. /_ﬁy,’éb gl EXECUTIVE COMMIT ITEE

ON THE
RATIBN&LIZA I'IGN PROGIZAM

RESCLUTION No. 1
Series of 20006

Rationalization Program’s
Organization angd Staffing Standards and Guidelines

WHEREAS, the government is pursuing [he implementation of the Rationalization
Program in all deparimenis/agencies of lhe Executive Branch, as mandaled under
Execulive Order (EO) No, 366 daled 04 Oclober 2004, o locus govenunenl elforls on ils
vitaifcore funclions and enhance lhe elleclivennss and efliciency of public service
delivery;

WHEREAS, EO 366 dircels all departmenisiagencies of the Execulive Iranch (o
conducl a strategic review of their respeclive operations and arganization lo idenlily the
funclions, programs, aclivilies and projecls which (1) can be scaled down, phased out or
aholished; or (2) where morn resourcos need o Lo climnieled;

WHEREAS, EO 366 provides for lhe crealion of a Chang: Managemenl Team
{CMT) in each departiment lo conduct a siialegic roview awld preparc: o Ralionalizalion
Plan for the whole depariment, including all unitsfburaaus, governmenl-owned andior

~controlled corporalions and otner agencies allached to or under lheir adiminisiralive
supervision;

WHEREAS, there is a need lo provide the CMT of each deparliment/agency
organizational and slaliing slandards/guidelines that would help them in defining (he
approprizate structure and staffing that would supporl (he @entified core lunclions of their

respaclive departments/agencies and in lhe preparation of lheir respeclive Ralionalization
Plan;

NOW, THEREFORE, lhe Raflonalization Program's Exccufive Commilfee,
hereby resolve and approve the allached Organization and Stafling Standards and
Guidelines for ihe use of the CMTs of the depariments/agencins of lhe Execulive Branch
in the preparation of their respective Plan,

ADOPTED, this 172 u]?{jayf:nf___ﬂ,j'_ L 200G iy the Gily of Manila, Philippines.

DEPARTMENT OF BUDGET AND ‘ CIVIL SERVICE COMMISSION

i S

RDLf\NHﬁ‘G. ANDAYA, JR. KARINA GUNST\\ITIN -DFE‘H'ID
Secrelary : Chairpursen

By:,




GOVERNMENT RATIONALIZATION PROGRAM
DEPARTMENT OF BUDGET AND MANAGEMENT-CIVIL SERVICE COMMISSION

ORGANIZATION AND STAFFING STANDARDS AND GUIDELINES
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7 I. INTRODUCTION

This Organization and Stafling Standards and Guidelines has been prepared to provide
a common reference in designing Lho amanizalion siruchoe amed in delannining the stalling
requirements of agancies of the Execulive Branch, in supporl of he Halionalization
Program. - Thoso guidolines are expoclad o be applicd allor the agency bas indorgone o
thorough review of its functions. As a general rule, the proposed erganizalional structure
and slafling must be supportive of the core lunclions idenlifizd by the ayency.

It consisls of three parta:Typology of erganizatinns, arqanizalional guidelines, and Flnl’rirltj
guidelines.  Summaries of perlinenl provisions of he Adminlstrative Gode ol 1987,

Integrated Reorganizalion Plan, and relevanl DBM Circulis are provited lor immediale
reference.

Il. TYPOLOGY OF ORGANIZATIONS

Thero are varous lypes of organizolions wilhin e Lxevulive Unmch.  For common
referance, tha following dofinitions shall o s

Deparimant

A.Deparlment Is the primary subdivision ol lhe Excculive Uranch responsible for the
overall managomenl of a soclor or o pormemont netionnl concerm with. nntionwldo or
international impaci.

Buraau

M Bureau Is a principal subdivislon of a Departiment perlonning a single major funclion
or closely related functions. A Bureau is either stafl or fine.' A Line Bureau direclly
Implements programs pursuant te Department policies. * A Staff Bureau primarily
performs policy, program development, and advisory funclions.”

Service

A Service Is a slall unil whosn limclions arm primarily suppordive of (e mnjor service
objectives of a Department. It may eilher provide lechnical inpuls necessary in the
axercise of the subslanlive funcllons, or monitor the programs of a Ueparlinent; or
perfurm administrative funclions for a Depariment. lls clients include the Department
and the units under it. * :

Fleld Unit

A flold unil Is the “end" and “starl” pulnt of 1 Lopatmaent or Agency or Ling Qoeronu, On
one hand, it Is the end point In the dalivary of necessary public goods and seanvicos, and
therefore, the medium for producing results. On the olher hand, it serves as the poinf of
otigin of feedback and informaltion, !u W oas a esouco lor palonmmanco assessmoent,
policymaking, and program plann ng.>
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Intarmodiate Structures Betwean a Deparlmanl and a Buraau

