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PROCEDURE

TITLE PREPARATION OF ANNUAL REGIONAL BUDGET PROPOSAL
The process commences from the receipt of guidelines/guidance from Central Office
SCOPE for Budget Preparation up to submission of approved Budget Proposal to Central
Office and to the Regional Development Council.
PURPOSE To standardize the procedure on preparation and submission of Regional Budget
Proposal as prescribed under National Budget Memorandum issued by DBM.

PROCESS DESCRIPTION

INPUT PROCESS ouTPUT
2 PREPARATION OF ANNUAL Budget Proposal 5
i‘; get & Guidelines REGIONAL BUDGET (BP) Forms
anning = PROPOSAL
Officer —
DESCRIPTIVE STATEMENT:

The Preparation of Annual Regional Budget Proposal starts after the conduct of Budget Forum and RDC
Meeting. Then the identification of P/P/As and infrastructure with proposed funds follows. After the
approval of the Budget Proposal by the Regional Director in a prescribed RDC and BP forms, the Process

Owners transmit the Approved Budget Proposals to Central Office and to the RDC.

Step Responsible
No. Personnel

PROCESS/ACTIVITY

Details

References

1 | PLANNING
OFFICER
/BUDGET
OFFICER

Identification of PPAs

Review of
guidelines/memorandu
m/advisory from CO

e Upon receipt of
guidelines from the CO,
the Planning Officer shall
review the issuance for
budget proposal
preparation

e The Planning Officer
shall then confer with
Division Chiefs and Unit
Heads of the proposed
PPAs budget

e Prepare, sign and submit
to RD the proposed RDC
Form 2 containing the
PPAs to be implemented

e National Budget
Memorandum
(Budget Call)

e Draft Form 2

2 ARD

Review of the draft RDC
Form 2

e Review the proposed
PPAs included in the
draft Form 2 vis a vis
the guideline

e If found poper, forward
to the RD with initial
affixed on the form,
otherwise, return the
same to the Planning
Officer for revisions

e In case of the absence of

e Draft RDC XII
Form 2

the ARD, designated
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Responsible
Personnel

PROCESS/ACTIVITY

Details

References

Chief-of Staff shall
perform the review of
the draft form

RD

Approval of RDC Form 2

Final review RDC Form
2

If found poper, shall
affix signature thereon
along with the
transmittal letter for
submission to RDC XII
Secretariat, else, the
Form is referred back to
the Planning Officer
Forward to the Budget
Officer

e Accomplished
RDC Form 2 and
Transmittal
Letter

BUDGET
OFFICER

Preparation (BP) Forms
with transmittal

Upon receipt of
approved Form 2, shall
identify PPAs under
Tier 1 and Tier 2
Consolidate new and
current programs

e Accomplish form BP201

Accomplish form
BP201A
Accomplish form
BP201B
Accomplish form
BP201D

e Accomplish form BP200

Prepare Transmittal
letter

Forward Accomplished
forms to Planning
Officer and Accountant
for signature

BP Forms

Planning
Officer and
Accountant

Review of the Budget
Proposal Forms

Upon checking details
of the PPAs included in
the Budget Proposal,
the Planning Officer
and Accountant shall
affix their signatures
on the forms

If deficient, Planning
Officer and/or
Accountant shall
return the forms to the

BP Forms
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Step Responsible
No. Personnel

PROCESS/ACTIVITY Details References

Budget officer for
revision/s

e Once signed, forward
Forms to the ARD

6 | ARD Review of Accomplished e Check items included BP Forms

Forms in the forms

e Iffound in order, shall
affix initials thereon
and forward to RD,
otherwise, shall return
to the Planning
Officer/ Accountant or
Budget Officer for
revision/s

e In case of the absence
of the ARD, designated
Chief-of-Staff shall
review the draft form

7 RD Approval of Budget Forms e Review the BP Forms
accomplished forms

o If deficient, return to
the budget
officer/Planning
Officer/Accountant, to
whomever concerned
for revision/s

e [fin order, shall affix
thereon signature and
cause for the
submission to RDC XII
Secretariat and CO

