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QUALITY Rev. No. Page
PROCEDURE (QP)

?:;‘.:‘%EDURE OPERATIONAL PLANNING AND BUDGETING
This process starts upon receipt of the Guidelines in the preparation and submission of
the Department’s Operations Plan and Budget (OPB), conduct of Planning
SCOPE Conferences/Consultations by the Regional and Sub-Regional Offices and ends with the
submission of the approved Operations Plan and Budget of the Regional Offices and Sub-
Regional Offices.

To define the standard procedures and processes in the Preparation and Submission of
the Operations, Plans and Budget (OPB) and required SPMS forms such as but not
PURPOSE limited to O/D/IPCRs of the 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
) ) Approved -
Slan:b:e':l‘:::i’: ;:u;lei;::;:' Annual Office of the Undersecretary
and submission of the OPB Regional gj:;‘ SAY hintey; Bacvicn
OPB JREGIONAL/PROVINCI
Central . % AL OFFICE (RO/PO)-
Office Process in the Operational Regional/Provincial/City
e T e—)  Dircctor (RD/PD/CD),
S Planning and Budgeting Pinance aad Admin,
ervices Signed Memorandum re: Approved Division & Planning Officer-
Guidelines in the submission of the Realigned Designate/Planning Link,
realigned OPB OPB Program Manager (PM})
DESCRIPTIVE STATEMENT:

Upon receipt of the Guidelines in the preparation and submission of the annual/realigned OPB from the
Central Office (CO), the Regional Office (RO) prepares and submits -th_é 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 of the Province and Planning Link, in the case of HUC/ICC, the
copy of the approved OPB. The Provinces and Cities (HUC/ICC) shall prepare and submit their approved
OPB for reference and guidance of the RD in monitoring their performances in a calendar year.

Step | Responsible PROCESS/ACTIVITY Details
Personnel
1 Records Officer Receive and route ® Refer to the procedure QP-R12-FAD-
communication Handling of Incoming and 01
e Outgoing Communications

2 Regional Director Provide Instruction » Forward to the Planning ® Memorandum
(RD)/Assistant Officer re: OPB
Regional Director Guidelines
(ARD) (Annual/

Realignment)

3 Regional Planning Prepare technical and | e Take action per ¢ Routing Slip

Officer administrative instructions from the with
requirements RD/ARD instructions
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Document Code

QP-R12-ORD-23

of the Regional
Planning Conference
Workshop

Present targets by the CO
vis-a-vis proposed target
by the region on major
PPAs to the participants;

QUALITY Rev. No. Eff. Date Page
00 10.01.17 20f 5
PROCEDURE (QP)
T TemonsBle | pROGHS/ACTIVIRY Details References
o. Personnel
e Prepare and submit the e Logbook
Activity Design for the e OPB Guidelines
conduct of Regional (Annual/
Planning Conference Realignment)
Workshop/Consultation ¢ Routing Slip
with stakeholders for with
approval of the RD/ARD. instructions
e Logbook
Once activity design is e OPB Guidelines
approved, prepare and (Annual/
submit to the BAC Realignment)
Secretariat, the required ¢ OPB Templates
documents for the in excel and
procurement of goods powerpoint
and services for the form for
conduct of the activity Regional
(Refer to the procedure Offices
Procurement of Goods e Draft Activity
and Services) Design
e Prepare Memorandum
addressed to the
Provincial and City
Directors re: conduct of
the Planning Conference
for approval of the RD
4 Regional Director [ssuance of the Review and approve the e Approved
Memorandum Memorandum and Activity Design
endorse back to Planning | e OPB Guidelines
Officer (Annual/Realig
nment
5 Regional Planning Cascade the Forward to Records for » Routing Slip
Officer Memorandum routing to the concerned with
units/offices instructions
(see Handling Incoming e Logbook
And Outgoing e OPB Guidelines
Communication/Document (Annual/
s Procedure) Realignment)
Coordinate with the e Approved
provinces and divisions Activity Design
on the dates and venue of | e Signed
the activity Memorandum
Facilitate the conduct

DILG XII QmMs
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QUALITY e
PROCEDURE (QP)

Step Responsible

PROCESS/ACTIVITY Details References
No. Personnel

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

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

6 Regional Budget Review of the financial | e Review the draft AOPB if e GAA

Officer requirements in the financial requirements are
OPB/Statement of in accordance with the
Commitment budget set under the GAA

and other related laws
and issuances.

