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COMMITTEE ON OPTIMIZING THE EXECUTIVE BRANCH

RESOLUTION No. 2026-1

' “An Act Optimizing the National Government for Efficient Public Service Delivery,” dated 4 August 2025

Page 1 of 2

WHEREAS, Republic Act (RA) No. 1223P or the Government Optimization Act 
mandates the implementation of the Government Optimization Program (GOP), which 
aims to achieve simplicity, economy, and efficiency in the bureaucracy by enhancing 
the government's institutional capacity to perform its mandates and functions and 
deliver public goods and services more effectively and efficiently;

WHEREAS, as pre-requisites to optimization. Section 10 of RA No. 12231 directs the 
government agencies covered under the GOP to:

WHEREAS, the guidelines on the conduct of the organizational review and study, and 
the preparation and submission of the Optimization Plan by the agencies shall be 
prescribed and issued by the COEB within sixty (60) days from the effectivity of the 
Implementing Rules and Regulations (IRR) of RA No. 12231, i.e., on or before 1 May 
2026;

WHEREAS, Section 20, Rule VIII of the IRR of RA No. 12231 provides that the 
Optimization Plan, which shall consider the results of the ORS, shall be submitted by 
the Agency Head to the COEB within one hundred eighty (180) days from the 
effectivity of the said IRR, i.e., on or before 29 August 2026.

Adopting the Committee on Optimizing the Executive Branch (COEB) 
Memorandum Circular No. 2026-1 dated 30 April 2026, Entitled, 

"Guidelines on the Conduct of Organizational Review and Study, and the 
Preparation and Submission of Optimization Plan by Agencies Covered 
Under Republic Act No. 12231, Otherwise Known as the Government 

Optimization Act"

❖ Formulate an Optimization Plan consistent with the governing principles set 
forth under RA No. 12231, which shall indicate the agency's plan for 
optimization, including areas where improvements are necessary and where 
more resources need to be rechanneled as part of its institutional strengthening 
effort, among others.
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❖ Conduct an organizational review dnd study of the agency's mandates, 
missions, objectives, functions, systems, procedures, programs, activities, 
projects, organizational structure, staffing pattern, and manpower 
complement, including the evaluation of the qualifications and performance of 
all personnel; and
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ADOPTED, this 30^^ day of April 2026 in the City of Manila, Philippines.

Committee on Optimizing the Executive Branch:

Members:

. - i'V: <

NOW, THEREFORE, We, the members of the COEB, hereby approve COEB 
Memorandum Circular No. 2026-1 dated 30 April 2026 prescribing the guidelines 
on the conduct of ORS and the preparation and submission of Optimization Plan by 
agencies covered under RA No. 12231, which is attached to this Resolution.

ERNESTO V. PEREZ
Director-General, 

Anti-Red Tape Authority

—Chairperson:

RALPH Q; rJCTO
Acting Ex^utiveSecretary

ROLANDO U. TOLEDO
Acting Secretary, 

Department of Budget and
Management

Co-Chairperson:

MA^LYJ^ B^;^p—
Chairperson, 

Civil Service Commission

-hl
ARSENIOM. BALISACAN

Secretary,
Department of Economy, Planning, and 

Development
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COMMITTEE ON OPTIMIZING THE EXECUTIVE BRANCH

To

Subject

Background/Rationale1.0

“An Act Optimizing the National Government for Efficient Public Service Delivery, ’’ dated 4 August 2025
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This Memorandum Circular (MC) is being issued to establish the standardized 
framework and guidelines for conducting ORS in departments/agencies covered 
under the Government Optimization Program (GOP).

Pursuant to RA No. 1223P and its Implementing Rules and Regulations (IRR), the 
covered government agencies are directed to conduct an ORS of the agency's 
mandates, missions, objectives, functions, systems, procedures, programs, activities, 
projects, organizational structure, staffing pattern, and manpower complement, 
which includes an evaluation of the qualifications and performance of all personnel, 
as well as the preparation and submission of the Optimization Plan.

An ORS provides a diagnostic evaluation of agency mandates, functions, staffing 
pattern, operational processes, and resource utilization in order to identify 
inefficiencies, redundancies, and gaps, thereby facilitating well-informed decisions 
that support strategic realignment and optimization. The results of the ORS shall 
serve as basis for the formulation of the Optimization Plan, in consultation with the 
employees' representative/s concerned, which shall indicate the agency's plan for 
optimization, areas where improvements are necessary, and where more resources 
need to be re-channeled as part of its institutional strengthening efforts, as well as 
consider the agency's requirements for additional plantilla positions for its qualified

All Heads of Departments, Bureaus, Offices, Commissions, Boards, 
Councils, Government-Owned or -Controlled Corporations (GOCCs), 
and All Other Agencies of the Executive Branch; the Legislature; the 
Judiciary; the Constitutional Commissions; Office of the Ombudsman; 
Local Government Units (LGUs); and All Others Concerned

MEMORANDUM CIRCULAR NO. 2026-1
30 APRIL 2026

(

C/V/L SFRV/Cf 
COMMISSION

GUIDELINES ON THE CONDUCT OF ORGANIZATIONAL 
REVIEW AND STUDY (ORS), AND THE PREPARATION AND 
SUBMISSION OF OPTIMIZATION PLAN BY AGENCIES 
COVERED UNDER REPUBLIC ACT (RA) NO. 12231, OTHERWISE 
KNOWN AS THE GOVERNMENT OPTIMIZATION ACT

I



Scope and Coverage2.0

2.1

2.2

2.3

2.3.1

2.3.2
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Finally, this MC is issued to assist agencies in ensuring that their optimization efforts 
are strategic, evidence-based, and aligned with the government's objective to 
enhance public sector efficiency, effectiveness, and service delivery.

casual or contractual personnel and contract of service (COS) and job order (JO) 
workers, subject to certain conditions, among others.

This MC shall cover the guidelines and processes governing the conduct of the 
ORS in departments/agencies covered by the GOP, and the preparation and 
submission of their respective Optimization Plans. Specifically, it shall apply to 
all departments/agencies under the Executive Branch, including bureaus, 
offices, commissions, boards, councils, and all other entities attached to or 
under the administrative supervision of departments, and GOCCs not covered 
by RA No. 10149 or the GOCC Governance Act of 2011.

On the other hand, the Legislature, Judiciary, Constitutional Commissions, 
Office of the Ombudsman, and LGUs are encouraged to adopt and implement 
the herein prescribed guidelines in undertaking the ORS and preparing the 
Optimization Plan. Meanwhile, GOCCs covered under RA No. 10149 shall be 
guided by relevant issuances of the Governance Commission for GOCCs.

On the other hand, civilian positions, including medical and allied medical, and 
non-teaching items, shall be covered in the conduct of ORS and in the 
preparation and submission of the Optimization Plan by the agencies 
concerned.

Teaching and teaching-related positions in elementary, secondary, 
and technical or vocational schools, state universities and colleges, 
and non-chartered tertiary schools; and

Military and uniformed personnel in the Department of National 
Defense, the Department of the Interior and Local Government, the 
Department of Transportation, the Department of Environment and 
Natural Resources, and the Department of Justice.

The following positions are excluded from the coverage of this MC, consistent 
with Section 4 of RA No. 12231:

Departments/Agencies to which these excluded positions belong shall ensure 
that the personnel involved conform with the qualifications and are actually 
performing the functions of such excluded positions.



Definition of Terms3.0

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

Abolition refers to the dissolution of an agency or unit and the discontinuance 
of its operations, or the elimination of a position deemed obsolete, 
unnecessary, redundant, or overlapping;

Affected Personnel refers to government officials and employees, whether 
regular, contractual, or casual, who may be affected by organizational actions 
arising from the results of the strategic review and study under the GOP.

For purposes of the implementation of the GOP, affected personnel specifically 
refer to those whose positions have been officially declared redundant and to 
be abolished, and can no longer be placed in the new/optimized staffing 
pattern, hence, are given the options provided under Sections 13 and 16 of 
RA No. 12231;

Consolidation refers to the dissolution of two (2) or more agencies or units 
with duplicating or overlapping functions to create a new one;

Conversion refers to the abolition of a vacant position to give way to the 
creation of a new position needed by the agency;

Deactivation refers to the act of making dormant or non-operational an agency 
or unit by phasing out its functions or transferring them to other agencies or 
units, and discontinuing the provision of resources. An agency or unit is 
rendered dormant or non-operational if it is defunded and its operation is 
terminated but its formal existence continues. A deactivated agency or unit is 
devoid of any activity, personnel, financial, and physical resources;

Merger refers to the combination of two (2) or more agencies or units, 
whereby the identity of one is retained and the other agency/ies or unit/s 
is/are abolished or deactivated;

Creation refers to the establishment of an agency, unit, or position deemed 
necessary for the agency's operations or performance of essential functions;

Optimization refers to the process of analyzing and designing the appropriate 
roles, mandates, structures, functions, sizes, systems, and processes of 
government agencies to ensure effective, responsive, and efficient service 
delivery;

Organizational Review and Study (ORS) refers to the systematic examination 
of an agency's mandates, missions, objectives, functions, systems, 
procedures, programs, activities, projects, organizational structure, staffing 
pattern, and manpower complement, including the evaluation of the 
qualifications and performance of all personnel, to determine efficiency and 
effectiveness;

3.10 Organizational Structure refers to the framework by which an agency breaks 
down and distributes its functions among the various units, identifies the lines
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3.11