An intermediale slruclure s an inter-minislarial enfily which may nol compare with the
size of A Daparimant bul noverthelass porforms tnsks hal e ogually sonsitive nnd
important.  This places the enlily on a higher plane than a Burcau. Councils,
Commissions, or Boards, whose operalions cul across several agencies or even

Depardments, and whose area coverage is nalionwide, arme considered intermodiale
struclures. ®

Inter-agency Bodlos, Task Forces and Othar Similar Entitios

Inler-agency commillees, task forces and similar enlilies are ad how bodies thal ame
omanizad to address urgont or cross-culling concarmns amd probloms thal: cnnnol bo

resolved by ordinary processes of exisling ayencies. 1helr mandales are mé-bound,

lll. ORGANIZATION GUIDELINES

A. Goneral Pollcies
The follewing policies should ba observad in designing tha most appropriate organizational
atructura that will exoculo tho agoney'a rationnllzed funetions.

+ The resulting nrﬂaﬁizational slniclure and slalling of agencios should sirclly observe
lhe overriding goal of the Ralionalizalion Program lo improve the delivery of vilal
govemment services in terms of quality, scope, speécd, accounlahilily, and aflordahility
Thus, (he organizalion and slafling slruclure should promole (ocused use of limiled
resources on cora functions and progroms, and :;i|T1n|Il:1|1ﬁ::L::aIy cul oo waslo Al
overlaps by scaling-down, phasing-oul, or abolishing non-core funclions and programs.

+  Organizallonal structuros shall bo degigned an 1o provont o coogonen of ol tgn,

while at the same time insliluting minfmum control points, anly o ensure Accountability
of responsibility areas. :

+ Departmentation of government agencies may follow functional, process, clieninle, or
geographical. approaches, whichever would ensure  cconomy, offocliveness  and
officioncy In sarvice dolivery.

The functional approach combines aclivilies that are indigenous or common 1o 8 major
funclion. It may be adopled whan an entily's funclions are complax hat here is a need
lo subdivide component aclivities. !

The process approach involves grouping of varlous jobsfaclivilies that form he
sequence or components of one complele process perlaining lo a service/product.

In tha clionlele approach, unils nrn"nri‘]nnr?mi o sarve nowirda rangn of requiremanls of -
specific groups or lypes of cllents: It may he considered when the entity has only cne or
a few homogeneous aclivilies, bul calers lo a vary largo segment of the burcaucracy or
general public.

* 1M -anagement UTiee Menorambom ta AN MO Analyste dated 23 Ot 1959




The Asgiatant Secralary shall perform such dulies and lunelions as may o provicdod by
law or asslgned lo him by the Secrciary,” ldeally, an Assistanl Seoreley should

supervise a specliic function, ollice or unit which is distinct [rom that supervised by an
Undersecretary.

In general, the rationalized number of Undersecrelary and Assislant Secrelary posilions
of a Department should not exceed Lhe number provided lor by law. i

The immediale support staff of the OSec provides execulive assislance in a range of
strategic matters and administrative support in general office duties. Specific guidelines
in the staffing of the OSec are indicaled in Annex A.

c. Organization of Internal Management and Support to Operations Units

Except as olherwise provided for by law, each Depariment may have units which shail
perform planning, financial, management and administralive scrvices, inlernal audit, and
olher support lo operations funclions;

In general, lhe Department is given the flexibility to structurelgroup Ils Inlermal
managemont and support lo operallons units In n manner il decms more ollicient and
effective for its organization and operations, provided thal accounlability for the
functional coverage of the internal management and support units as Indicaled in the
Administrative Code of 1887 and other leyal issuances is clear, and provided further
that the budget and staffing of the internal management and support to
‘operations units shall not exceed those of the operations units.

In restructuring these internal management and support to operations units, 1he
Dopartment may refer to the provisions of the Administrativa Code of 1987 and the
Integrated Reorganization Plan of 1972. Summarles are in Annex B and Annex C,
respectively. For the establishment and structuring of nawly prescribed internal
management and support to operations units such as the Internal Audit Service and the
Unified Project Management Office, Annexes D and E, respeclively, serve as
rejerences. -

. rganiratien~f Qnasatinnes' biltes -

The core/majorfvital functions of a DE:paHmranl shaﬂ be- perfﬁrmed by its Dparailuhs ‘
“unils. These operations units may include line and slaff bureaus, and-field uhits.

For Departments with depariment-wide field unils, the bureaus will serve primarily as
staff units to advise and assist the Office of the Secrelary and provide consullalive and
technical services to the operations personnel in the field unils.