8 | REGIONAL Records and releases e Scan and send RDC e Accomplished

RECORDS RDC Form 2 with Form 2 with transmittal RDC XII Form 2

OFFICER Transmittal letter letter through email and Transmittal

and courrier Letter

9 BUDGET Retain records e Retain records in Process Summary

OFFICER/PLAN accordance with the Log Sheet

NING OFFICER Control of Retained

Documented

Information Procedure

and the Masterlist of

Records

Control of
Documented
Information
Procedure

Masterlist of
Records
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Definition of Terms:

Tier1 - Present /Current Programs, Projects and Activities

Tier2 - Proposed Programs, Projects and Activities

BP 201 - Summary of obligations and Proposed Activities and Projects
BP201A- Obligations by Object of Expenditure Personal Services (Tier 1 & 2)
BP201B- Obligations by Object of expenditure - MOOE (Tier 1 & 2)

BP201D- Obligations by Object of expenditure - CO (Tier 1 & 2)

BP200 - Comparison of Appropriations and Obligations

co - Central Office

RDC . Regional Development Council

Prepared by | Reviewed by Approved By
4
Ay
IAN JOI@ENTE RESA BAUTIST LAILYN A. %tTIZ, CESE | REYNALDO W BUNGUBUNG, CESO IV
Process Owner Chief of Staff QMR Top Management
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OFFICE OFFICE OF THE REGIONAL DIRECTOR
QUALITY
PROCEDURE TITLE PREPARATION OF ANNUAL REGIONAL BUDGET PROPOSAL
Key Performance Indicators (KPI) .
: Applicable Documents (e.g.
Frequency of Responsible Track L
Function Indicator /Formula Monitoring for ;ac AL Mt:-mtc;rling Lo: Sheet,
ey 2 u t, t,
Objective Target (if applicable) Results Monitoring mmar:ne‘::o eii ) =por
¢ Preparation Timely 100% Timeliness: Annual Planning e QME
of Annual Submission Budget proposal submitted to the Officer e Budget Proposal Forms
Regional of budget RDC XII Secretariat and CO on the
Budget proposal to set deadline
Proposal the RDC XII
Secretariat
and CO on
the set
deadline
Prepared By ! Checked By
Process Owner Chief of Staff
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OBJECTIVE (QO)
Prepared by Reviewed by Noted by Approved y

]@ENTE p HERESA D. BAUTISTA LAILYN A7ORTIZ, CESE | REYNALDOQ M. BUNGUBYNG, CESO IV
Process Owner Chief of Staff Quality Management %ement

Representative
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PROCESS QUALITY MONITORING AND QME-QP-R12-ORD-25
EVALUATION (QME)

10.01.17

OFFICE OFFICE OF THE REGIONAL DIRECTOR
PROCEDURE TITLE PREPARATION OF THE ANNUAL REGIONAL BUDGET PROPOSAL
OBJECTIVE o7 s o . .
STATEMENT e 100% Timely submission of budget proposal to the RDC XII Secretariat and CO on the set deadline
CURRENT PERIOD
INDICATORS DATE OF SUBMISSION TOTAL
2017 2018 2019
Objective 1: 100% Timely submission of budget proposal to the RDC XII Secretariat and CO on the set deadline
A | Budget Proposal timely submitted 100%
B | Gap Analysis: (In case the objective is not
met, put your analysis why it is not met)

Note: For unmet targets, concerned SecretariatDeputy QMR initiate correction and corrective action using the Corrective Action Report (CAR} and attach it to this form.

| Prepared By | Reviewed by:

Process Owner Chief of Staff
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PROCESS QUALITY MONITORING AND QME-QP-R12-ORD-25

B = ]

EVALUATION (QME)
Prepared by Reviewed by Noted by Approved by
s (7
/ Y éxw? 2
IAN] EMENTE MARJA-THERESA D. BAUTISTA LAILYN A. ORTIZ, CESE REYNALDO MBUNGUBUNG, CESO IV
Process Owner Chief of Staff Quality Management LTopM/anagement
Representative
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REGION XII FM-SP-R12-03A-01
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506
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ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969  LGCDD (083)877 2971