3.12

3.13

3.14

3.15

3.16

3.17

3.18

3.19

3.20

3.21
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RetitHng refers to a form of staffing modification which involves a change in 
the position title without any change in salary grade allocation, provided that 
the new position title belongs to the same occupational group;

of authority and responsibility for decision making, and shows the reporting 
relationships and the flow of information in the organization;

Phasing refers to the gradual elimination or discontinuance of a function, 
program, activity, or project through the sequential or selective abolition of 
its parts, until the said function, program, activity, or project ceases to exist;

Reclassification refers to a form of staffing modification or position 
classification action on a filled position which may be applied only when there 
is a warranted substantial change in the regular duties and responsibilities 
and/or qualifications of the incumbent of the position, as determined by the 
Department of Budget and Management (DBM);

Regularization refers to the act of formalizing ad hoc offices/units whose 
functions are vital and significant and must continuously be undertaken by the 
government;

Scaling down refers to the reduction in the intensity or magnitude of a 
function, program, activity, or project either by eliminating selected 
components or reducing the geographical, demographic or clientele coverage, 
the types of services rendered, or the level of outputs;

Staffing pattern refers to the staffing complement of an agency which shows 
the number of authorized positions by class and occupational group for each 
organizational unit within the agency;

Retention refers to maintaining the status quo in the office/division/unit or 
position;

Scrap and build refers to a policy where vacant positions which are no longer 
necessary or of low priority are abolished, and the corresponding funds are 
used to create new positions essential to the operations of the agency;

Spatting refers to the breaking up of functions that are conflicting or 
multifarious, or an agency or unit with multifarious functions that are distinct 
but equally important aspects of governance to form two (2) or more units;

Strengthening refers to the act of increasing the targets of a core function, or 
its expected goods or services and their desired impact, or widening its 
clientele or geographical coverage by infusing additional physical, financial, 
and other resources to it; and

Transfer refers to the movement of agency, unit, function, program, activity, 
or project to another where it properly belongs or its functions are more 
aligned, or of a position or employee from one (1) organizational unit to



Objectives of the ORS4.0

4.1

4.1.1

4.1.2

4.1.3

4.1.4

Principles Governing the Conduct of ORS5.0

5.1

5.1.1

5.1.2
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All Other terms used herein but not specifically defined shall be understood to have 
the same meaning as those provided under RA No. 12231 and its IRR.

another within the same department or agency, or from one (1) department 
or agency to another, with equivalent rank, level, or salary.

Determine the role of the government, as well as the suitable extent 
of government intervention, in the sectoral area/s under an agency's 
jurisdiction;

Identify, among others, areas of dysfunction and bureaucratic 
inefficiencies in the sectoral area/s covered and government agencies 
concerned;

Assess the relevance of the agency's mandates, functions, programs, 
and projects in pursuit of the country's socio-economic and 
development goals and outcomes; and

Provide recommendations on the appropriate roles, mandates, and 
functions of government agencies; organizational actions to improve 
efficiency and interoperability of government agencies; and 
necessary transformational and organizational changes that can be 
implemented in the sectoral area/s covered and/or the agencies 
concerned.

The government shall establish a conducive policy environment to 
encourage the active engagement of the private sector and civil 
society organizations (CSOs) in the production and delivery of goods 
and services;

Complementary to Section 9 of RA No. 12231 and Section 17, Rule VII of its 
IRR, the conduct of ORS shall aim to:

Consistent with the principles of optimization set forth under Section 5 of RA 
No. 12231, the ORS shall be conducted by the covered government agencies 
in accordance with the following principles:

The scope, level, and prioritization of government programs, 
activities, and projects, as well as the appropriate manner for 
providing public goods and services, shall be determined in 
accordance with the constitutional mandate, political and 
socio-economic contexts, objectives, and available resources of the 
government;



5.1.3

5.1.4

5.1.5

5.1.6

5.1.7

5.1.8

5.1.9
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The government shall recognize the principle of equal pay for equal 
work;

The government shall respect the right to self-organization of 
employees in the public sector and shall encourage participation in 
matters affecting their rights;

The delineation of functions and responsibilities between the National 
Government and LGUs in the provision of public goods and services 
shall be clearly defined, consistent with the provisions of RA No. 7160 
or the Local Government Code of 1991, as amended, to provide a 
more seamless, accessible, and responsive government service to the 
people;

A whole-of-nation approach shall be adopted to ensure seamless 
operations of agencies within and across sectors to better anticipate 
and be more responsive to public needs;

The appropriate staffing mix shall be determined based on the skills 
and competencies required to effectively and efficiently carry out the 
agency mandate and functions.

Government operations shall be simplified so that the agencies can 
focus on the performance of their core functions and the 
implementation of programs and projects that will lead to the 
attainment of the desired sectoral and national goals and outcomes;

Digitalization and e-governance shall be utilized as a means to 
efficiently optimize government roles and provide prompt and 
effective services to the people;

Government systems and processes shall be streamlined and 
modernized to facilitate the delivery and upgrade the quality of 
frontline services, improve policy formulation, planning, and 
performance evaluation, and raise the overall productivity of the 
public sector;

5.1.10 Government rules, procedures, and requirements shall be rationalized 
to reduce the regulatory burden on citizens, businesses, and other 
stakeholders, as well as reduce the administrative burden on the part 
of the government; and

5.1.11 The organizational structure of an agency shall be designed and 
optimized to facilitate the effective, efficient, and economical 
implementation of programs and projects, and attainment of 
organizational outputs and outcomes.



Conducting the ORS6.0

General Requirements6.1

6.1.1

6.1.2

6.1.3

6.1.4

6.1.5

6.1.6
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The Department Secretaries/Agency Heads shall be responsible for 
ensuring that the ORS is conducted in accordance with the principles 
of optimization, as well as lead and oversee the preparation of the 
Optimization Plan of their respective departments/agencies.

To ensure that the optimization efforts of their respective 
departments/agencies are harmonized and in sync towards the 
attainment of their sectoral outcomes/objectives, the Department 
Secretary/Agency Head shall be responsible for securing the 
commitment to, and compliance with, the optimization efforts of the 
sector of all agencies/GOCCs under its supervision and control or its 
administrative supervision, as well as those attached for policy and 
program coordination, to ensure cohesive and results-oriented 
implementation.

The heads of the attached agencies, on the other hand, shall ensure 
the submission of accurate and complete Optimization Plans to their 
respective parent departments for consideration.

The Optimization Plan of each department shall consider the 
optimization efforts of the department itself, as well as the agencies 
and GOCCs under its supervision and control or its administrative 
supervision, and those attached for policy and program coordination.

The departments/agencies shall conduct the ORS, and prepare the 
Optimization Plan, in consultation with an employee representative, 
in the following order of preference:

The departments/agencies concerned may craft internal policies and 
procedures in the conduct of the ORS and the preparation of their 
Optimization Plans, emphasizing the need to ensure that their 
respective optimization efforts are consistent with RA No. 12231, its 
IRR, and other pertinent policies issued by the Committee on 
Optimizing the Executive Branch (COEB).

The departments/agencies concerned may engage the services of 
consultants who are experts and knowledgeable on the mandates, 
functions, and operations, as well as the sectoral area, of the 
department/agency, subject to the availability of funds of the 
department/agency concerned and the provisions of RA No. 12009 or 
the New Government Procurement Act and its IRR, and Civil Service 
Commission (CSC)-Commission on Audit-DBM Joint Circular No. 1, s.

a) The sole and exclusive negotiating agent;
b) The representative of its registered organization; or
c) A nominee from its rank-and-file employees.



6.2

6.2.1

6.2.2

6.3 Key Areas to be Covered in the Conduct of the ORS
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6.3.1 The ORS shall include the review of the department/agency mandates, 
powers, and functions; an inventory and analysis of functions, 
programs, activities, and projects; mapping and analysis of the current 
organizational structure and staffing pattern; mapping and analysis of 
current state of processes and workflows; and the identification of 
recommendations on functional, organizational, and staffing actions, 
and other proposals for improvement.

The CMPT shall be composed of officials/personnel from the different 
offices/units of the agency, such as those performing human 
resource, planning, finance, management improvement, and central 
office and field operations-related functions.

Specifically, the CMPT shall conduct an ORS of the agency's 
mandates, missions, objectives, functions, systems, procedures, 
programs, activities, projects, organizational structure, staffing 
pattern, and manpower complement, including the evaluation of the 
qualifications and performance of all personnel; assist the Agency 
Head in the preparation and submission of their department's/ 
agency's Optimization Plan; and conduct consultation meetings with 
the affected personnel, other stakeholders concerned, as well as 
sector experts from the academe, accredited/registered CSOs, and 
the private sector.

2025, provided that the current technical capacity of the 
department/agency is insufficient to conduct the ORS and prepare 
the Optimization Plan.

Consistent with Sections 26 and TJ of the IRR of RA No. 12231, a 
CMPT shall be constituted in each department/agency to, among 
others, conduct an ORS and assist the Department Secretary/Agency 
Head in the preparation of the Optimization Plan.

In addition, the CMPT shall have at least one (1) representative of 
the agency's accredited union sitting in as member. In the absence 
of an accredited union in the agency, the rank-and-file employees 
shall elect from among their ranks their representative/s to the CMPT 
through an assembly organized for the purpose.

In conducting the ORS and preparing the Optimization Plan, the CMPT 
shall ensure that the department's/agency's personnel, through the 
accredited union, as well as those occupying non-permanent 
positions, are consulted.

Constitution of the Change Management and Placement Team 
(CMPT)



Mandates,6.3.2.1

6.3.2.2
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a) Identification of existing functions, programs, activities 
and projects that correspond to and/or match with the 
mandate/s of the department/agency per pertinent legal 
bases and other issuances. This will also include the 
analysis of the identified functions and 
programs/activities/projects, categorizing each as core or 
strategic, supportive or enabling, and redundant, 
outdated, or non-essential.