1. Organization of a Staff Bureau

A Staff Bureau shall avail itself of the planning, financial and other
support/administrative services in the Depariment Proper. The Bureau may have a
saparate Administrative Division, if circumslances so wanrant, b
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2. Organization of a Line Bureau

A Line Bureau may hava stall units, a5 may he nocessary, colmsponding 1o ho
services of lhe Depariment Proper. Il e Bureau is small, only a single unil
performing combined stall funclions may bo provided, ™

3. Organization of Ficld Units

After sxamining the nced o malntain Field Officos, o Deparbment imust khentily the
appropriale level of ils finld oparalions, Inking into consideration tha oxlont of tho

§ decentralization of its cperations and the provisions of the Local Governmenl Cods
of 1991 on devolution.

In general, Fiald Offices may be croated, if e sources of inpuls lo the agency
produclion procoss, or tha benoficioios or objecls of agoney oulpuls, o 50
spatially localed and distributed across the country. ™ As may he necessary, the
field units shall constilule the operaling anns of a Depariment hal are concerned
with tho direct Implementation of plans and progeuns dran up In accondance wilh
approved policies and standards. As counlerparis of n Depariment in tha region,
lhey shall underlake Dapartment vperalions wilhin their respective jurisdiclions, and
e directly responsible 1o their Depariment Socrelary.™

- Departments are encouraged o maintain only one level of linkdl prosance, i at ol
nocossary. Dopartments am niso. aneourogod Do cloastorfoombliog told olficos Tor
maore effective, yat economical licld service delivery, and o calegorize field unils
Lased on scope of work and deyree of intervention,

Depariments are discouraged lo mainlain a regional oflice in e National Capital
Reglon, To the oxlent possible, e contial oltice shuuld scrve the cllentale b he
MCR. Deparlments with devolved funclions must indicale Lhair plan for phasing-oul
reglonal offices or converting their regional offices ta lower level leld units.

C. Organizalion Guldelines For Line Bureaus
a. Compaosition/Subdivisian of a Line Bureau

A Line Bureau Is composod of unils poronming ceeo, supponl o opottions, aocd hleral
managemont functions. [t may havo administrative fiold offices ns provided for by Inw.

A Line Bureau is headed by a Direclor who imay have one Assislanl Direclor.

In structuring the organization, a Line Bureau may use depailmentation approaches that
it deems most effeclivo yel economical, for service delivery, The basic subdivision of a
Line Bureau is a division.

b. Organlzallon of the OMMco of the Diractur
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Tho Offico of e Diroclor s compososd ol (e Dircclor, Assislanl Director, o
immediale support slaff posilions.  For tha mannig of (he inwiediala suppon slall,
please reior lo Annex A.

¢. Organization of Internal Managoement and Support to Operalions Unils

In general, the policy guldelines for the internal management ad sopponl 1o opealions
unils of a Depadment also apply 16 Lino Duroms,

Line Bureaus may also refer lo lhe Adminlsiralive Gode of 1987 amd lha Inloyrated

Reorganization Plan. Depending on specilic requirements, o Line Bureau may have its

counterpart of the Depariment Services. In this ease, counterparl unils may he o
divigion lovel ontity and may porfonn combinod lnteral managemonlisagpponl Tunclions,
e.11. combined adminisirative, linanclal and manngomonl. .

d. Organization of Operations Units

The core/majorivital functions of a Line Burean shall be perfonned by ils nim'ml'mm".
unils. Line Bureaus may subdivide operalions according lo the mosl appropriale

deparimentalion approach, yel ensuring cffiency, effectivencss, cconomy, and
accountability. The primary subdivision of a Line Bureau is o division.

0. Organlzatlon of Field Units

s may be necassary, field unils may constilule 1he operaling arms of a Line Bureau
!Hm ara concomod- with (he diroct Iinpletmantalion of plans nnd progroms diown up in
accordance with approved policies and standards. As counlarparls of the huresa In Lhe
field, field unils shall underlake bureau operalions within heir respeclive jurisdiclions,
and be direclly responsibie to thalr Bureau Diroctor,'” S

In general, the organizallon guidelines lor lhe department licld units may bo adopled In
arganizing fold units of Lino Buroaus.

D. Organization Guldolines For Intormediate Structures

As a malter of policy, all agencies Iuwar than a Deparimenl shall be placed under the
administrative. ‘supervision or atlached to a deparlment 1mst the Io provide policy or
program-guidance or exercise adminisirative suparvision over il."”

a. Composition/Subdivision of an Intermediate Structure

An intermediate struclure such as a Council, Commission or Board is composed of (he
members of the Council, Commisslon or Doard, and Ihe divisions perfonming cora,
support to aperations, and internal rnannq@mrnt funclions. I may have (ickl offices as

provided for by law. For the appropriale composilion of the oryanization, inlermediale
siructures have to reler o their legal bases.