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

7 Regional Planning Submit the e Draft OPB with signature
Officer draft/revised OPB of the Budget Officer and
with attachments to its attachments:
the RD/ARD o Draft Memorandum for
USLG thru the Planning
Service
Draft Memorandum to
addressed to PDs/CDs

8 ARD Review and e Check Statement of e OPB Guidelines
Recommend Approval Commitment and its (Annual/Realig
of the OPB attachments nment

e If found in accordance ¢ Routing Slip
with the set targets, affix with
initial in the OPB and instructions
Memorandum for the e Logbook
USLG thru the Planning
Service(PS) and
Memorandum addressed
to the PDs/CDs

DILG X!l QmMs
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Document Code

QP-R12-ORD-23

Rev. No.

Eff. Date Page
10.01.17

Step EN RS PROCESS/ACTIVITY Details References
No. Personnel
2 Regional Director Review and Approval * Review and/or sign the e Signed OPB
of the OPB Regional OPB if found with
complete and in attachments
accordance with set e Signed
guidelines and forwards Statement of
to the Regional Planning Commitment
Officer
o If there are corrections,
returns the draft OPB to
the Planning Officer
10 Regional Planning Transmit the e Forward to Records for e Signed
Officer Approved OPB to the release of the OPB AOPB/Stateme
Central Office nt of
Commitment;
* Signed
Memorandum
for USLG thru
PS
* Routing Slip
¢ Loghook
5 | Records Officer Receive and release ® Refer to the procedure QP-R12-FAD-

communication Handling of Incoming and 01
- Outgoing Communications
12 Process owner Retain all records e Retain all records Control or
generated in accordance Retained
with Control or Retained | Documented
Documented Information | Information
Procedure and Masterlist | Procedure
of Retained Documented | Masterlist of
Information Retained
Documented
Information
PREPARATION OF THE PROVINCIAL/CITY OFFICE-OPB
1 Records Officer Receive and route ® Refer to the procedure QP-R12-FAD-
communication Handling of Incoming and 01
Outgoing Communications
2 Provincial Provides instruction/s e Routing Slip
Director(PD)/City to the Program e Approved
Director (CD) Manager ROPB
(PM)/Planning Link
3 PM/ Prepare the ¢ Review and evaluate the e Approved
Planning Link Provincial/ City OPB documents; ROPB
¢ Prepare administrative * Routing slip
and technical with

requirements based on instructions

['DlLG Xl Qms
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QUALITY
PROCEDURE (QP)

Docum

QP-R12-ORD-23

| Rev. No.

00

ent Code

Eff. Date
[ 10.01.17

Page

Step | Responsible | pp,cpos/acTIVITY Details References
No. Personnel
the instructions of the
PD/CD
¢ Provide copies to the
Sections Chiefs and
C/MLGOOs (if necessary)
for their reference and
guidance
! PD/ CD Approve the e Review the submitted e Final draft P/C
City/Provincial OPB OPB. OPB
e 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
e If found incomplete and
inconsistent with the set
targets, gives instruction
to the PM/Planning Link
for the revision and
o finalization of the OPB
> Records Officer Receive and release e Refer to the procedure QP-R12-FAD-
communication Handling of Incoming and 01
Outgoing Communications
6 Process owner Retain all records Retain all records Control or
generated in accordance Retained
with Control or Retained | Documented
Documented Information | Information
Procedure and Masterlist | Procedure
of Retained Documented | Masterlist of
Information Retained
Documented
Information
Definition of Terms:

¢ The Annual Operations Plan and Budget (AOPB) 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 performgfice.