6.3.2 In conducting the ORS, departments/agencies may adopt various tools 
and techniques, and ensure that the following areas are adequately 
covered:

a) Identification of the enabling law or executive issuance 
that created the agency, including the amendments 
thereto, if any, and other laws and issuances relevant to 
the department/agency, and review of the department's/ 
agency's relevance to present conditions, including an 
assessment of whether such mandates remain necessary, 
are appropriately vested in the department/agency 
concerned, or require further legislative or executive 
action.

c) Review of the functional statements of its bureaus, 
services, offices, and/or units vis-a-vis the mandates of 
the department/agency per its legal basis/bases.

d) Review of the linkages of the department/agency with 
the other departments/agencies that are involved in the 
sector.

b) Review of the department's/agency's context and 
environment, stakeholder requirements, mission and 
vision statements, and strategic directions.

Inventory and Analysis of Functions, Programs, 
Activities, and Projects

b) Review of the program structure and logical framework 
of the current Program Expenditure Classification 
(PREXC) of the department/agency, i.e., outcome and 
budgetary alignment and program/activity/project 
classification.

Review of the Department/Agency 
Powers, and Functions



6.3.23

63.2.4
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Mapping and Analysis of the Current Organizational 
Structure and Staffing Pattern

Mapping and Analysis of the Current State of 
Processes and Workflows

c) Definition of the relationship or linkage of said functions, 
programs, activities, and projects with the current 
priorities of the administration, and emerging issues on 
their implementation that may affect the sectoral area of 
the department/agency.

d) Evaluation of program and service delivery of the 
department/agency, including the assessment of its 
performance indicators and public impact, which may be 
based on its annual Agency Performance Review, among 
others.

a) Mapping of the processes in the delivery of key programs/ 
activities/projects and services of the department/ 
agency, using process mapping tools (e.g., value stream 
map, flowcharts, swim lane diagrams, suppliers, inputs, 
process, outputs, and customers [SIPOC] model, etc.) or 
any modified and/or simplified versions thereof, and 
calculation of the average duration of each step and the 
total turnaround time to complete each process.

b) Identification of bottlenecks, delays, and redundant and 
unnecessary steps in the processes of the 
department/agency, as well as excessive requirements, if 
applicable.

a) Identification of existing bureaus, services, offices, 
and/or units and their respective functions, programs, 
activities, and projects, and the corresponding legal 
bases.

b) Assessment on whether or not the bureaus, services, 
offices, and/or units and their respective functions, 
programs, activities, and projects are aligned and are 
critical in the fulfillment of department/agency mandates.

c) Examination of the interfaces with other bureaus, 
services, offices, units and/or with other agencies, as 
necessary.

d) Assessment of workload distribution, competency 
requirements, and skills gaps vis-a-vis current and 
emerging functions.



Recommendations Arising from the ORS6.3.2.5

a)

I.

ii.

iii.

>

>

Based on the findings of the ORS, departments/agencies 
may provide the following recommendations and include the 
same in their respective Optimization Plans:

Transfer or integration of functions from one unit 
to another which can better perform the same, 
or splitting of functions that may be conflicting 
or multifarious; and

Strengthening of functions of the department/ 
agency that directly contribute to the targeted 
ultimate societal outcomes of the National 
Government and/or the targeted sector or 
sub-sector outcomes of the department/agency;

Scaling down, phasing out, elimination or 
discontinuance of functions, programs, and 
projects that:

Are not producing the desired outcomes, no 
longer achieving the objectives and 
purposes for which they were originally 
designed and implemented, and/or not
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Duplicate or unnecessarily overlap with 
other programs, activities, and projects 
within the department and its attached 
agencies and with other government 
entities;

c) Review of key performance indicators, service standards, 
and client satisfaction data gathered from client feedback 
mechanisms and measurement methods, such as 
surveys, on the delivery of programs/ activities/projects 
and services.

d) Identification of areas throughout the processes where 
improvements and additional resources to execute the 
same can be applied/adopted (e.g., hiring of additional 
personnel, procurement of more and/or better 
equipment, digitalization of certain processes, etc.).

Functional shifts/modifications, such as the 
following:

e) Identification of process areas where there are 
opportunities for digitalization and automation.



>

>

>

b)

I.

ii.

iii. Deactivation of agencies or organizational units;
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Organizational and staffing actions, such as the 
following:

Creation of agencies, organizational units, or 
positions to strengthen the 
department's/agency's capacity to perform its 
mandate. The creation of additional positions 
shall be guided by the "scrap and build" policy;

cost-efficient and do not generate the level 
of physical and economic returns vis-a-vis 
the resource inputs;

Are redundant/outdated or no longer 
relevant to the accomplishment of the 
major final outputs of the department/ 
agency;

Directly compete with those of the private 
sector and/or can be done more efficiently 
and effectively by said sector; and/or

Have been devolved to LGUs pursuant to 
RA No. 7160, as amended, and other 
pertinent laws and issuances.

Abolition of agencies, organizational units, or 
positions, subject to the following conditions:

> The agency or the organizational unit is no 
longer achieving the objectives and purposes 
for which it was originally created;

> The agency or the unit's continued operation 
is not cost-effective since it does not 
generate the desired level of outputs and 
outcomes vis-a-vis the resource inputs; or

> The functions are already redundant, no 
longer relevant or necessary, or can be better 
undertaken by another entity or other 
existing position/s, or subsumed under other 
agencies/units;

> The agency or unit has become 
non-operational or dormant and/or has 
outlived its purpose.



iv.

V.

vi.

vii.

viii.

Reclassification or retitling of positions; andix.

X.

c)

I.

Other areas for improvement that may be 
instituted, such as, but not limited to, the following:

Transfer of agencies, organizational units, or 
positions to another department, agency, or unit 
where their functions are more aligned;

Splitting of agencies or units with multifarious 
functions that are deemed distinct but equally 
important aspects of governance;

Regularization of ad hoc offices whose functions 
are vital and significant and must be continually 
undertaken by the government;

In proposing the above organizational actions and 
staffing action and requirements, department/agencies 
shall ensure the observance of the constitutional 
guarantee of security of tenure of government 
personnel, and where applicable, the provisions of RA 
No. 6656, CSC Resolution No. 2400988 on the Revised 
Rules on Government Reorganization, and other 
applicable civil service laws, rules, and regulations.

Requirements for additional plantilla positions for 
the qualified casual or contractual personnel, as 
well as COS/JO workers with a minimum of ten 
(10) years of continuous service in the agency, 
which shall be subject to a cap or quota as may 
be determined later by the COEB and consistent 
with pertinent civil service laws, rules, and 
regulations, and the CSC-approved Merit 
Selection Plan of the agency.

Re-channeling of resources to functions, 
programs, activities, projects, and services that 
directly support core or frontline services; 
promote the social, economic, and political
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Conversion of vacant positions 
positions needed by the agency;

Merging or consolidation of agencies or 
organizational units whose functions are 
unnecessarily overlapping or duplicating and can 
be undertaken by a single entity, or whose 
clients are similar or related;

into new



ii.

Preparation of the Optimization Plan7.0

7.1

7.2

7.2.1

7.2.2
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The Optimization Plan shall be comprised of a narrative report discussing the 
key areas provided under Item 6.3 hereof, and following the outline as 
provided under Attachment A of this MC. The narrative report shall bear a 
certification signed by the Head of the Department/Agency, indicating that the 
contents of the Optimization Plan (i.e., the narrative report and all annexes) 
are true, accurate, and complete.

Agencies and GOCCs under the supervision and control or administrative 
supervision of, as well as attached to, a department shall also prepare their 
respective Optimization Plans, to be reviewed/evaluated by the parent 
department before endorsement of the same by the Department Secretary 
concerned to the COEB. The Optimization Plan of the agency and GOCC 
concerned shall also cover all its organizational units.

Each department/agency covered by the GOP shall prepare an Optimization 
Plan covering all its bureaus, services, offices, divisions, and units.

For Other Executive Offices under the Office of the President, each agency 
shall submit directly to the COEB its Optimization Plan covering all its 
organizational units.

Annex A - Review of the Mandates, Powers, and Functions of the 
Department/Agency;

Annex B - Inventory of Functions, Programs, Activities, and 
Projects;

The Optimization Plan shall also be supported by the following annexes, with 
the specific guide and instructions indicated in each annex:

empowerment of the people; encourage private 
sector initiative; improve education, health, 
livelihood, food security, agriculture, justice, 
peace, digitalization and innovation, 
environment, and disaster resilience in the 
country; and contribute to the ultimate societal 
outcome objectives of the National Government 
and/or the immediate, sector, sub-sector, or 
organizational outcomes of the department/ 
agency; and

Simplification, streamlining/rationalization, and 
modernization/digitalization of systems, 
processes, and procedures in the department/ 
agency, including those that cut across different 
agencies, among others.



7.2.3

Annex D - Proposed Functional Shifts/Modifications;7.2.4

Annex E - Proposed Organizational Actions;7.2.5

Annex F - Proposed Staffing Requirements;7.2.6

7.2.7

Annex H - Other Possible Optimization Efforts;7.2.8

Annex I - Cost and Benefit Analysis; and7.2.9

7.2.10

7.3

7.4

Submission of the Optimization Plan8.0

8.1

8.1.1

Attention:
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Annex C - Mapping of Current Organizational Structure and 
Staffing Pattern;

Annex G - Summary of Changes in the Organizational Structure 
and Staffing Pattern;

The DBM and CSC shall provide technical assistance to departments/agencies 
in the preparation of their respective Optimization Plans, as may be necessary, 
to ensure compliance with the existing civil service laws, rules, and 
regulations, as well as the pertinent organization, staffing, and position 
classification policies and standards of the DBM.