In restructuring, an Intermediate struchre miy use the uTr:|m|Irnnnr.:linn approne It it

ilnems mnst olfeclivo, yot oconomicnl; for taf,iw[i.i' tnlivary.  1ho basie subedivision of an
intermediate structure may be a division,

" 1200 292 Mook IV Chapler 8 Seclion 41 £2)
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b. Organization of the Offico of tha Head of Agency

Intermediale struclures in the Execulive Branch have varicd lypes ol lop management
organization. In general, tho lovel of the hend of the agency shoukd follow what is
provided for by the law.

The Office of the Head of the Agancy may be provided wilh posilions for exoculive and
adminisirative assistance. For the immediate supporl stalling. refer 1o Annex A,

¢ Organization of Intornal Management and Supporl to Oparations Units

The guldelinas for the organizalion of inletmal monagement and supporl o operations
units of a Depariment also apply lo Inlennodinle simiclurms,

Intonnadialo struclures may also mfer o the Adminlstirmtive Code of 1987 and tho
Integrated Reorganization Plan. Depending on spocilic agoncy ronuirements, nn
intermediate struciure may have s counterparl of the Deparlmentl Services. In this
case, counterpart units may bo a “division level enlity and may perform combinad

internal managementsupport to apermlions funclions, n.g. combinnd ﬁflmrnh'lrﬁtwn
financlal and management

In general, a division level unit of A Departmont that is performing  inlernal
managemenl/supporl lo oporalions Tunclions woukd be a seclion or posilions in a
divislon of an inlermedialo slrucluro.

d. Organlzation of Operations Units

The core/fmajorivital funclions of an Intermexiiale struclure shall be pedormed by ils

operalions unils. The operalions unils of an inlennediale siruclure are its technical
divisions.

e. Organization of Fleld Units

When necessary, intermediale structures may adopt the organizalion guidelines for
Depariment field units in organizing thair Fialkl Unils,

The Field Units of an inlermediale struclure may conslilule the operating arms of the
agency lhat are concermned with the direcl implemenlation of plans and programs in
accordance wilh approved policies and standards. As counlerparls of he inlermediate
structure in the fleld, they shall undertaka inlermedialo struclure operalions within their
respeclive jurisdiclions, and be directly responsible o their Agency Head.,

E. Organization Guldolines for Intor-Agency Commitleas, Task Forcos and Other Shmllar
Entitlos

Inler-agency commillees, lﬂ'ﬂk 'urt.cs and olber similar enliics whose  (unclional
concerns can he subsumod undor an axisting unit of o Depacimant oy o alolishod.
As a palicy, Departrmant/Agency heads are encouraged lo call on any agency of
government or lhe privale seclor for assistance n lwe exercise of (helr funclions,
whenever necessary. Thus, inslilutionalization of such enlilies is no longer necessary.

™ e 292 Dok 1V Cluipaer 3 Seetion 41 (2)




V. Staffing Guidelines

A,

=

General Policies

In general, all aulhorized/plontilia positions, fded o untiomded, should be considered in
the review of lhe Departmenl/Agency's slalfing pallem. Aller ralionalization, lhe
Depardment/Agency's revised sfaffing pattern should have lower than or al least the
same number of filled positions at the siart of the ralionalization effort; and, that the

resiiting total personngl services budget should be lower than or at least does not
exceed the budget for personal services at the slart of the rationalization elforis.

Prior to the preparalion of the proposed stafling patlern, DeparimentsiAgencies may identify
functions that could be effeclively oulsourcediconiracicd oul. Conlracling oulioulsourcing
may be considered in bath core and non-core funclions when it is deemed more efflicient

and economical for the Deparimentifgency, provided [hal accountability mechanising are in
place.

Guides In the Staffing of an Organization

a. Reduce funclions/programs inlo aclivilies/lnsks lo identily slaffing requirements.

b, Delermine skills/compelenicics requirad to perfonn the lunclioms/activilies/lasks.

c. Match aclivilies/lasks with posilions in the Index of Occupalional Services; Posilion
Titles and Salary Grades (I103) for the National Government lo delermine the
appropriate position title. 'Whenever possible, prefarence should be given to generic
over specialist posilions, for flexibilily.

d. Determine the number of posittons required based on workioned,

a.. Apart from the unit head, allow one-ol-a-kind higher or senior level position and provide
at leasl one enfrance leve! position,

f. As much as possible, limit the provision of assistants.
(. Ohserve an oplimal ratio betwoaon lechnical amd adiminiseative positions,

Allowable Staffing Actions

Under the Rationalization Program, the DeparlmentiAgency may consider (he following

_ slaffing aclions lo rationalize ils staffing patiemn:

a. Abolition of positions
Abalition means eliminalion of an obsulele andfor unnecessary position.
E

b. Conversion of positions {

Conversion of posilion means the abolition of vacant posilion/s: and the creation of
another position In its/their stead with the same, lower or higher salary range/grade.