|
|

-

L
-~
IAN JON SéMENTE AUTISTA | LAILYN AC , CESE
Process Owner eputy QMR Regional QMR

REYNALDO M. BUNGU CESO 1V
giofal Director

=
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Document Code

Q0-QP-R12-ORD-23

QUALITY Rev. No, Eff. Date Page
10.01.17
OBJECTIVE (QO)
OFFICE ORD - PLANNING UNIT
. o OPERATIONAL PLANNING AND BUDGETING
Key Performance Indicators (KPIs) Frequency of Responsible for | Applicable Documents (e.g.
Function : 4 Monitoring Results Monitoring Tracker, Monitoring Log
Objecuvg Target [ndlcator[Formula_ : Sheet, Report, Memo, etc.)
(if applicable)
Facilitate the Timely submission OPB Date/s submitted to the Central Office Annual Planning Summary Log Sheet
preparation and of the OPB to the submitted thru the Planning Service. Officer Memorandum of
submission of the | Central Office on or before In the case of Transmittal of the OPB
OPB the deadline X100 realignment, of the RD/ARD
by the semestral (if Monitoring Log Sheet;
Pla_nning No. of OPB/realignment applicable)
Service (PS) submitted to the Central Office
90%
Faciltate the Planning Conducted | Ny of Planning Workshops/Consultations Annual Planning Officer Summary Log Sheet;
conduct of Workshops/ Planning conducted prior to submission of Quality Montioring and
Planning Consultations Workshop OPB/Realignment Evaluation
Workshop priorto | conducted prior to Prior to
submission of the | submission of submission
OPB OPB/Realignment of
OPB/Realign
ment

rD!LG Xl QmMs
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QUALITY
OBJECTIVE (QO)

\

é( s
IAN JONS_ELEMENTE Nt (o a STA

Reviewed by:

~

L
LAILYN A. OETIZ, CESE

Document Code

Q0-QP-R12-ORD-23

| Rev.No. | Eff.Date Page
10.01.17

Approved by:

REYNALDO M. BUNGUBUNGMESO IV

Process Owner

Deputy QMR

Regional QMR

To1 ynagemy
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PROCESS QUALITY MONITORING AND
EVALUATION (QME)

Document Code

QME-QP-R12-ORD-23

Rev.No, | Eff. Date Page
10.01.17

OFFICE ORD - PLANNING UNIT
PROCEDURE TITLE OPERATIONAL PLANNING AND BUDGETING
OBJECTIVE STATEMENT 1. Timely submission of the Annual and/or Realigned OPB to the Central Office (and/or Realigned OPB)

2. Planning Workshops/Consultations conducted prior to submission of the OPB/Realignment

CURRENT PERIOD

INDICATORS Date of Submission

Objective 1: Timely preparation and submission of the Annual and/or Realigned OPB by the Regional Office and Provincial/City Offices

A | OPB/Realignment submitted to the Central Office on or before
the set deadline

B | No. of OPBs/Realignment submitted
C | Formula: A x 100
B

Target Result : 90%

D | Gap Analysis: (In case the objective is not met, put your analysis why it is not met)

Objective 2: Planning Workshops/Consultations conducted prior to submission of the OPB/ReaHg;{;ﬁéitJ d

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

B | Gap Analysis: (In case the objective is not met, put your analysis why it is not met)

Note: For unmet targets of two (2) consecutive periods, concerned Deputy QMR initiate correction and corrective action using the Corrective Action Report (CAR) and attach it to this form.

DILG Xl QMs
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PROCESS QUALITY MONITORING AND T
EVALUATION (QME) [ or2

| Noted by:

_ - .
(Hidd
IAN JON MENTE MAR RESA BAUTISTA

I Process Owner " ; Division Chief / Deputy QMR |

Approved by:

Reviewed by:

Prepared by:

L)

L g
IAN JON éEMENTE )

Process Owner Deputy QMR

-

LAILYN A: Z, CESE REYNALDO|M. BUNGUBUN G, CESO IV

Regional QMR - Tl)/anagemeD

DILG XIl oms
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Republic of the Philippines
DILG - REGION 12 (SOCCSKSARGEN)

OPERATIONAL PLANNING AND BUDGETING
Process Summary Logsheet (PSL)

QUALITY OBJECTIVE: 1. Timely submission of the OPB to the Central Office

2. Planning Workshop Conducted prior to submission of OPB/Realignment

FREQUENCY OF MONITORING: Annually

Document Code

FM-QP-R12-ORD-23-01

Rev. No.