Following Item 7.0 of this MC, the complete Optimization Plans prepared by 
the departments/agencies concerned shall be submitted in soft and hard 
copies to the COEB, through the DBM as the COEB Secretariat, within one 
hundred and eighty (180) days from the effectivity date of the IRR of RA No.
12231, or on or before 29 August 2026.

Annex 3 - Results Statement of the Department's/Agency's 
Optimization Efforts.

For hard copy of the documents, the department/agency shall 
submit the same to the DBM, addressed to the following:

The Director
DBM - Systems and Productivity Improvement Bureau 
and COEB Secretariat

SECRETARY [NAME OF THE SECRETARY]
Department of Budget and Management (DBM)
Co-Chairperson, Committee on Optimizing the Executive Branch (COEB)

Floor, DBM Boncodin Hall
General Solano Street, San Miguel, Manila

The departments/agencies may provide other supporting documents and 
information that they deem are relevant or necessary to be included in their 
Optimization Plans.



8.1.2

8.2

8.3

8.4

9.0 Resolution of Issues

10.0 Updating and Review
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Issues and concerns that may arise in the implementation of this MC shall be referred 
to the DBM, as the COEB Secretariat, for resolution by the COEB.

The guidelines prescribed under this MC shall be periodically reviewed and updated, 
as necessary. Any amendments and/or supplemental policy issuances resulting from 
said periodic review shall be subject to the approval of the COEB.

The Optimization Plans submitted by the departments/agencies shall be 
reviewed for consideration in the strategic review and study to be conducted 
by the COEB, in order to determine the Optimized Organizational Structure of 
the department/agency, and the corresponding executive issuances for 
submission to the President. The proposed functional, organizational, and 
staffing shifts contained in the submitted Optimization Plans of respective 
departments/agencies may be modified or overridden by the COEB, as 
deemed warranted by the latter, to maintain adherence to the objectives of 
the GOP and the pertinent civil service, organization, staffing, and position 
classification rules and regulations.

In case of failure on the part of the department/agency to submit its 
Optimization Plan within the prescribed period, the COEB shall provide an 
Optimization Plan for the department/agency containing the proposed areas 
for optimization and improvement in the department/agency based on the 
findings and recommendations arising from its strategic review and study and 
on the recommendations of the DBM, and submit the same to the President. 
The Office of the President may conduct consultations with the departments/ 
agencies concerned, as may be deemed necessary.

The Legislature, Judiciary, Constitutional Commissions, Office of the 
Ombudsman, and LGUs that would pursue optimization efforts consistent with 
the provisions of RA No. 12231 and its IRR are encouraged to share their 
respective Optimization Plans to the COEB, for information and reference of 
the Committee and to aid in the subsequent conduct of the impact assessment 
of the GOP after its completion pursuant to Section 19 of RA No. 12231.

For soft copy of the documents, the department/agency shall 
submit the same in PDF and Word files via electronic mail (email) 
at coebsecretariat(a)dbm.gov.Dh, copy furnished 
spib-ped@dbm.gov.ph, following this format for the email subject; 
[Name of Department/Agency]_Optimization Plan. For example: 
Department of Budget and Management_Optimization Plan.

mailto:spib-ped@dbm.gov.ph


11.0 Repealing Clause

12.0 Separability Clause

13.0 Effectivity

irperson: Co-Chairperson:
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All issuances, orders, rules and regulations or parts thereof which are inconsistent 
with the provisions of this MC are hereby revised, modified, and/or repealed 
accordingly.

If any part or provision of this MC is declared invalid or unconstitutional, other 
provisions not affected thereby shall remain in force and effect.

ERNESTO V. PEREZ
Director-General, 

Anti-Red Tape Authority

RALP
Acting Execi

ROLANDO U. TOLEDO
Acting Secretary, 

Department of Budget and
Management

^c/tive Secretary

This MC shall take effect immediately after its publication in the Official Gazette or in 
a newspaper of general circulation.

Members:

MARILYN B. /aP
Chairperson, 

Civil Service Commission

ARSENIO M. BALISACAN
Secretary, 

Department of Economy, Planning, and 
Development



[DEPARTMENT/AGENCY LETTERHEAD]

BackgroundI.

Highlights of the Optimization PlanII.

On the Existing Set-up

On the Proposed Set-up
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[Provide narrative details on, among others, the implementation of agency optimization efforts, 
conduct of the Organizational Review and Study (ORS), creation of the agency Change 
Management and Placement Team (CMPT), consultations conducted with the employee 
representative/s and other stakeholders, and preparation of the Optimization Plan by the 
agency]

[Provide an overview of, among others, the agency legal bases; existing mandates, missions, 
objectives, functions, systems, procedures, programs, activities, projects, organizational 
structure (with the existing organizational chart), staffing pattern, and manpower complement, 
including the evaluation of the qua!ideations and performance of all personnel; agencies and 
government-owned or -controlled corporations (GOCCs) under the supervision and control or 
administrative supervision of, as well as those attached for policy and program coordination, 
to the department, if any; linkages of the department/agency with the other 
departments/agencies that are involved in the sector; and the results of the ORS, including 
the assessment of the continuing relevance of the agency's mandates, the alignment of its 
functions and programs with current sectoral and national priorities, the classification of its 
functions and programs, activities, projects (PAPs) into core, support, and non-essential, as 
well as the identification of gaps, redundancies, overlaps, and Inefficiencies in its organizational 
structure, staffing pattern, systems, and processes/

‘ Please refer to key areas covered in the conduct of the agency's Organizational Review and Study, as provided under the COEB 
Memorandum Circular No. 2026-1

Narrative Report
[Name of Department/Agency]

COEB Memorandum Circular No. 2026-1
Attachment A

[Provide an overview of, among others, the proposed shifts in mandates, missions, objectives, 
functions, systems, procedures, PAPs, organizational structure (with the proposed 
organizational chart), staffing pattern, and manpower complement; areas where 
improvements are necessary and where more resources need to be rechanneied; agency 
requirement for additional plantilla positions for its qualified casual or contractual personnel, 
as well as its contract of service or job order workers with a minimum often (10) years of 
continuous service in the agency, as applicable; and the recommended functional and 
organizational changes/modifications arising from the ORS, including, but not limited to, the 
strengthening, scaling down, phasing out, transfer, or consolidation of functions and PAPs; 
reorganization, creation, abolition, or merging of units and positions, consistent with the "scrap 
and build" policy; streamlining and digitalization of systems and processes; reallocation of 
resources towards core and frontline services; and the identification of staffing requirements 
and competency enhancements necessary to improve efficiency, accountability, and 
responsiveness in service delivery./



List of AnnexesIII.

Annex B - Inventory of Functions, Programs, Activities, and Projects;

Annex C - Mapping of Current Organizational Structure and Staffing Pattern;

Annex D - Proposed Functional Shifts/Modifications;

Annex E - Proposed Organizational Actions;

Annex F - Proposed Staffing Requirements;

Annex H - Other Possible Optimization Efforts;

Annex I - Cost and Benefit Analysis; and

Annex J - Results Statement of the Department's/Agency's Optimization Efforts

Certified true and correct:
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Annex A - Review of the Mandates, Powers, and Functions of the 
Department/Agency;

Annex G - Summary of Changes in the Organizational Structure and Staffing 
Pattern;

[Name of Head of the Department/Agency]
[Name of the Department/Agency]

[Note: Piease refer to the Annexes in the COEB Memorandum Circuiar No. 2026-1 for guidance. 
Aii Annexes shaii be signed by the foiiowing signatories according to their roie in the 
formuiation of the Optimization Pian of the department/agency:

• Under "Prepared by" - Head of CM PT
• Under "Reviewed by"- Senior Officiai concerned of the Department/Agency
• Under "Approved by"- Head of the Department/Agency (for department-ievei agencies 

and Other Executive Offices not attached to any parent department) or Head of the 
Agency (for attached agency/ies and GOCCs)]

Narrative Report
[Name of Department/Agency]

COEB Memorandum Circular No. 2026-1 
Attachment A



Review of the Mandates, Powers, and Functions of the Department/Agency

No.

Approved by:Prepared by: Reviewed by:

Name of the Head of the Department/AgencyName and Position/DesignationName and Position/Designation
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This section intends to provide information on the mandates, powers, and functions, and thier corresponding legal bases of the 
department/agency, including possible amendments thereto.

AGENCY OPTIMIZATION PLAN 
[Department/Agency]

Annex A - Review of the Mandates, Powers, and Functions of the Department/Agency
[Name of Department/Agency]

Agency Mandate and Legal 
Bases 

[11

Bureau/Service/Office/ Division/Unit 
In-Charge per the Agency Personnel 
Services Itemization and Plantilla of 
Personnel (PSIPOP)/Organlzational 
Chart or Other Pertinent Documents

[4]

Powers and Functions
[2]

Legal Bases
[3]

Guide:
1
2
3
4

1 
2 
3 
4 
5

Indicate the mandate of the agency per its legal basis/bases, including amendments and subsequent issuances, if any.________________________________ _________________
Enumerate the powers and functions of the department/agency._______________________________________________________________________________________
Cite the appropriate legal bases stating the powers and functions from [2]._______________________________________________________________ ,________________
Identify the appropriate bureau/service/office/division/unit performing or in-charge of each of the powers and functions enumerated in item [2] within the department/agency, as applicable.