1



c¢. Reclassification of Positions

Reclassilicalion s a Torm of stalling mudilicalion andiar posilion classilication action
which may bo applied lo filled positlons, only when oo has been o substantial
change in the regular dulies and responsibililles of the incumbent of the position. This
may resuit in a change in any or all of the posilion altributes:- posiliun litle, level and
salary grade, For the delailod gultlﬂlinc‘ tofor Lo Dudgel Circular 2006-5 dated] 16
August 2005,

d. Retitling of positions

All adminislralive supgurl.'pcsilimis shall bo ralilled in accordance with DB Budgel
Circular 2004-3 and 2004-3A :

. Creation of Positions

The scrap and build policy must be observed when proposing new positions.
Departmenls/Agoncies may create now posilions as long os lhere are comesponding
obsolete/unnecessary but funded posilions thLh can be nbalished Lo support the
Lmatlnn of the new posillon/s.

All staffing modifications involving roeclassification, conversion, and crealion of
pasitions shall be In accordance wilh the 105 for Nallonal Government.

D. Level of Agency Heads

For reference, the following tables Indicate e appropriale levels of designated heads of
agenciesforganizallonal unils*

a. Organic Structure

“Organizational Unif | Head’
Department Secrelary
Bureau Direclor IV
Service .| Direclor 1l
Branch S DireCae I Y
Division ~ | Chief (SG 24)
b. Field Units
Fleld Unit Departmont Intermediate l Line Burcau
T S | struclures ol
Area Director IV Diregtor Il | Direclor Il
* | Reglonal Direclor |V | Direcior III = ‘ Dirgclor i
Pravincial Direclor il | Direclor | Division Chief

* Exceplions may only bae offowed as provided in the 105 ':.-.;;, I.'mryn} prositiong,
"
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ANNEX A

Guldelines on the Iimmediate Support Staff of a Department’s Key Officials
A. Rola of tho Immadiate Support Staff

The immediale support stafl may consist of persounet that will provilde mercualvn assistonen
and administrative assistance 1o koy posilions of the DeparlmentAgency. The Dxocidive
Assistance stall shall proylde oxeculive suppor! In o range of strategic matlers involving the
performance ol a variely of lechnicol and administralive tasks.  The Adiminisirofive Assislonen
sltalf shall provide adminislrative support in general office dutias, inclurding bul pol limited 1o,
socrelarial, clarical, chauffauring, mossengerial and reproduction werlk.,

B. Composition

The composilion of the immediate support stafl shall be based on Hhe |:-:'|"|1|:H1 ol he olficial in
lho urunnimllun 10 welt:

Solmy | Maxinwm | 1 Tigglanesit 1 lighrst
(el Allivwahlin [ reupbinee Sefrotidntinive
Pusilion ol Fligenbver ol Aninbit Anaisinnt
TR Praesllbans el I Sl
wparinnd Socralary, 1 land of n 1 111 I {CH T Terenilrar
Depardmai - Loval Aganey Foan llll‘.l'f' Atleninielrtive
Ansinlanl V,
S5-I
[ropartment Undmisecralary, AN Ii | wnvesilive TR
. Chairman of o Commission Avniadal 1%, L Aadimintialeaitive
atachod (o a Degparimant, Heacd of R Assizla 11,
an Infarmailinin Lowal Agoncy N L
Droparimant  Aaslsiant Secroliey, At 1 [ wareilier | Adlialidstoatlee
Momber of Ao Commiasion allachn Misrletant 1 i Annislanl V, 5.03-
to a Daparimenl, Hoad of an - P
Intorinodinla Lovel Agongy, o |
Iiresichese IV, 0 foreel exd oo Do or M / Ll AT
organizatlon aquivalont ta n Ansisto 1,
Duranu, Daparmont Roglonnal Hi5-h
Diroctor, Daparimani Sarvicn Pl
Chiet Fhdar P =7
Director II, Hoad of a Burenu n ? Aadininlslealive
Reglonnl Olfico or erganizalion Ansislom |, 5i3-
nauivalont to A Buraau Rogional !
Olfico b A

Agencies have the option o determine the mix of exercutive assistant and adminisirtive
assistanl prsillons for the Departmonl Socrelmy, Undemecrelary and Assislanl Seurelary or
thalr oquivalents, provided that they sholl ool eceend e maximuan allowable mnber and
highesl level of positlons.




"-\.

%

C. Appointment

The appoiniment ol those who provide axeculive assistanen, private secrelaial el
chaulffouring services shall be co-lerminus wilh Uiy otficind being soved.