Eff, Date

Page | |

10.01.17

COVERED PERIOD:
Due Date of Submission:
OBJECTIVENO. 1: OBJECTIVENO. 2
Control
No. Particulars Date Date Met (Planning |Unmet (Planning Rl e
No. Received submitted to | Deadline | Met |Unmet I;?um::;st, WI;:IZZ:::) Workshop Workshop not -~ duc,te d
(Guidelines) | Central Office P Conducted) Conducted)
|
2
3
4
5
TOTAL

I DILG X1l QMS

."Qy
]
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®
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DILG - REGION 12 (SOCCSKSARGEN) FM Qp R12 ORD 23 01

OPERATIONAL PLANNING AND BUDGETING
Process Summary Logsheet (PSL)

10 01 1?

Prepared by: 5 | Noted by:

Process Owner Deputy QMR

Prepared by: Reviewed by: Approved by:

<
IAN JON EMENTE : LAILYN A&% CESE REYNALDO M. BUNGUB CESO IV
Process Owner Djvision Chief / Next Higher Regional QMR Reglhnal Director
Supervisor

=
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REGION XII FM-SP-R12-03A-01

Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506
Tel/Fax Nos.: (083)228-6660 » (083)228-1421 » Email: dilg_rol12@yahoo.com » Website: region12.dilg.gov.ph
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971

Rev, No. Eff. Date Page

Division: O R- N UN
MASTER LIST OF INTERNAL DOCUMENTS

REVISION
DOCUMENT CODE DOCUMENT TITLE 00 ] 01 [ 02 I 03 [ 04 | 05

OPERATIONAL PLANNING AND BUDGETING

QP-R12-ORD-23 Quality Procedure: OPERATIONAL PLANNING AND BUDGETING 10.01.17
QO0-QP-R12-0RD-23 Quality Objective: OPERATIONAL PLANNING AND BUDGETING 10.01.17
QME-QP-R12-ORD-23 Quality Monitoring and Evaluation (QME): OPERATIONAL PLANNING ANP 10.01.17

BUDGETING ;

FM-SP-R12-03A-01 Master List of Internal Documents 10.01.17
FM-SP-R12-03B-01 Master List of External Documents 10.01.17
FM-SP-R12-03C-01 Master List of Retained Documented Information 10.01.17
FM-SP-R12-02-01A Risk Register - Objective 10.01.17
FM-SP-R12-02-01B Risk Register - Process/Steps 10.01.17

Prepared by: | Noted by:
# 4
awwc/ ‘/z
CATHERINE A. MACION MARIA THERESA BAUTISTA
Reg(onal Document Controller Divisidn Chief/Next Higher Supervisor

FD!LG Xl Qms
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REGION XII

Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506
Tel/Fax Nos.: (083)228-6660 « (083)228-1421 » Email: dilg_ro12@yahoo.com » Website: region12.dilg.gov.ph
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971

Document Code

FM-SP-R12-03B-01

Rev. No. Eff. Date Page
10.01.17

Division: OFFICE OF THE REGIONAL DIRECTOR - PLANNING UNIT
MASTER LIST OF EXTERNAL DOCUMENTS
REVISION
DOCUMENT CODE DOCUMENT TITLE 00 01 02 03 04 05

OPERATIONAL PLANNING AND BUDGETING

Local Government Code of 1991

Republic Act 6975 as amended by RA 8551

Prepared by: | Noted by:

FRRU
CA’}"MZRINE A. MACION ;
Regi(fnal Document Controller Division Chief/Next Higher Supervisor