Inventory of Functions, Programs, Activities, and Projects

6
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Annex B - Inventory of Functions, Programs, Activities, and Projects
[Name of Department/Agency]

Legal Bases 
[5]

Alignment 
with 

Agency 
Mandates 

[61

Prioritization
[10]

This section provides a comprehensive list of all functional statements being performed by the different organizational units within the 
department/agency, as well as the programs, activities, and projects (PAPs) that they perform and deliver pursuant thereto. This will serve as 
the foundational tool for identifying which functions/services/PAPs are categorized as core or strategic, or those aligned with the agency's legal 
mandate and national priorities; supportive or enabling, or those necessary to maintain operations; and redundant, outdated, or 
non-essential, or those that may be streamlined, transferred, outsourced, or discontinued. The table herein may be replicated depending on 
the number of bureaus/services/offices/divisions/units (B/S/O/D/Us) within the department/agency. There should be one (1) matrix per 
B/S/O/D/U.

Interface with Other
Agencies/B/S/O/D/U

[9]

Functional Statements
[3]

Programs/Activities/ 
Projects

[4]

Classification
[7]

Outcome and 
Output 

Indicators
[8]

Indicate the name of the bureau/service/ofRce/division/unit (B/S/O/D/U) within the agency. ___________ __________ __ _________________________________________
Indicate the legal basis and/or internal issuance/s for establishing the B/S/O/D/U, if any._______________________________________________________ ________________
Enumerate all functional statements of the B/S/O/D/Us. If applicable, ensure its alignment to the powers and functions enumerated in column [2] of Annex A._____ ________________
Enumerate all PAPs of the B/S/O/D/U, whether or not with legal basis, including their components.________________________________________________________________
Identify the pertinent legal bases directing or mandating the agency's implementation of the PAPs. Indicate N/A if none. If the PAP is still in the early stages of conceptualization or pilot 
testing, indicate "new."_____________________________________________________________________________________________________________________
Indicate the corresponding number/s of the powers and functions (as indicated in the leftmost column of Annex A) wherein the functions/services/PAPs are related to.

Guide:
J,
2^

_4
5

Bureau/Service/Office/ 
Division/Unit 
(B/S/O/D/U) 
_________ [1]_________  
Legal Basis for 

Establishing the 
B/S/O/D/U (if any) 

[2]

1.
2.
3.
4.
5.
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Approved by:Prepared by; Reviewed by:

Name of the Head of the Department/AgencyName and Position/DesignationName and Position/Designation
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Annex B - Inventory of Functions, Programs, Activities, and Projects
[Name of Department/Agency]

8
9 
10

Classify the functions/services/PAPs being performed by the B/S/O/D/U, as follows:
• Core-directly aligned with the agency's primary mandate
• Support-enables or facilitates delivery of core functions
» Non-Core-peripheral or auxiliary functions, which may be candidates for optimization_________________________________________________________________

Indicate the outcome and output indicators for each PAP, as per the FY 2026 General Appropriations Act.___________________________________________________________
State other B/S/O/D/Us within the department/agency and/or other departments/agencies that contribute to, or have interface with the implementation of the identified PAP/s._________
Identify the criticality of the function/PAP in the operations of the department/agency and in the fulfillment of its mandates, based on the following prioritization level:

• High - The function/PAP is core to the agency's mandate, legally required, mission-critical, or directly tied to key programs/services for citizens. It must be retained and potentially 
strengthened.

• Medium - The function/PAP supports core operations but may be subject to streamlining, restructuring, or transfer depending on performance, efficiency, or overlap with other 
agencies.

« Low- The function/PAP is non-core, obsolete, duplicated elsewhere, or can be considered for outsourcing, merger, or abolition without significantly impairing public service delivery.



Sub-total: Number af Authorized Positions in the Organizational Unit:[8]

8
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This section provides an overview of the current organizational structure and staffing pattern of the department/agency. The table herein may 
be populated depending on the number of functional group/s within the department/agency. There should be one (1) matrix per functional 
group. The contents of this annex should be consistent with the organizational chart and inputs from the other sections of Annex D, as well as 
preceding Annexes. Kindly attach the latest organizational chart that accurately reflects the actual organizational structure adopted in the 
department/agency, whether approved by the Department of Budget and Management, a governing board, or the head of the 
department/agency, as may be applicable.

Mapping of Current Organizational Structure and Staffing Pattern 
as of

Annex C - Mapping of Current Organizational Structure and Staffing Pattern
[Name of Department/Agency]

Functions/ 
Programs/Activities/Projects 
___________ [3]___________

Salary 
Grade

[5]

Nature of 
Position 

[6]

No. of 
Positions

[7]
Positions

[4]

Guide:
__ 1_

2 
3

4-7

Cite the functional group, including the office of the head of the department/agency.________________________________________________________________ _________________ _
Ust down the organizational units within the functional group of the department/agency according to the Agency PSIPOP/Organizational Chart or other pertinent issuances.____________
Enumerate the functions/PAPs being implemented by the organizational unit.________________________________________________________________ ________ ________________
List down all existing positions in the bureau/service/office/division/unit (B/S/O/D/U), the corresponding salary grades, the nature of these positions [i.e., permanent, coterminous, 
casual, contractual, contract of service (COS), job order (30)], and the corresponding quantity. Ensure that all positions in the organizational unit are included/accounted, including JO/COS 
workers engaged by the B/S/O/D/U. Likewise, ensure that the quantity of the positions is also accurately presented.

Kindly ensure to input informabon on the authorized positions in the B/S/O/D/U, regardless if filled or unfilled._________________________________________ ______ .____________
Provide the total number of all authorized positions in the organizational unit, i.e., B/S/O/D/U. Additional rows for item [8] may be added, depending on the number of B/S/O/D/Us in the 
functional group. ________ _______________________________________________________________________________ ___________________________________________

Sub-total: Number of Authorized Positions in the Organizational Unit:[8] 
Grand Total: Number of Authorized Positions in the FunctionalGmumr^

Functional Group
_____ Li]______________

Organizational Unit
[2]
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Prepared by: Reviewed by: Approved by:

Name and Position/Designation Name and Position/Pesignation Name of the Head of the Department/Agency
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t Li i : %

Provide the total number of all authorized positions in the functional group. Ensure that this is the total number of all positions indicated in the table, or sum of all the sub-totals indicated 
in item [8]. 

Annex C - Mapping of Current Organizational Structure and Staffing Pattern
[Name of Department/Agency]



Proposed Functional Shifts/Modifications

No.

a.
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This section aims to document the department's/agency's proposal in improving the assignment of functions, programs, activities, and projects 
(PAPs) being performed by the different bureaus/services/offices/divisions/units (B/S/O/D/Us) in the department/agency. Specifically, it also 
intends to present how the department/agency evaluated its mandate, functions, and the provision of public goods and services, and to identify 
opportunities for improving efficiency, accessibility, cost-effectiveness, and responsiveness, in line with the goal of delivering better services with 
fewer or rechanneled resources by leveraging partnerships, streamlining functions, and embracing innovation.

Further, in this section, departments/agencies shall determine which services/processes may be (i) retained and improved within the 
department/agency; ////devolved to local government units (LGUs) in line with the Local Government Code of 1991 (Republic Act No. 7160), as 
amended, and other pertinent laws and issuances; (Hi) outsourced or contracted to the private sector; (iv) digitalized or automated for faster 
and more transparent delivery; and (v) integrated or shared with other departments/agencies to reduce duplication. Accordingly, kindly ensure 
that all B/S/O/D/Us listed in Annexes B and C are properly represented in this matrix.

Annex D - Proposed Functional Shifts/Modifications
[Name of Department/Agency]

Programs/ 
Activities/ 

Projects 
(PAPs) 

[3]

Organizational Unit
[1]

Appropriations in 
the FY 2026 

General 
Appropriations Act 

(in Php M) 
[4]

Proposed Functional 
Shifts/Modifications

[5]

Functional 
Statements 

[2]

Rationale/Justifi cation
[6]

1) 
21
3)
4)
5)

List down all the B/S/O/D/Us in the department/agency. _______ __________________________________________________ ___________________________________
Indicate the functional statements of the B/S/O/D/U. Kindly list the functional statements in the same order of listing in Annex B.__________________________________________
Indicate all PAPs of the B/S/O/D/U, as listed in Annex B, whether or not with legal basis.________________________________________________________________ _
Indicate the appropriations in the FY 2026 General Appropriations Act. Ensure proper presentation of the figures, i.e., in million pesos. _________________________________
Cite the proposed functional shift/modification, such as the following:

Abolish - refers to the discontinuance or elimination of functions, programs, projects, activities, or operations that are deemed obsolete, unnecessary, redundant, or overlapping, or 
can be better carried out or undertaken by the private sector, or have already been devolved to LGUs.

Guide:

_3
_4

5



b.

c.

d.

e.

6

r
Prepared by: Reviewed by: Approved by:

Name of the Head of the Department/AgencyName and Position/Designation Name and Position/DesignationI

1
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Annex D - Proposed Functional Shifts/Modifications
[Name of Department/Agency]

i'-'

r

r

C';

Phase out - refers to the gradual elimination or discontinuance of a function, program, activity, or project through the sequential or selective abolition of its parts, until the said 
function, program, activity, or project ceases to exist.
Scale down - refers to the reduction in the intensity or magnitude of a function, program, activity, or project either by eliminating selected components or reducing the geographical, 
demographic or clientele coverage, the types of services rendered, or the level of outputs.
Strengthen - refers to the act of increasing the targets of a core function, or its exported, goods or services and their desired impart, or widening its clientele or geographical coverage 
by infusing additional physical, financial, and other resources to it.
Transfer - refers to the movement of a function, program, activity, or project to another office/unit (either within or to other department/agency) where it properly belongs or its 
functions are more aligned.___________________________________________________________________________________________ ____________ ______

Provide rationale/justification for the proposed functional shift/modification. Rationale/Justification may include alignment with the mandate/functions of the department/agency, alignment 
to the priorities of the government as captured in the Philippine Development Plan 2023-2028, Sustainable Development Goals, emerging issues and/or developments in the sector covered 
by the department/agency, etc.