Positions In the offices of the aforementioned officials rendering adminislrative assistance
services, except for he Privale Secrelary amd Driver, may be conserled o cneer posilions,

D. Other Guidolinas

1.

calten
To preserve the hierarcfiy of pasitions, thera shionld bo nossgdisity in e Ievel of each fypo

of position, except for Executive Assistanl positions allocated o SG 17 and bolow, amd
administralive positions allocated o SG 9 and hinlow,

To conform wilh the slalling model pravided, agencies shall adopl the scrap and bedid policy
whoro oxisling vocant posilions may b abulisiiad Lo cienle e eckssity appropriale
positions, working within the funding limitations. The number of mmedinte support stall may

be less than the prescribed slalling model,

- Agencies should see lo it that the [uli eguiremients for personal services  Tor
crealed/reclassified/converled posilions woukl nol oxcend the amounl generated Trom
lhe abalition of posilions. -

The agency may resorl also lo thoe wansfedfiedeployiment ol posilion: from other units within
tho agoncy. ;

- The lranslerfredeployment of posilions may involve e eckesilication of positions
basod on tho stnfling hor®in prosciiboed.
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ANNEX C

Summary of the Provisions of the Infegrated Reorganization Man of 1972

Part II, Chaplar I, Articlos 11-VI

Planning Service

Tho Planning Service provikies the Depardmenl with sorvices eolatiogg o plaoning, proegramming,
and project development, and such olhor functions os may be provisked tor by B 1L inay have
a Planning and Prﬂi;rﬂmmlnq Division, an Prajo l‘.lr".rnltuunrun aned valuation Division, il A
Research and Stalislics Division.

Planning and Programming Division

Formulates long-range and annual plans and programs tor the Deparliment;

Formulales basic policics and guidelines for the prepitation of the Uepartimenty
budgel, including thoso for tho delailrd alloenlion of Tuads for capital outlays, sl
coordinale with the Budget Division in tha preparation of the Department budyot;
Formulates crileria for delonmindng priorilios lor pooposed peojecls, and acoordiogly
saloct capilal projects for funding sl moecalion,  incheling  appeopriintn lioonecing
schemes;

Undertakes such reprogramming as nocessiny in accordnnen witlh nelual rosourcns
maclo nvallabila, Including the detarmbatlon of cof Dewkes oaelon predeecta des o sl
from unprogrammed lo programmed calegory;

Evaluales periodically pedormance repols,. ond integiate project implicidion Tor
aggregative planning;

Mairtains liaison with the central planning agency aml olber approprinde cconomic or
planning bodles; and

Performs such other functions as may b provided by law.

Project Development and Evaluation Divislon

Initiates andfor provides support for the dovelopment of projects by e various hureaus
and offices of the Department in accordance with approved priority areas;

Evaluales projects proposed by unils of the Depariment according o lechnical and
economic feasibility and prescribed slandards;

Undertakes major project development activilics;

Roviows lho progress of projocls  under oplemcnlabion agalnst sel slandards,
objectives, and schedules; and

Performs such olher functions as may be provided by law.

Rosoarch and Statlstics Divislon : >

L

Compiles, analyzes and inlegrales stalistical data, including operational statistics:
Assists In the fomulation of polley proposals and general economic guidelines,
Develops projeclions, forecasls, and propares economic reporis and roviews based on
conducted research;

Undertakes continuing arlal}rsts ol econuric conditions and trends relaling o he
secloral area In which lho DE‘DFIFIIHFH'[ Is coneernnd; aml

Performs such other functions as may be provitded by law,

Financial and Management Sewlcu

14
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Ihe Financinl and Movasceaocnl Seogees pelvicens geod cesinba e Sonaolary one ety
finaneial, and management malieis  omery e s Aceoonbing Do, s Podget Division,
and a Monagement Divislon.

Budget Divislon :

» Develops and improves budgelary metlorls, procedoeos o jostifications,

+ Provides, subjocl to budgetary coilings. fund estinmles ine muppoil of the Depaitmont's
operalions, plans and programs;

+ Assisls managemenl in the presentation ol tha Deparment's huqll;mtnw eslitnalns
belare administrative and lagislative Lodins,

» Provides technical assistance lo subodinate Bunkgel wnils in the application sl
ulilization of budgelagy mothods and the budgr qy.m om;

« Prepares annunl linanclal work plons;

+ Allocales, In coordination with the Planning Servicn, available [unds lo progroms on the
basis of appraoved guidelines and priorities;

« lssues allolmont advice In supporl of e fund regquivement. Tor Qe r:rr11|1r!| ol the
operalions under each program; :

+ Raviews perdormance reporls o dolerming conformance with sct standards;

+« Prepares financial reporls for management guidance and as required by higher
aJlhorilies; and

» Performs such other funclions as may be provided by law.