[-D!LG X1l QMS
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT SR

Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 FM-SP-R12-03C-01

Tel/Fax Nos.: (083)228-6660 « (083)228-1421 » Email: dilg_ro12@yahoo.com » Website: region12.dilggov.ph S, " faes
ADMIN (083) 228-7960 » FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971 L

Division: OFFICE THE REGIONAL DIRECTOR - PLANNING UNIT
MASTERLIST OF RETAINED DOCUMENTED INFORMATION
FILING SYSTEM RETENTION PERIOD
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN | LOCATION DISPOSAL

FOLDER SCHEME | ACTIVE [STORAGE| TOTAL

OPERATIONAL PLANNING AND BUDGETING
Quality Monitoring and Evaluation

QMS QMS folder by

QME-QP-R12-ORD-23 (QME): OPERATIONAL PLANNING |Planning Unit s Sequential 2 yrs 2 Shredding
AND BUDGETING Cabmet ‘ -procedure
OPERATIONAL PLANNING AND
FM-QP-R12-ORD-23-01 BUDGETING(PSL) Process Summary |Planning Unit | 2005 L4 |QMp folderby | o ntial | 2yrs 2 Shredding
Cabinet procedure
Logsheet
. ) Filing Palnning ., |PERMAN
OPB Planning Unit dubinet Folder Sequential ENT

Prepared by: | Noted by:

r
IAN ]O@MENTE

Process Owner

ri)!LG Xil QMS
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

Document Code

. ‘ REGION XII ‘ . FM-SP-R12-03C-01
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 bcar i m— =
Tel/Fax Nos.: (083)228-6660 » (083)228-1421 « Email: dilg_ro12@yahoo.com « Website: region12.dilg.gov.ph e : . 001 ’
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971 —— AN
DIRECTOR - PLANNING UNIT
MASTERLIST OF RETAINED DOCUMENTED INFORMATION
FILING SYSTEM RETENTION PERIOD
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN | LOCATION DISPOSAL
FOLDER SCHEME ACTIVE |STORAGE| TOTAL
OPERATIONAL PLANNING AND BUDGETING
Quality Monitoring and Evaluation . :
QME-QP-R12-ORD-23 (QME): OPERATIONAL PLANNING | Planning Unit Cgﬁet QMiof?;girr:y Sequential | 2yrs 2 Shredding
AND BUDGETING P
OPERATIONAL PLANNING AND
b
FM-QP-R12-ORD-23-01 BUDGETING(PSL) Process Summary |Planning Unit QN.[S (i uidar oy Sequential 2yrs 2 Shredding
Cabinet procedure
Logsheet
. , Filing Palnning . PERMAN
OPB Planning Unit Cabinet Folder Sequential ENT

Prepared by: | Noted by:

IAN JON'S.CLEMENTE
Process Owner
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGIONXII
Prime Reglonal Government Center, Carpenter Hill, Koronadal City, 9506

Tel/Fax Nos.: (083)228- 6660 + (083)228-1421 + Email: dilg_ro12@yahoo.com » Website: region12.dilg.gov.ph
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971