[b •• -I.

p-- •

i • .
r '<■



Proposed Organizational Actions

e.

5

Approved by:Prepared by: Reviewed by:

Name of the Head of the Department/AgencyName and Position/DesignationName and Position/Designation
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This section describes in detail the proposals of the department/agency in terms of organizational actions that could be pursued with the goal of 
optimizing the performance and service delivery of its organizational units.

Annex E - Proposed Organizational Actions
[Name of Department/Agency]

f.s
i.

Proposed 
Organizational 

Actions
[4]

Function/Programs/ 
Activities/Projects 

[3]

Rationale/Justifi cation
[5]

Bureau/Service/ 
Office/Division 

[1]

Divisions/Units
[2]

a.
b.

d.

Guide:

_2
J.
4

List down all main organizational units (i.e., bureaus/services/offices/divisions) in the department/agency/GOCC.__________________ ___________________________________
List down all sub-organizational units (i.e., divisions/units) of the main organizational units under [1],__________________________ ___________________________________
Indicate the functions/PAPs being undertaken and/or implemented by the organizational unit identified in [2],______________________________________________________ _
Indicate the proposed organizational action to be implemented to the organizational unit based on the findings from the previous Annexes. Possible organizational actions are as follows:

Abolition - refers to the dissolution of an agency or unit and the discontinuance of its operations deemed obsolete, unnecessary, redundant, or overlapping.
Consolidation - refers to the dissolution of two (2) or more agencies or units with duplicating or overlapping functions to create a new one (A+B = C).
Creation - refers to the establishment of an agency or unit deemed necessary for the agency's operations or performance of essential functions.
Deactivation - refers to the act of making dormant or non-operational an agency or unit by phasing out its functions or transferring them to other agencies or units, and discontinuing 
the provision of resources. An agency or unit is rendered dormant or non-operational if it is defunded and its operation is terminated but its formal existence conbnues. A deactivated 
agency or unit is devoid of any activity, personnel, financial, and physical resources.
Merger - refers to the combination of two (2) or more agencies or units, whereby the identity of one is retained and the other agency/ies or unit/s is/are abolished or deactivated 
(A+B = A or B).
Regularization - refers to the act of formalizing ac/Aocoffices/units whose functions are vital and significant, and must continuously be undertaken by the government.
Retention - refers to maintaining the status quo in the office/division/unit. Indicate this if none of the above organizational actions apply to the office/division/unit.
Splitting - refers to the breaking up of an agency or unit with multifarious functions that are distinct but equally important aspects of governance to form two (2) or more units.

_____ Transfer - refers to the movement of an agency or unit to another where it properly belongs or where its functions are more aligned._________________________________  
Provide rationale/justification for the proposed organizational action. This may be anchored to the alignment with the mandate/functions of the department/agency, alignment to the priorities 
of the government as captured in the Philippine Development Plan 2023-2028, Sustainable Development Goals, emerging issues and/or developments in the sector covered by the 
department/agency, etc.  



Proposed Staffing Requirements

4

d.

g.
5

Approved by:Prepared by: Reviewed by:

Name of the Head of the Department AgencyName and Position/DesignationName and Position/Designation
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Annex F - Proposed Staffing Requirements
[Name of Department/Agency]

Bureau/Service/ 
Office/Division per the 

Agency PSIPOP and 
Organizational Code 

[11

Position Title 
[3A]

Nature of 
Position 

[3C]

Proposed 
Staffing 
Action

[4]

Division/Unit per the 
Agency PSIPOP/ 

Organizational Chart or 
Other Pertinent Documents 

[21.

Rationale/Justification
[5]

a.
b.
c.

e.
f.

Guide:

3

Based on the current organizational structure and staffing pattern, identify/list the proposed staffing modifications that could be implemented in 
the department/agency in pursuit of optimization.

Current and Proposed Staffing Requirement
___________________ [3]__

Salary 
Grade

[3B]

Ust down the bureaus/services/offices/divisions per the department's/agency's PSIPOP and corresponding organizational code.________ ,___________________
List down the sub-organizational units (i.e., divisions/units) within the B/S/O/Ds in [11._________________________________________________________________________
Indicate the current staffing and proposed additional staffing requirements for each B/S/O/D. Indicate the position title, salary grade and the nature of position (i.e., permanent, coterminous, 
casual, contractual, job order, contract of service).___________________________ ___________
Indicate the proposed staffing action of each position indicated in [3]. The possible staffing actions may be as follows;

Abolition - the elimination of an obsolete and/or unnecessary position.
Conversion - abolition of a vacant position to give way to the creation of a new position needed by the agency.
Creation - bringing into existence a position deemed necessary for the operations of an agency. The creation of additional positions must observe the "scrap and build" policy 
wherein new positions may be proposed as long as there are corresponding obsolete/unnecessary but funded position/s which may be abolished to support the creation of the 
new position/s.
Reclassification - a form of staffing modification or position classification action on a filled position which may be applied only when there is a warranted substantial change in 
the regular duties and responsibilities of the incumbent of the position.
Retention - refers to maintaining the status quo of the position in the office/division/unit.
Retitling - a form of staffing modification which involves a change in the position titie without any change in salary grade allocation, provided that the new position title belongs 
to the same occupational group.

_______ Transfer - the movement of a position from one organizational unit to another in the same department/agency, or from one department or agency to another._____________ 
Provide rationale/justification for the proposed organizational action. This may be anchored to the alignment with the mandate/functions of the department/agency, alignment to the priorities 
of the administration as captured in the Philippine Development Plan 2023 - 2028, Sustainable Development Goals, emerging issues and/or developments in the sector covered by the 
department/agency, etc.



Summary of Changes in the Organizational Structure and Staffing Pattern

Summary of Proposed Changes in the Organizational StructureA.

This section shall provide the summary of proposed changes in the organizational structure of the agency, as follows:
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Annex G - Summary of Changes in the Organizational Structure and Staffing Pattern
[Name of Department/Agency]

• Abolition - refers to the dissolution of an agency or unit and the discontinuance of its operations deemed obsolete, unnecessary, redundant, 
or overlapping.

• Consolidation - refers to the dissolution of two (2) or more agencies or units with duplicating or overlapping functions to create a new one 
(A+B = C).

• Creation - refers to the establishment of an agency or unit deemed necessary for the agency's operations or performance of essential 
functions.

• Deactivation - refers to the act of making dormant or non-operational an agency or unit by phasing out its functions or transferring them 
to other agencies or units, and discontinuing the provision of resources. An agency or unit is rendered dormant or non-operational if it is 
defunded and its operation is terminated but its formal existence continues. A deactivated agency or unit is devoid of any activity, personnel, 
financial, and physical resources,

• Merger - refers to the combination of two (2) or more agencies or units, whereby the identity of one is retained and the other agency/ies 
or unit/s is/are abolished or deactivated (A+B = A or B).

• Regularization - refers to the act of formalizing ad hoc offices/units whose functions are vital and significant, and must continuously be 
undertaken by the government.

• Retention - refers to maintaining the status quo in the office/division/unit. Indicate this if none of the organizational actions listed apply to 
the office/division/unit.

• Splitting - refers to the breaking up of an agency or unit with multifarious functions that are distinct but equally important aspects of 
governance to form two (2) or more units.

• Transfer - refers to the movement of an agency or unit to another where it properly belongs or where its functions are more aligned.



1. For Consolidation

FROM
Remarks/Justification^^iName of Office/Unif« Organizational

4

2. For Merger

FROM TO
Remarks/Justification^^]Name of Office/Unitt^’ Name of Surviving Entity^^^
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Annex G - Summary of Changes in the Organizational Structure and Staffing Pattern
[Name of Department/Agency]

Organizational 
Codet^J

Organizational 
Codef'*^

Guide:
J.

3

Guide:

_2
3

[Name of B/S/O/D/U 1]
[Name of B/S/O/D/U 2]
[Name of B/S/O/D/U 3]
[Name of B/S/O/D/U 4]

[Name of B/S/O/D/U 1]
[Name of B/S/O/D/U 2]
[Name of B/S/O/D/U 3]
[Name of B/S/O/D/U 4]

List down all existing organizational unit/s to be consolidated. Ensure that the proper nomenclature of the office/unit per the PSIPOP is reflected._______________________________
Indicate the organizational code of the organizational units under [1] per the PSIPOP.____ ____________________________________________________________________
Indicate the proposed name of the new office/organizational unit to be created, and where the consolidated B/S/O/D/Us will be located/placed/lodged under. Ensure that the merged cell in 
this column aligns with the corresponding rows of the organizational units to be consolidated.___________________________________________________ ________________
Indicate remarks, which may include a brief justification/rationale for the proposal, as applicable/appropriate.  