Division/Unit: OFFICE OF THE REGIONAL DIRECTOR- PLANNING UNIT

MASTER LIST OF INTERNAL DOCUMENTS

DOCUMENT CODE DOCUMENT TITLE |

REVISION
01 02 03 04 | 05

00

PREPARATION OF ANNUAL REGIONAL BUDGET PROPOSAL
QP-R12-ORD-25

Quality Procedure: Preparation of Annual Regional Budget Proposal 10.01.17

QO-QP-RIZCR0-E5 Quality Objective: Preparation of Annual Regional Budget Proposal 10.01.17

Quality Monitoring and Evaluation (QME): Preparation of Annual

ME-QP-RIZ-URD-25 Regional Budget Proposal 100117
FM-SP-R12-03A-01 Masterlist of Internal Documents 10.01.17
FM-SP-R12-03B-01 Masterlist of External Documents 10.01.17
FM-SP-R12-03C-01 Masterlist of Retained Documented Information 10.01.17
FM-SP-R12-02-01A Risk Registry - Objective Risk Assessment 10.01.17
FM-SP-R12-02-01B Risk Registry - Process Risk Assessment 10.01.17

UM
CATHERINE MACION

Regia‘fla] Document Controller Deputy Quality Management Representative
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MASTER LIST OF EXTERNAL DOCUMENTS

| Document Code

FM-SP-R12-03B-01

wéfﬁo 2

10.01.17

REVISION

DO ITLE
DOCUMENT CODE CUMENT TIT o0 [ o1 [

02

[ 03 [

04 |

05

PREPARATION OF ANNUAL REGIONAL BUDGET PROPOSAL

RDC FORM 2

BP 201

BP 201A

BP 201B

BP 201D
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REGION XII
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 100,17
Tel/Fax Nos.: (083)228-6660 « (083)228-1421  Email: dilg_ro12@yahoo.com  Website: region12.dilg.gov.ph
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Division/Unit: OFFICE OF THE REGIONAL DIRECTOR- PLANNING UNIT

MASTERLIST OF RETAINED DOCUMENTED INFORMATION

FILING SYSTEM RETENTION PERIOD
CUSTODIAN | LOCATION ‘ DISPOSAL
Pt s DOTHNMENTCODE FOLDER SCHEME ACTIVE | STORAGE | TOTAL
PREPARATION OF ANNUAL REGIONAL BUDGET PROPOSAL
Quality Monitoring and
Evaluation (QME): Plannin 2 years
QME-QP-R12-ORD-25 Preparation of Annual Officer & Filing Cab | QMS Folder Sequential 2 after 4 PERMANENT
Regional Budget audit
Proposal
; 2 years
Budget Proposal Form glfz}\“nnmg Filing Cab QMS Felger Sequential 2 gfter 4 PERMANENT
icer Planning :
audit
Budget s : o iy
BP201 Form Officer Filing Cab | QMS Folder Sequential 2 after 4 PERMANENT
audit
Budget . : & yeary
BP201A Form Officer Filing Cab | QMS Folder Sequential 2 after 4 PERMANENT
audit
Budget - ' 2 years
BP201B Form Officer Filing Cab | QMS Folder Sequential 2 after 4 PERMANENT
audit
Budget = . 2 years
BP201D Form Officer Filing Cab | QMS Folder Sequential 2 aft(;er 4 PERMANENT
audit
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII B
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 L
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

Budset 2 years
BP200 Form & Filing Cab | QMS Folder Sequential 2 after 4 PERMANENT
Officer ;
audit
Bidtuat 2 years
BP200 Form '8 Filing Cab | QMS Folder Sequential 2 after 4 PERMANENT
Officer .
audit
Prepared by: Noted by:

AY

lANﬁNTE MARIA THER D. BAUTISTA

Regional Document Controller ©Chief of Staff
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RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION: EGIONAL DIRECTOR
PROCEDURE: ~ PREPARATION OF ANNULA REGIONAL BUDGET PROPOSAL
RELEVANT EXISTING RISK ASSESSMENT RISK CONTROL PLAN
INTERESTED
RELEVANT 5 CONSEQUENCE RISK ) RISk ) ACTION
OUIEGEIVE ISSUE(S) HARTIES (re/ @ ROTEND IALRISK RISKERICCER (Positive or Negative) | CONTROL | iMPACT | LIKELIHOOD | DETECTION| RATING RISKLEVEL| ¢ s | contror | RPNk [PLANGIHSK| prspongmie | TiMELINE | RESOURCE
to [P Mati (L M, H) Priority No.) | ratingis
0 IP Matrix for MEASURE = AGSION | sapinzeey
Reaulrements) ginticnt)
100% Timely
suhigissfon of Delayed Non-compliance to Erevious
budget proposal Guidelines/Mem| DILG Central Delayed submxsslon of | No g-uldel.mes e Sy, NG year s.O .B
to RDC XII . the Annual Regional received from as basis for 5! 5} 5 H S b Alert NA
X orandum/Adviso| Office, RDC XII approved budget for
Secretariatand from CO Budget Proposal RDC/CO therecadina\iear Budget
CO on set 4 L EY Proposal
deadline
RISK

RISK ASSESSMENT: RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN

IMPACT: 1-Insignificant; 2-Minor; 3-Mod 4-Major; 5-Extreme 1-25 [ Not Significant No further action required (Retain risk by il 3

LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate: 4-Likely; S-Almost Certain 26-40 MODERATE Not Significant Alert Jevel but no further action required for ni 2

DETECTION 1 - Very likely, 2 - Likely; 3- Low, >40 Significant Control {e.g.. Treat/Mitigate Transfer, Termin: o1

Risk Rating = Impact X Likelihood X Detection

Prepared by: | Reviewed by: Recommending Approval: Approved by:
A}
< A Y
Af L —
[
IAN JONSTCLEMENTE j MARIA !%SA BAUTISTA | [ﬁMENTE LAILYN A%ESE REYNALDQM. BUNGUBUNG) CESO IV
Process Owner Division Chief/Next Higher Supervisor | Risk Review Committee Head Regional YMR /Regional Director /
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RISK REGISTRY
(B) PROCESS RISK ASSESSMENT

DIVISION: OFFICE OF THE REGIONAL DIRECTOR- NNING UN
PROCEDURE: R T R BUD ROPOS
PROCESS STEP RISK ASSESSMENT RISK CONTROL PLAN
(Based on the CONSEQUENCE (Positive or |  EXISTING RISK CONTROL
7 iS GGE : . ¥ ACTION PLAN
procedure’s key BOLENTIALRISK RESKIRIUGER, Negatve) MEASURE IMPACT | LIKELIHOOD | DETEGTION | RATING R‘(SL" ;;RX;:L S.NS Pii:fg?;:} RISKCONTROU firriskcrating | RESPONSIBLE | TIMELINE | RESOURCE
nrocess stens) it 2 is significant)
. . Delayed Division Chiefs/Unit . Early Planning
layed t
e identification of Heads is on travel or is Delayed preparation oIt assux:nes 5 3 2 45 H S il Control | Planning of | Officers/DC| Nov-18 P30,000
PPAs " of PPAs preparation
PPAs on sickleave PPAs s
Approval ofthe  [Delayed approval of | Authorized Official on | Delayed preparation . ?
: ic 1 3 3 2 8 3
RDC Forms RDC forms travel or on sick leave of BP Forms QICTassEmesiapproval : by NS gl bk NG
Approval of Delayed approval of | Authorized Official on | Delayed Approval of
0IC
Budget Forms Budget Forms travel or on sick leave Budget Forms EESIEE TERE E e E et 1 e E YvA
RISK ASSESSMENT: RISK RATING RISKLEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-insignificant; 2-Minor; 1-25 P o LI Not Significant No further action required (Retain risk by informed decision) 3
UKELHOOD: 1-Rare; 2-Unlikely; 3- 26-40 MODERATE Not Significant Alert level but no further action required for now 2
DETECTION ©1-Very likely, 2- Likely; >40 NS HIG BTl Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1
Risk Rating = Impact X Likelihood X Detection

Reviewed by: | Recommending Approval: Approved by:

REYNALPO M. BUNGUBUNG, CESO IV

MA SA BAUTISTA IAN JONS:CLEMENTE LAILmIZ, CESE
/_Regional Directoy/

Dfvision Chief/Next Higher Supervisor Risk Review Committee Head Regional QMR

TIAN | EMENTE
Process Owner