FM

-SP-R12-02-01A
N ENf. Date
100117

RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION:  OFFICE OF THE REGIONAL DIRECTOR - PLANNING UNIT
PROCEDURE: OPERATIONAL PLANNING AND BUDGETING
RISK ASSESSMENT RISK CONTROL PLAN
RELEVANT ACTION
INTERESTED EXISTING RISK PLAN (if
RELEVANT CONSEQUENCE RISK RISK [RPN (Risk
OBJECTIVE ISSUE(S) PA’R;;I‘ES (refer to POTENTIAL RISK RISK TRIGGER (Positive or Negative) CONTROL IMPACT LIKELIHOO | DETECTI RATING|LEVEL(L.| s,NS |coNTROL| Priority risk RESPONSIBLE TIMELIN |RESOURC
atrix for MEASURE D ON M, H) ACTION Noj | Tatineie E E
Requirements) 4 : significan
t)
1. Timely 1. Overlapping of |1. DILG Central 1. Reglonal 4 4 2 32 M NS ALERT 2 NA NA NA NA
preparationand  |regional and Office Memorandum
submission of the |central activites |(OUSLG,Planning Issued prescribing
Annual and/or for the Service, FMS, LGA, the deadline of
Realigned OPB by |implementation |other Bureaus and submission at
the Regional Office|Department’s Services) least 3 days ahead
and Provincial/  |Program Planning of the Central
City Offices Officer/Planning |RO/Provincial Offices |Office deadline.
2, Numerous PPAs |2. Regional Delayed submission of  |Link i5 conducting |will not be able to 2. Continuous
belng Management (RD, |the AOPB of the Jattending submit the AOPB on a |reminder to the
implemented by a |ARD, Division Region/Provinces/Citles |different activities |prescribed operting
single employee |Chiefs, RFPs, Unti oris on official deadline/timeline units /regional
Heads) travel /business focal persons of
the deadline of
submission of the
program/project
targets during the
convocation
activities
2.90% of Planning|Delay in the 1. Regional Planning Workshop not  |Delay in the AOPB not submitted |Issuance of 4 3 3 36 M NS ALERT 2 NA NA NA NA
Workshops / compliance to BAC|Management (RD, |conducted on the issuance of on time or on the Regional
Consultations requirements /Proc| ARD, Division prescribed date guidelines and prescribed deadline  |Memorandum,
conducted based |urement Chiefs , RFPs, Unti system in the Regional Order
on theapproved |documents Heads)/ planning and and/or notice on
Activity Design programming not the particpation in
established or conduct of the
Planning
‘Waorkshop
2. Sub-Reglonal Planning Workshop not  |Appropriate AOPB not submitted  |Issuance of
Offices (PDs, conducted on the signatories inon  |on time or on the Regional
OMs /PMs, prescribed date official prescribed deadline  |Memorandum,
planning links, business/BAC Regional Order
CDs, C/MLGOOs) |meetings not and/or notice on
conducted due to the particpation in
absence of or conduct of the
quorum/BAC Planning
Chairperson on ‘Workshop
leave or in official
|business

DILG Xl QmMs
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

REGION XII

Tel/Fax Nos.: (083)228- 6660 » (083)228-1421 + Email: dilg ro12@yahoo.com + Website: reglon12.dilg.gov.ph
ADMIN (083) 228-7960 » FINANCE (083) 2268-7959 « LGMED (083) 877-2969 » LGCDD (083)877 2971

| DocumentGode ]
FM-SP-R12-02-01A |

Rew, No. Eff. Dats Page
| 0037 | 2002 |

RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION:  OFFICE OF THE REGIONAL DIRECTOR - PLANNING UNIT
PROCEDURE: OPERATIONAL PLANNING AND BUDGETING
RELEVANT RISK ASSESSMENT RISK CONTROL PLAN
INTERESTED EXISTING RISK ACTION
OBJECTIVE R;;EU:::;T PARTIES (refer to POTENTIAL RISK RISK TRIGGER (Pnos?:zi?l;:f;::ve) CONTROL impact | uaetsoon |perecrion] mating RISKLEVEL| o\ w:::“. RPN (Risk rzmtﬂg auaroirmie | rabtice e
IP Matrix for MEASURE (LM, H) - o |Priority Na.) = RESOURCE
Requirements) 1
3.90 % of Post  |1. Overlapping of 1. Regional  |Delayed submission of the Planning Management not  |Assign additional 2 2 16 NS NA 3 NA NA NA NA
Activity Report  |regional and Management |Pest-Activity Report Officer/Planning informed of the perionie: 10
prepared and central activities (RD, ARD,) Link is agreememsrand targets |document the
set during the workshop and
submitted within |for the conducting workthop preparation of
15 days after the |implementation Jattending report
activity Department's different
Program activities or is on
2. Numerous official Request for z
PPAs being travel/business additional staff to
implermented by tazists the PO
a single
employee
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED, . . RPN
IMPACT: 14nsignificant; 2-Minor; 3-Moderate; No further action required (Retain fisk by
A-Wtijce; S-ut/arma 1-25 Not Significant informed decision) 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely; _
SMencat Cactaln 26-40 MODERATE Not Significant Alert level but no further action reguired for now 2
DETECTION 1 -Verylikely; 2 - Likely; 3 -Low; 4 - Remote;
5 -Very remots >40 significant Control (e.g.. Treat/MRigate Transter, Terminate ) 1
Risk Rating = Impact X Likelhood X Detection

