,"rAN loN A
nagenrentRegional QMR

Y
Process Owner , Deputy QMR

A rroved bl

Document Code

m

Preoared bv: Noted by:

ffi**,,

Reviewed by:Prepared by:
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QUALITY oBJECTIVE: 1. Timely submission of the opB to the central office
2- Planning Workshop Conducted prior to submission of opB/Realigament

FREQUENCYOF MONITORING: Annually

COVERED PERIOD:

FM- P-RI2-ORD-23-O1

1of 2

Rev. No. tff, O.te PaEe

oBfECTtVENO. 1: oBJECTTVENO.2

No.
Control

No.
Pa rticu la rs Date

Recelved
(Gu ld elln es)

Deadline Met Unmet Remarks,
lf unmet

Date of
Wrrrkshop

Met (Planning
Workshop

Conducted)

Unmet (Planning
Workshop not

Conducted)

Remarks,lf not
conducted

2

3

II
I

II

@

rr
rI

TIE

Document Code

00 10.01.17

Due Date of Submission:

Date
submltted to
Central Offlce
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Process Summary Logsheet (PSL)

t) on Chief / Next Higher Regional QMR
Su ervlsor

FM- P-R12-ORD-23-01

10.01.17 2of 2

Eff, Date Page

Process Owner Deputy QMR

Prpparcd b1

.dh.*,.,AN I A *,rrnoA16.",. REYNALDO G cEso Iv
Process Owner neE,fi;al Directorr

Revicrvetl {rt

Document Code

nev. No.
oo

Notcd by:

Preparetl byr Appror;r'tl lty:
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REGION XII
Prime Regional Government Center, Carpenter Hill, Koronadal City,9506

Tel/Fax Nos.: (083)228-6660 . (0BZ)228-7421. Emai\ dil&ro12@yahoo.com . Website: regionl2.dilg.gov.ph
ADMIN (083) 228-7960 . FINANCE (083)22a-7959. LGMED (083)a77-2969. LGCDD lO83)477 2971

Division: OFFICE OF THE REGIONAL DIRECTOR - PLANNING UNIT

MASTER LIST OF INTERNAL DOCUMENTS

FM-SP-R12-03A-01

10.01.17 1of 1

REVISION

00 03 05
DOCUMENT CODE DOCUMENT TITLE

OPERATIONAL PLANNING AND BUDGETING

QP-R12-ORD-23 Quality Procedure: OPERATIONAL PLANNING AND BUDGETING 10.01.17

Q0-QP-R12-ORD-23 Quality Objective: OPERATIONAL PLANNING AND BUDGETING 1"0.07.17

Quality Monitoring and Evaluation (QME): OPERATIONAL PLANNING AND
BUDGETING

10.01.t7QME-QP-R12-ORD-2 3

Master List of Interndl Documents LO.01,.1,7FM -SP- R12 -034-01

70.07.77FM-SP-R12-038-01 Master List of External Documents

10.01.17FM -S P- R 12 -03 C-01 Master List of Retained Documented Information
70.o1.77FM -SP.R 12 -0 2 -01A Risk Register - Ob.iective

Risk Register - Process/Steps 10.01.17

IIIIIIIIIII-II-IIIII

TM
Divisi n Chief Next tli er Su ervisor

/r^*"'/
CATHERTNE A, MACION

onal Document Controller

Docu lenl code

Rev. No. tff. Date Page

00

o1 o2 o4

FM -SP-R 12 -0 2 -018

Preoared bv: Noted by;

BAUTISTA
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Docu,llent code

Rev. No. EfL Date

DOCUMENT COD[ DOCUMENT TITtI
REVISION

00 01 02 03 04 05

Local Government Code of 1991

Republic Act 6975 as amended by RA 8551

BAUTISTAM
Division Chief/Next Higher Supervisor

CA

Re al Document Controller
R

uo-"'
E A. MACION

Republic of the Philippines
DEPARTMENT OF THE INTERIORAND LOCAL GOVERNMENT

REGION XII
Prime Regional Government Center, Carpenter Hill, Koronadal City,9S06

Tel/Fax Nos.: (083)228-6660. (OB3)228-1421 . Emailr dil&ro12@yahoo.com . Website: regionl2.dilg.gov.ph
ADMIN (083) 228-7960 . FTNANCE (083)228-7959 . LGMED (083) 877 -2969 . LGCOD (OB3)877 2971

Page

00

OPERATIONAT PTANNING AND BUDGETING

Prepared bv: Noted by:
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Division: OFFICE THE REGIONAL DIRECTOR - PLANNING UNIT

MASTERLIST OF RETAINED DOCUMENTED INFORMATION

FM-SP-Rl2-03C-01

10.01.17 1of 1

Pagpnev. No. Efl. Date

DOCUMENT CODE DOCUMENT TITLE CIISTODIAN LOCATION
FILING SYSTEM RETENTION PERIOD

DISPOSAL
FOLDER SCHEME ACTIVE STORACE TOTAL

OPERATIONAI, PI.ANNINC AND BUDGETING

QME-QP-R 12-ORD-23
Quality Monitoring and Evaluation
(QME)I OPERATIONAL PLANNING
AND BUDGETING

Planning Unit QMS
Cabinet

QMS fotder by
procedure

Sequential 2 yrs 2 Shredding

FM-QP-R 12-ORD-23-01
OPERATIONAL PLANNING AND
BUDGETINGIPSLJ Process Summary
Loesheet

