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Republic of the Philippines 
DILG - REGION 12 (SOCCSKSARGEN) 

QUALITY 

PROCEDURE (QP) 

PROCEDURE 
PROVISION OF CAPABILITY DEVELOPMENT THROUGH TRAINING 

TITLE 

This procedure covers the activities as per instruction/advise from the Department's 

SCOPE 
Line Bureaus and Services, request from Local Government Units (LGUs) and/or as 
initiated by the Division/Units/Field Office up to conduct of training and submission of 
Post - Activity Report. 

PURPOSE 
To define the standard procedure for developing and conducting training for internal 
and external clients. 

PROCESS DESCRIPTION 

INPUT PROCESS OUTPUT 

Operational Training Plans 
Planning and Instruction/ Provision of Capacity 

Training Design LGUs AND 
Budgeting 

Request/ 1rut:tatea � Development through CONCERNED 

Training Training Materials OFFICE 

LGUs/Bureaus Post Activity Report 

DESCRIPTIVE STATEMENT: 
Concerned Unit, Field Office prepare and develop its training plan, training design and materials necessary 
to conduct training as per approved Operation Plan and Budget (OPB). 

Step Responsible 
No. Personnel 

PROCESS/ ACTIVITY Details 

A. Preparation of Trainining Plan

1. 

2 

Concerned 
Divisions/Units/ 

Field Offices 
(Provincial and 
City) 

Regional/Provincial 

I 
City Directors 

Preparation 
Training Plan 

of Prepare the Training Plan •
with Budgetary 
Requirements and Schedule •

of planned trainings based on 
the approved OPB. • 

Note: 

In case of changes due to 

direct instruction from 

Management, revise 

accordingly and secure re­

approval. 

For the second semester 

Training Plan, ensure 

alignment with the 

revised/realigned OPB. 

• 

Approval of Training • 
Plan 

Approve the Training • 
Plan if found in order; 
else, return to Planning • 
Officer /Designated 
Personnel for 
appropriate action. 
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