Prepared by

N
CONTR

OLLED CcOPY

IAN JON

MENTE

Recommending Approval:

Approved

by
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Hill, K:

Center, C

dal City, 9506

Tel/Fax Nos.: (ma)zmwﬁ) * (083)228-1421 « Emaik: dll;_rolZGyahno.mm » Website: region12.dlig.gov.ph

ADMIN (083) 228-7960 » FINANCE (083) 228-7959 » LGMED (083) 877-2969 » LGCDD (083)877 2971

| Documentcode ]
' FM-SP-R12-02-01B

fev. No.

1, Date

RISK REGISTRY
(B) PROCESS RISK ASSESSMENT
DIVISION:  QFFICE OF THE REGIONAL DIRECTOR - PLANNING UNIT
PROCEDURE: OPERATIONAL PLANNING AND BUDGETING
'ROCESS STEP (Based on the CONSEQUENCE (Positi EXISTING RISK CONTRO ) il
P ontl S itive or L
procedure's key plroc!!l steps) ROFRMELE SrIR PR dev(-T MEASURE IMPACT | LIKELIHOOD | DETECTION | RATING l.:!::. S,NS P:’ N sk mml. mnr::: RESPONSIBLE| TIMELINE | RESOURCE
(LMH) omyNoJ | acrion | 1
PREPARATION OF REGIONAL OFFICE OPB
1. Receives the OPB Planning Officer not |Records officer Delay in the preparation of  |Designation of an 2 1 4 8 NS NA 3 NA NA NA NA
Guidelines provided with AOPB |attending intra offices |administrative requirements alternate records
(Annual/Realignment) guidelines on time. |meetings and other in the conduct of officer in case of
actvitiies conducted by [consultation or planning absence by the
the region or Records  |workshop (DEEPER) receiving clerk
officer is on
leave/absent.
2.Prepares technical and Delayed preparation |Planning Delay in the conduct of the  |BAC Resolution on the 3 3 3 27 M NS ALERT 2 NA NA NA NA
administrative of the Officer/Planning Link is |Planning workshop or submission of activity
requirements administrative conducting fattending |consultation for OPB design prior to the
requirements different activities or is |preparation conduct any activity. o
on official Planning Service 1%
travel/business provided advance copy
of the draft AOPB s+ <
guidelines for guidance
and reference i
&
3 Facilitates the conductof |Operating unitsin | Participants is on leave |No consensus or Overor Issuance of Regional 4 3 -3 36 ™M NS ALERT 2 NA NA NA NA
Regional Planning the orin official business  |under targets in the AOPB.  |Memorandum, -’
Conference Workshop region/provinces Regional Order and/or
not well informed of notice on the -
the targets particpation in or
conduct of the
Planning Workshop
4, Prepares and forwards the |Delayed preparation |Budget Officer is on Delayed endorsement of NONE 4 3 3 36 M NS ALERT 2 NA NA NA NA
draft OPB with attachments |of the leave or in official draft OPB to appropriate
to the Budget Officer for administrative business or performing |signatories (RD/ARD)
review as to financial requirements other tasks
requirements
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RISK REGISTRY
(B) PROCESS RISK ASSESSMENT
DIVISION:  OFFICE OF THE REGIONAL DIRECTOR - PLANNING UNIT
PROCEDURE: OPERATIONAL PLANNING AND BUDGETING
PROCESS STEP (Based on the CONSEQUENCE (Positi EXISTING RISK CONTROL e EsNcOTROL LN
ontl tive or
procedure’s ky process staps) g5 Ea SRR T Magative) b IMPACT | LIKELIHOOD | DETECTION | RATING :.m T ool mmn'r:m. ff"...?.':::." porulm.s] TIMELINE | RESOURCE
(LM, H) PrierityNoJ | acmion |
5. Submits the Delay in the review |RD/ARD isattending |Delayed endorsement of NONE 4 3 3 36 M NS ALERT 2 NA NA NA NA
draft/revised OPB with and finalization of |meetings (inter- draft OPB to appropriate
attachment to the RD/ARD [the OPB agency or CO signatories (RD/ARD)
directive) or on
official business ( field
visits, project
monitoring, etc)
6) Reviews and approves  |Delay in the RD/ARD isattending |Delayed endorsement of NONE 4 3 3 36 M NS ALERT 3 NA NA NA NA
the Regional OPB with endorsement of the |meetings (inter- OPB to Planning Service
attachment and Statement  (OPB agency or CO
of Commitment directive) or on
official business (field
visits, project
monitoring, etc)
7) Receives, logs and OPB not endorsed |Records officer Regional office unable to Designation of an 4 1 5 20 NS NA 3 NA NA NA NA
submits the signed on time attending intra offices |beat the deadline of alternate records
Memorandum and OPB to meetings and other  |submission officer in case
the Central Office actvitiies conducted
by the region or
Records officer is on
leave /absent.
PREPARATION OF PROVINCIAL OFFICE OPB
1. Receives approved OPB  |PD not provided  |Slow Internet Delay in the printing and NONE 2 1 4 8 NS NA 3 NA NA NA NA
along with Regional with Approved connection/Problems |dissemination of Approved
Memorandum OPB inServer OPB
maintenance,
2.Prepares the Delayed Program Delay in the conduct of NONE 2 3 3 18 NS NA 3 NA NA NA NA
Provincial /City OPB preparation of the Manager/Planning theworkshop or
administrative Link is conducting consultation for OPB
requirements and |/attending different  |preparation of the
consultation activities or is on Province/City
activity official
travel /business
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RISK REGISTRY
(B) PROCESS RISK ASSESSMENT