Accounting Divislon

= JAdvises management on linancial mallers;

« Prepares and submils lnancial reporls W ovuegeswad od olhor goveonnenl
Departments and agencies authorized to receive such repons;

» Maintains basic and subsidiary accounting records and buoks of accounts lo reflect
accurale and currant financial informeation weouired Ty owistiog auditing rales aned
regulations and by management,

« Cerlifles to the availability of funds and obligales funds;

+ Processes requisilions, vouchers and reports of colleclons sl disbursemonls,

* Prepares billings to deblors of the National Governmenl; anc

» Performs such other funclions as may be provided by lnw

Management Divislon

« Develops plan and program objeclives relative lo nmnnqnmcnl improvement in the
Daparimant;

+ ' Examines the administrative orgonizalion  of e Depatment and  makns
recommendations for improvement; -

+  Maintains and updalas the Deparimenl's organizalion and ollier manuals;

* Underlakes regular management surveys of orgimizalional slruclurn, manpower, and
opaeralions; sludies special problems as  assioned;  reviews  oxisling mnllmch
procedures, and syslems; and makes rbcommendations [ur improvement;

+ Develops new and improved management syslems,; exorclses stalf supervislon over the
implementation of such improvementls; and provides Iraining in the use of the syslem/s;

» Develops stalling slandards and manpower requirements for the Department,

Parforms such other funclions as may bo providod Dy e,

Administrative Service .

The Administralive Service is rusponsible for the provision of servicos relating to personnel,,
loga! assistance, dnoromation, recordy, delivery and vecoipl of comrrnspondence, supplios,
equipment, collections, disbursements, security and cuslodial work 1o the Departiment. It may



beveny o erscrst Dhivision, o B esgal i, oy Ciomeepal S gie oo, [ g

e, sbein ] caih Doalesines sy

Liviglzn,

Personnel Division

m'r‘ .

Advises managaement on paersonnel policy and ndiinisteaton:

Ceovelops and administers o parsonnel progoane whiche shall inchode seloction snel
placemant, classification and pay, career and einployiment desvelopment, penfonmninen
raling, employee relalions and wellare servicos;

Acts on all malters concerning ' allendance, leaves of hsence, nmmlnluu:rﬂs.
promotions, ransfers and olhor personnael transaeclions;

Conducts training programs in the Deparlinem;

Maintains personnel records and stalislics; anid

Performs such other funclions as may be provided [y liw,

Legal Division

Provides legal advice lo the Sccrotary, e Unibmisecoetany sl e bureaus aod olfices
of the Depariment;

Interprets laws and rules affecling the operalion ol the Department;

Frepares confracls and inslrumenls o which the- Depardiment is o parly, interproling -
provisions of contracts covoring work performnid for ha Deparimient by private enlilios;
Conducts adminlisiralive investigation, including the review of adminisirative charyes
against employees of the Departiment;

Assisls In the promulgalion of rules govarning the acliviting of the Depadmant:

Fre'paras comments on proposed legislation concarning the Depadment;

Asslsls the Solicilor General in cowU liligation in which this Depan ool is iovalves); il
Parforms such othor funclions as may he provided by law,

Q&l’- /'I‘nrurmailnn Divislon
Davelops programs lo have the policies, plans aml activilins of he Depatiment propetly

ﬂ&d”Guno

understood by the public;

Produces and disseminales media materials 1o implement the infonmalion progeam of
the Depariment;

Coordinales wilh the Public Information Office in thn Office of the President: and
Performs such olher funclions as may Lo providod by law.

ral Services Divislon {(GSD)

Provides policy guldance on the maintenance and Aisposition of recorls and on the
procuremenl and storage of supplies in accondonco wilth government  prescribed
slandards;
Files and maintains nocossary recurds and establishos o reconds dis FJU,IiIUH program
for the Deparimenl;
Provides mail, Iranspartation, custodial, and ur-nnml ilility services for the Depaddiment;
Procures, slores, and distributes the supplies and equipment of lhe Uepaitinent, and
conducls periodic Inventorles of lho same; _
Provides and coordinales messengerial, duplicaling and lyping pool services,
Receives, collecls, and deposils cash, prepares payrolls and pmr,r"-m-w vouchers for
payment of the Deparlment's obligalions; and
Performs such other functions as may bé provided by law,

i

Technlcal Sarvice .

Whenever necessary, a Technical Service shall be eslablished o lake charge of lechnical staif

aclivities peculiar to a Dapartment and which cannot be alloeated (o lhe lhree other services or
tho bureaus.