_______________ TO________________
Name of New Organizational Unit and 
OrganizationaJLocation/Placement^^]

5

List down the existing organizational unit/s to be merged. Ensure that the proper nomenclature of the office/unit per the PSIPOP is reflected._________________ ________________
Indicate the organizational code of the organizational units under [1] per the PSIPOP._________________________________________________________ ________________
Indicate the surviving entity between/among the B/S/O/D/Us to be merged. Ensure that the merged cell in this column aligns with the corresponding rows of the organizational units to be 
merged.________________________________________________________________________________________________________________ ________________
Indicate the organizational code of the surviving entity in [3] per the PSIPOP._______________________________________________________________________________
Indicate remarks, which may include a brief justification/rationale for the proposal, as applicable/appropriate. 



3. For Transfer

TO
Remarks/Justification^^i

4. For Splitting

■
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Guide:
1

Name of 
Office/Unitt^J

Annex G - Summary of Changes in the Organizational Structure and Staffing Pattern
[Name of Department/Agency]

Organizational 
Code^^J

Name of 
Office/Unitf'H

Organizational 
Codet^i

Remarks/Justifi cation
[4]

Name of 
Organizational 

Unitt^J

Guide:

_2
_3_
4

2
2 
4

2 
6

Specify the name of the proposed organizational unit for transfer. Ensure that the proper nomenclature of the office/unit per the PSIPOP is reflected._________________________________
Identify the office/organizational unit where subject organizational unit is currently located or subsumed per the PSIPOP (e.g., Office of the Secretary).____________ __________________
Indicate the organizational code of the organizational unit in [2] per the PSIPOP.___________________________________________________________________________________ _____
Identify the office/organizational unit where the office/unit in [1] is being proposed to be transferred to (i.e., receiving office/unit), which may be within the department/agency itself or to 
another department/agency._____________________________________________________________________ ___________________________________________ __________________
Indicate the organizational code of the organizational unit in [4] per the PSIPOP. Indicate if being proposed to be transferred to another department/agency.________________________
Indicate remarks, which may include a brief justification/rationale for the proposal, as applicable/appropriate.

Identify the existing office/organizational unit for splitting and where it is located/placed (e.g.. Division X under the Office of the Secretary). Ensure that its proper nomenclature per the PSIPOP 
is reflected.________________________________________________________________________________________________________ ________________________________________
Indicate the organizational code of the organizational unit in [1] per the PSIPOP.________________________________________________ ________________________________________
Indicate the proposed names of the new organizational units as a result of splitting. _____________________ _____________________ _____________________ __________________
Indicate remarks, which may include a brief justification/rationale for the proposal, as applicable/appropriate. 

______________ FROM______________
Name of Office/Unit and 

Organizational Location/Placementi-^^

_______ TO________________________
Name of Office/Unit and 

Organizational Location/Placementf^J

FROM______________
Organizational 

Codei^J



5. For Creation

Remarks/J ustification^^lName of Office/Unif M Organizational Location^^i

5. For Regularization

Remarks/Justification^*}Name of >1<///ocOffice/Unitf^J
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Annex G - Summary of Changes in the Organizational Structure and Staffing Pattern
[Name of Department/Agency]

Proposed Functions of the 
Regularized 4<///oc0ffice/UniV^J

Proposed Functions of the 
Office/Unit for Creation^^^

New Name of the 
XaT/focOffice/Unitt^l

I

Gu de:
J.
_2 
_3

4

Gu de:

_2
3
4

Indicate the proposed name of the offlce/organizational unit to be created.____________________________
Identify the organizational unit where the new office/unit will be lodged under (e.g., Office of the Secretary).
Indicate the proposed functions of the office/organizabonal unit.____________________________________
Indicate remarks, which may include a brief justification/rationale for the proposal, as applicable/appropriate.

Identify the current name of the acf/roc office/unit proposed for regularization._______________________
Indicate the new name of the ar/Zzoc office/unit to be regularized, if applicable.________________________
Indicate the proposed functions of the ar/Zzoc office/unit to be regularized.____________________________
Indicate remarks, which may include a brief justification/rationale for the proposal, as applicable/appropriate.



6. For Abolition

Organizational Code’^2^ Justification^^]Name of Office/UiiiV^
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Annex G - Summary of Changes in the Organizational Structure and Staffing Pattern
[Name of Department/Agency]

Gu de:

_2
3

Identify the name of the office/organizational unit proposed to be abolished. Ensure that its proper nomenclature per the PSIPOP is reflected.__________________ ________________
Identify the organizational code of the office/unit in [1] per the PSIPOP.____________________________________________________________________ _______ __ ______
Indicate the justification for the proposed abolition of the organizabonal unit. Ensure that the criteria for the proposed abolibon is in accordance with the following criteria: (i) the functions are 
already redundant, no longer relevant or necessary, or can be better undertaken by another entity or other existing posibon/s, or subsumed under other agencies/units; (7/j the agency or the 
organizational unit is no longer achieving the objectives and purposes for which it was originally created; l'///Jthe agency or the unit's continued operation is not cost-effective since it does not 
generate the desired level of outputs and outcomes vis-a-vis the resource inputs; or (iv) the agency or unit has become non-operabonal or dormant and/or has outlived its purpose.



B. Summary of Proposed Changes in the Staffing Pattern

This section shall provide the summary of proposed changes in the staffing pattern of the agency, as follows:

1. For Abolition

Remarks/Justificationi^^^Unique Item

Total PS CosttnTotal No. of Positionsz^®’
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Guide:
1

7

• Abolition - the elimination of an obsolete and/or unnecessary position.
• Conversion - abolition of a vacant position to give way to the creation of a new position needed by the agency.
• Creation - bringing into existence a position deemed necessary for the operations of an agency. The creation of additional positions must 

observe the "scrap and build" policy wherein new positions may be proposed as long as there are corresponding obsolete/unnecessary but 
funded position/s which may be abolished to support the creation of the new position/s.

• Reclassification - a form of staffing modification or position classification action on a filled position which may be applied only when there 
is a warranted substantial change in the regular duties and responsibilities of the incumbent of the position.

• Retention - refers to maintaining the status quo of the position in the office/division/unit.
• Retitling - a form of staffing modification which involves a change in the position title without any change in salary grade allocation, provided 

that the new position title belongs to the same occupational group.
• Transfer - the movement of a position from one organizational unit to another in the same department/agency, or from one department 

or agency to another.

Organizational Unit 
(Organizational Code) 

[1]

Position Title and 
Salary Grade^^^

Annex G - Summary of Changes in the Organizational Structure and Staffing Pattern
[Name of Department/Agency]

Annual Personnel Services 
(PS) Cost (in PhP)C'’J

2 
3± 
5

Identify the organizational unit and the corresponding organizational code in the PSIPOP where the position for abolition belongs to. Ensure that its proper nomenclature per the PSIPOP is 
reflected.______________________________________________________________________ ____________________________________________________ ________________________
Indicate the position title and corresponding salary grade per the PSIPOP of the position proposed to be abolished. Ensure that the proper title of the position per the PSIPOP is reflected.
Indicate the unique item number of the position in [2] per the PSIPOP._____________________________________________________________________________________________
Cite the annual PS cost incurred from the corresponding position (in PHP), i.e., annual salary and other compensation.________________________________________________ __________
Indicate the justifications for proposing the abolition of the position, such as, but not limited to: (i) obsolescence of the function being performed by the position; (ii) result of the proposed 
organizational actions in Part A of this Annex; (Hi) functions of the position are already redundant, no longer relevant or necessary, or can be better undertaken by other existing position/s; 
among others.__________________________________________________________________________________________ _________ _
Indicate the total number of proposed positions for abolition.__________________________________________________________________________________
Indicate the total PS cost for the positions proposed to be abolished. 



2. For Transfer

TOFROM

Unique Item

Total No. of Positions:^^^

3. For Reclassification

TOFROM

Total No. of Positions:^^]
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Guide:
1

Annex G - Summary of Changes in the Organizational Structure and Staffing Pattern
[Name of Department/Agency]

Organizational 
Unit 

(Organizational 
Code)[il

Unique Item 
No.[3]

Name of Incumbent^*] 
(Surname, First Name, 

Middle Name)

Organizational Unit 
(Organizational 

CodejC^’i

Position Title 
and Salary 

Grade[®i

Organizational 
Unit 

(Organizational 
Code)t«

Position 
Title and 

Salary 
Gradet^i

Annual 
Personnel 

Services (PS) 
Cost (PhP)[5]

Annual PS 
Costt’l (PhP)

Remarks/Justification 
[5]

Remarks/Justification
[8]

Position Title and Salary 
Grade^^^

Total PS
Cost:t“]

Total PS 
Costztioi

Identify the organizational unit and the corresponding organizational code in the PSIPOP where the position proposed for transfer belongs to. Ensure that its proper nomenclature per the
PSIPOP is reflected._______________________________________________________________________________________________ ____ _____
Indicate the position title and corresponding salary grade of the position proposed to be transferred per the PSIPOP. Ensure that the proper title of the position per the PSIPOP is reflected.
Indicate the unique item number of the position to be transferred per the PSIPOP.___________________________________________________________________________
Identify the organizational unit in the department/agency where the position is proposed to be transferred to and the corresponding organizational code per the PSIPOP (in parentheses).
Indicate the justifications for proposing the transfer of the corresponding position, such as, but not limited to, the result of the proposed organizational actions in Part A of this Annex.____
Indicate the total number of positions proposed to be transferred._______________________________________________________________________________________ _

_2
_3
_4

5
6



4. For Conversion

FROM TO

Remarks/Justification*:^^

Total No. of Positions:^^] Total PS Costii’i Total PS Costiti*”
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Guide:
1

Guide:
1

Organizational 
Unit 

(Organizational 
Code)tiJ

Annex G - Summary of Changes in the Organizational Structure and Staffing Pattern
[Name of Department/Agency]

Position Title 
and Salary 

GradeC^]

Annual 
Personnel 

Services (PS) 
Costt'*! 
(PhP)

Annual PS 
Costt« (PhP)

Unique Item 
NO.C3]

Position Title 
and Salary 

Gradel®]

2 
3 
4
5
6
7
8 
9 
10

2
2 
j4
2
T_
8

Identify the organizational unit and the corresponding organizational code in the PSIPOP where the position for conversion originally belongs to. Ensure that its proper nomenclature per the 
PSIPOP is reflected._________________________________________________________________________________________________________________________________________
Indicate the current title and corresponding salary grade of the position proposed to be converted per the PSIPOP.____________________________________________________________
Indicate the unique item number of the position in [2], Ensure that it is consistent with the PSIPOP.________________________________________________________________________
Identify the annual PS cost for the position in [2]._________________________________________________________________________________________________________________
Indicate the title of the converted position and corresponding salary grade.____________________________________________________________________________________________
Indicate the annual PS cost of the converted position.______________________________________________________________________________________________________________
Provide justification/s and other remarks for the proposed conversion of the position.____________________________________________________________________________________
Indicate the total number of positions to be converted._____________________________________________________________________________________________________________
Indicate the total annual PS cost for all current positions for conversion._______________________________________________________________________________________________
Indicate the total annual PS cost for all proposed converted positions.