QMS
Cabinet

QMS folder by

frocedure
Sequential 2 Shredding

OPB
Filing

Cabinet
Palnning

Folder
PERMAN

ENT

MA D. BA Ad,rAN ro MENTE

TIIS

Deputy QMRProcess Owner

Document Code

00

Planning Unit 2 yrs

Planning Unit Sequential

Notcd by:
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Division: OFFICE THE REGIONAL DIRECTOR - PTANNING UNIT

MASTERLIST OF RETAINED DOCUMENTED INFORMATION

10.01.17 lof 1

Docunrellt Code

PaSeRev. No. Eff. Date

DOCUMENT CODE DOCUMENT TITLE CUSTODIAN LOCATION
FILING SYSTEM RETENTION PERIOD

DISPOSAL
FOLDER SCHEME STORACE TOTAL

OPERATIONAL PUINNING AND BUDGETING

QM E-QP-R 12-ORD-23 QMS
Cabinet

QMS folder by
procedure

Sequential 2 yrs )

FM -QP- R 12-ORD-23-01
OPERATIONAL PLANNING AN D

BUDGETING(PSL) Process Summary
Logsheet

Planning Unit QMS
Cabinet

QMS folder by
procedure

Sequential 2 yrs 2 Shredding

OPB Planning Unit
FilinB

Cabinet
Palnning

Folder
Sequential

PERMAN
ENT

MA A
MRDe u

IAN
Process Owner

Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

REGION XII
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506

Tei/Fax Nos.: (083)228-6650 . (083)228-1427 t Email: dilgrol2@yahoo.com. Website: region 12.dilg-gov.ph
ADMIN [083) 228-7950 . FINANCE (083)228-7959 . LGMED (083) 877 -2969 . LGCDD Qa3)877 2971

FM-SP-R12-03C-01

o0

ACTIVE

Qualify Monitoring and Evaluation
(QME): OPERATIONAL PLANN ING

AND BUDGETING

Planning Unit Shredding

Prepared bv: Notcd bv:

rc#u,r*,,
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IM
FM-SP,R12-02-014

mffiffi'":rffiliH

DIV]SION OTIIf,E OFTHE REGIONAL DIRf,CIOR. PLANNING UNIT
PROCEDURE:W

INTANESTAD
D6TACTI

atsx
tlVEL (r,,

M,fll

TtMSUi

Real.n/P@lnces/cltlcr

M

3 N(
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Df,PARTMENT OFTHE INTERIOR AND LOCAL GOVERT{ MEI{I
RIGIONXII

Pdn. Bcdoml Gftmi.nt c.nEr, c.r?cnr.r Hlll (oDn d.l cltv, 9506
r.uldxo! Imr)211s 066_0.lBll22*ra2l. trdl drl! rcrzoy.loftn ' w.b!h.' mrro! I ?.dlk rd.pi

iovu toirt zzs rooo. niettcE loarl22&7cso. LGMIolt*3la77 zetc ' LGcDD (63te77 2c7l

@
FM-SP-R12-02-01A

{rB{'nnm":FTrrrfivr{'-In

Rlsl{ f,[GlsTRY
(A) OB'EC'.TM RlSl( ASSISSMEI{I

DIVISION: OFFICf, Or THF REGIONAL DIRECToR - PI"AN INC llillT
PROCEDURE: OPERATIONAIPI4NNINCAND BUDGFTING

,^npn*,n, I-AIL qE___
Lli{L--.----

NEYNALDO IV

RISX CONTROL PTIN

EXISTINGRISK
@I{SEQ[,Bl{CEI'{TERESTED

rssuE(s)

3NS16Delr/.d submrsion ol lh.

(RO, AaO,)

&tu$n-{6n+t d(A.r*t btr].!irr'..n!rs :3ind.Er.i

r hp.cl x LI.}]..d x od..iL.

I)repared b Revicwed bl ,roved bt,ReconnrendinI A

2 L
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DXPAITMENIOITHG TI{TERIONAID LOCAIGOVENN EMT

f,EClOl{ Xll
Hm. n doBl cowrnE.rt c Lt, c.rp. .r Hlll xorcMd.l cltv es06

!r, r, r.< . rs3l22s. 660 . lm3!22& ra 2l . E.dt dlll.re l2ov.too oF w.b.t. E!ro! lz.dlk d ph

ioiirv toir: zis- Teoo ' rrn,uraE (oa3) 22&Tcte. LcxED lB3)377'2c6'' I GcDL (G3)s77 2e7r

(B)
f,ISK R[GISTRY

PtocDss Rrsx AssEssMmT

DIVISION: OFFICE OF THE RFGIONA! DIRf,CTOR. I'L/\{TII{G T'I{IT

PROCEDURE: oPEiATIoNAI PLA{NING ANn BUDGE'TING

Pmcrss srE (3-.d on !r.
pt...dE r l.? DloG' n.!l)

coxs3auEif,E(hr,.rE a.

PREPARATION OF REG IONAL OFFICE OPB
Oelay in lhe preParation of
administratve reourr€men ts

consultatlon orphnni.t
workshop (DEEPER)

(A.nuaL/Realranment)

.ttendmt rntra ofiics

a.rviti6 conducted bv

rhe r€Aion or Records

2.Prepaies t chnical arld
OffEer/?lenni.slink ls

conducting/attendinS
diflerent adNltr€s or E

O€lay rn theconduct ofthe
Plannrntwork5hoPor
consultation forOPa

8AC Resolution on the
submisson ol.ctiviW

6nd uct enY actNitY.

provded advane @py

Su,delnes for su,dance

21 2

3. FaciltatB theconductol

confere.ce Worksh oD

P.rtioP.nts i5 on leave No consensus o.Overor
onder taGets in theAOPE.
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