I



ANNEX D

: | On the Creation of an Internal Audit Service (1AS)

The Intemal Audit Servica is responsible for assisting management in achieving an effecliva
and efficlent fiscal adminlstration and performance of agency affairs and functions, without
intruding Into the authority and mandale of COA."™ Iis functions include, among olhers, (a)
apprrisal of procedures as to efliclency or adequacy, (b) appralsai of personnel efficlency; (c)
verification and analysis of financial operalions dala o ascerlain il atlendant managoment
information systems generale dala or repors thal are complele, accurate and valid, (d)
verification of the extent of compliance with accounting procedures, governmenlal regulaticns,
depariment policles and programs, achievement of performanco targets and contraciual
abligations; (e) prevention and detection of fraud or dishonesty; (i) review of cases involving
misusa of agency property; and (g) when requested, performance of miscellaneous services,
including special Investigations and assistance lo oulside conlacis such as the COA. The
determination of effectiveness and adequacy of securily and managemeaent conirols over

Informalian syslems and databases and Lheir integrily are deomed part of tha uparal.ians and
financial audit.

The IAS shall report directly lo the Department Secretary or his cquivalent. The audit shali
cover audit areas In the Office of the Secrelary, bureaus. offices and agencies,” including fiel

offices, regulatory agencbaﬁz and other agencies under the supervision and control or
aﬁmirﬂstrativa supervision® of the Dopariment.

The IAS shall be headed by a Direclor IHl or as may be provided by the Adminisirative Cade of
1987 or other special laws. [t shall have an Operations Audit Division and a Financial Audit
Division. Each Division shall be headed by an Internal Auditor V with 'the rank of Division Chiuf
with a Salary Grade of 24, ;

Agencles atlac:haa to the Department for policy and program coordination may have a separate
Internal Audit Unit (JAU), which shall report to tho head of the agency. In case of mulli-headed
altached agencias, said IAU shall rapor to lha governing body. Small agencies altached to a
Department, may however, opt to avail of lhe services of the IAS of the Deparimeni.

For GOCCs/GFls

In case of a government-owned and/or controlled corporation, the 1AU shall report 1o the Audit
Commiltee, which in turn, shall report to the governing board of said corporation.”

" Section 1, par, 2, AO 70, 4. 2003
* Section 39, Chapter &, Book 1V, LO 292, “;,l he A dwinistimive Code of 1987°
! Section 42, ibid

. Wy Administretive Supervision = () J".l.lmlnlr.tmwc supervision which shall govern the adminisiralive

relationship between a department or ils equivalent and rcglllmury ppencics ar olher apencies 05 may be provided by
law, shall be limited to the autherity of the department or its equivalent to x x x canse the conduct u[rmmngcm!,nl
audit, performance gvaluation and inspeetion to delcrmine ompliance with policies, standards and guidelines of (he

i!‘gm_[{_q}_gm_; x x x {Section 8, Chapter 7, Book Iv, EO 292 (" The Administrative Code of 1987")
ltem | {9), Code of Corporale Governance, Sccuritics sod Fxehamge Convmigsivn



ANNEX E
On the Creation of a Unified Pruject Management Office/Unit

The Project. Management Bffice/Unil is resporsible for tho managemen! and opealion of
profocts of the agericy in a consolidaled and unilied manner, wilh the folluwing key funclions:
(a) project operations planning; (b) projoct monitorngfovaluntion: (¢} projoct sovrdination
"oversight”; (d) project operation and management: (o} touble shooling: (f) finkncial
management; - (g) coordination wilh wvarous stakeholders, and (h) post  projacl
complalion/mainsireaming of project concerns in regular aclivilies.

A uniflad PMO may be eslablishod In agencies (Depariments, altached agencies, line burgaus)
with two or more davelopment prajects which nead focusad implomentsiion 1o comply wills
vxpressed commilments and ensure allalnment of larget sectoral and agency oulpuis and
suloomes. It may elso be created In agencies with a single development project provided e

: Tﬁllﬂwlng condilions are presont:

v Project components are "capital Inlensive™, Le., will lnvolve indrastraciu asfeivil works
and other capital oullays (exception, however, are thosa nvolving puraly jwocurement
projects);

* Implementation will involve lwo or more agencies eumm within the departmoni, aciuss
depariments, GOCCs and other govemment instrumentalilies, 2 1d or seclors; and

« Physlcal implementation wili be in two or moia areas.

A Unified PMO may be eslablished as & separala unil within the deparlinent, or, an oxisling unil
{e.g. bureau, service, division) may serve as the Unilied PMO as may be deemed approprinde
or consistent with or relaled lo existing funclions. The funcllons, slruclure, and staffing ol sail
unified PMO shall be in accordance with the provisions of National Budget Circular 485 dJaled
March 12, 2003,
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