Identify the organizational unit and the corresponding organizational code in the PSIPOP where the position for reclassification is currently lodged. Ensure that its proper nomenclature per 
the PSIPOP is reflected.______________________________________________________________________________________________________________________________________
Indicate the current title and corresponding salary grade of the position proposed to be reclassified per the PSIPOP.___________________________________________________________
Indicate the unique item number of the existing position per the PSIPOP.______________________________________________________________________________________________
Indicate the name of the incumbent to the position proposed for reclassification.________________________________________________________________________________________
Identify the annual PS cost for the existing position._______________________________________________________________________________________________________________
Indicate the title of the reclassified position and corresponding salary grade.___________________________________________________________________________________________
Identify the annual PS cost of the reclassified position._____________________________________________________________________________________________________________
Provide the justification/s and other remarks for the proposed reclassification of the position, such as, but not limited to, indicating the current and the new functions to be performed by the 
incumbent.________________________________________________________________________________________________________________________________________________
Indicate the total number of positions to be reclassified.____________________________________________________________________________________________________________
Indicate the total annual PS cost for all current positions for reclassification.____________________________________________________________________________________________
Indicate the total annual PS cost for all proposed reclassified positions.

9
10
11



5. For Retitling

TO
Remarlcs/Justification^^]Unique Item Position Titlef'*^

Total NO. of Positions:!®’

6. For Creation

Remarks/Justification!®’

Total PS Cost (in PHP):!®’
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Guide:
1

Organizational Unit 
(Organizational Code)!^’

Annex G - Summary of Changes in the Organizational Structure and Staffing Pattern
[Name of Department/Agency]

Guide:

_3
4

2 
3 

_4 
5

Identify the organizational unit and the corresponding organizational code in the PSIPOP where the position for retitling belongs to. Ensure that its proper nomenclature per the PSIPOP is 
reflected._________________________________________________________________________________________________________ __ _____
Specify the title and salary grade of the position proposed for retitling.__________________ __________________________________________________________________
Indicate the unique item number of the position in [2] per the PSIPOP._____________________________ _______________________________________________________
Indicate the new title of the position.__________________________________ __________________________ ___________ ___________________ ,________________
Provide justification/s and other remarks for the proposed retitling of the position. 

Indicate the title and corresponding salary grade of the position proposed to be created._________________ ____________________________
Identify the annual PS cost for the proposed created position in [1]._____________ ______ ____________ ____________________________
Provide justification/s and other remarks for the proposed creation of the position. _______________________________________________
Identify the organizational unit and the corresponding organizational code in the PSIPOP, if applicable, where the proposed position/s are to be created.

_____________ FRON
Position Title and

Salary Grade!^’_____

Position Title and Salary Grade!^’ ! Annual Personnel Services (PS) Cost!^’ (PhP) | 
Organizational Unit (Organizational Code) _________________ _________________ _______
L______________________________________
Z______________________________________
3.______________________________________
Organizational Unit (Organizational Code) 
<____________________
5.____________________
6^____________________
Total No. of Positions:!®’



Prepared by; Reviewed by: Approved by:

Name of the Head of the Department/AgencyName and Position/Designation Name and Position/Designation
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Annex G - Summary of Changes in the Organizational Structure and Staffing Pattern
[Name of Department/Agency]

1 
6

Indicate the total number of positions proposed to be created._______
Identify the total annual PS cost for all positions proposed to be created.



other Possible Optimization Efforts

Proposed Uset’iIssues/ Gapst^^

Prepared by: Approved by:Reviewed by:

Name of the Head of the Department/AgencyName and Position/Designation Name and Position/Designation
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Target 
Implementation^^}

Annex H - Other Possible Optimization Efforts
[Name of Department/Agency]

Organizational 
Unit^^}

Resources 
Needed}^} 

(HR/Infrastructure/Digita! 
etc.)

Cost of 
Resources 
Needed^®}

Estimated
Savings^^} 

(PhP)

Proposed 
Improvements*^^} 

(e.g., Digitalization, 
process modernization)

Guide:

2

5

8

Identify the organizational unit with existing issues and gaps in the performance of its mandate, functions, projects, activities and programs (PAPs), etc._______________
Specify the problems, challenges, and deficiencies which hinder the agency's ability to effectively carry out its mandate, deliver public services, or achieve intended outcomes. 
Corrective measures, innovations, and enhancements recommended to address the identified issues and gaps._______________________________________
Indicate the timeframe for carrying out the proposed improvements in [3]._______________________________________________________________________
Enumerate the financial, human, technological, and physical resources required to successfully implement each proposed improvement in [3],_______________________
Identify the total cost of resources indicated in [5]._____________________________________________________________________ _ _____ _______
Identify the projected amount of financial resources that will be freed up as a direct result of implementing the proposed improvements, if any.______________________
Indicate the PAPs where the estimated savings will be realigned.



Cost and Benefit Analysis

A. Cost Estimates

Funding Source^^^Particularst^^ Estimated Costf^J

Total Estimated Cost

B. Benefits

Funding Source^^JEstimated Savings^^JParticulars^^]

Total Estimated Savings
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Enumerate and discuss briefly the assumptions used in estimating the costs and benefits of the optimization efforts of the department/agency, sUch as inflation rate, interest rate, timeframes and 
arbitrary figures such as the number of personnel, among others.

Annex I - Cost and Benefit Analysis
[Name of Department/Agency]

1
2 
3

1 
2
3

Specify the items with estimated savings.___________
Indicate the estimated savings for the items in [1]. 
Identify the funding source where savings will be gained.

Specify the cost items considered.________________________
Indicate the estimated cost of the item in [1].________________
Identifies the funding source where the cost will be charged against.

Assumptions considered in computing for the estimated costs:^

Assumptions considered in computing for the estimated benefits:^



C. Summary and Conclusion

Approved by:Prepared by: Reviewed by:

Name of the Head of the Department/AgencyName and Position/Designation Name and Position/Designation

:?•
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[Provide narrative discussion on the results of the cost-benefit analysis conducted. Intangible costs and benefits may likewise be included in the 
discussion, as may be applicable. For example: "Overall, the optimization efforts of the [Department/Agency Name] would constitute costs 
amounting to PHP xxx, and yield savings amounting to PHP xxx. The effort will be a net [cost/beneht] to the government.']

Annex 1 - Cost and Benefit Analysis
[Name of Department/Agency]



Results Statement of the Department/Agency's Optimization Efforts

Description Data Collection

Prepared by: Approved by:Reviewed by:

Name of the Head of the Department/AgencyName and Position/Designation Name and Position/Designation
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Objectives
[3] Indicators 

[4]

Annex 3 - Results Statement of the Department/Agency's Optimization Efforts
[Name of Department/Agency]

Data Source 
[6]

Frequency of 
Collection 

[7]

Responsible 
Person/ 

Unit 
[8]

Baseline
[9]Unit 

[5]

Target 
[10]

Guide:

_3
4

5
6
7
8 
9 
10

Identify the outcomes envisioned to be achieved in the optimization efforts of the department/agency.______________________________________________________________________
Enumerate the strategies to be taken to ensure the achievement of the objectives of the optimization efforts.________________________ ________________________________________
Enumerate the objectives of the department/agency in undergoing optimization. Kindly ensure to write one (1) objective per row.________________________________________________
Indicate the indicators that will be used to measure the attainment of objectives of optimizaOon efforts. Indicators may include cost savings, reduction in processing time/steps, increase in 
outputs/services delivered, etc._______________________________________________________________________________________________________________________________
Identify the unit used in measuring the indicators identified in [5] (e.g., amount in PHP, units of time such as minutes/hours/days, pieces of output, no. of customers, etc.)._____________
Determine the source of data for each indicator.________________________________________________________________ ________ __________________________________ ______
Indicate how often data on the particular indicator is to be collected (e.g., daily, weekly, monthly, quarterly, semestral, yearly)._________________________________________________
Identify the person/unit responsible for data collection.____________________________________________________________________________________________________________
Identify the baseline data for each indicator. This should reflect data from the current/existing processes, manpower, capital, etc.________________________________________________
Set the target improvement from the baseline once optimization efforts are implemented and take effect.

Outcome/s^ 
Strategiesft^]