' FM-SP-R12-02-01B

DIVISION: =
PROCEDURE:
¥ e PRI RISK ASSESSMENT RISKCONTROL PLAN
PROCESS STEP (Based ont CONSEQU ositive or EXISTING RISKCO
Prooiduey’s Iy process stepd) s e Magae) IR IMPACT | LIKELIHOOD | DETECTION | RATING :::. s ] N mmu. A(:nr&"::: RESPONSIBLE| TIMELINE | RESOURCE
(LMD PriorityNo) | “prmon” | X
3. Approves and signs the  [Provincial /City PD/CD is onleave or |Delayed NONE 3 3 3 27 M NS ALERT 2 NA NA NA NA
provincial /city OPB OPB not signed on official business submission/endorsement of]
Provincial/City OPB
4) Recelves, logs and Provincial /City Records officer late submission of Designation of an 2 1 2 4 NA 3 NA NA NA NA
submits the signed OPB OPB not endorsed |attending intra offices |Provincial/City Office OPB |alternate records
with its transmittal and on time meetings and other officer in case
attachments to the Regional actvitiles conducted
Office by the region or
Records officer ison
leave/absent,

5) Retain all records Document not No system of records, | documents not retrievable NONE 4 3 <] 36 ALERT 2 NA NA NA NA

easily retrievable. lack of storage in case of disaster/no P g

No secured place facllities, storage maintained records Fy

for important facility not fire proof, __.-l'

documents in case no database of P 4

of disaster (fire, records -
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION _ ACTION REQUIRED RPN
IMPACT; 14nsignificant; 2-Minor, 3 1-25 Not Significant Mo further action required (Retain risk by informed decision) 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3- 26-40 [ MODERATE = ] Not Significant Alert level but no further action required for now 2
DETECTION 1-Verylikely, 2 - Likely; 3 >40 Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1
Risk Rating = Impact X Likelihood X Detection
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