_,M " EXECUTIVE COMMITTTEE
et b |

i ON THE i
RATIONALIZATION PROGRAM

RESOQLUTION MNo. 1
Series of 2006

Rationalization Program’s
Organization and Staffing Standards and Guidelines

WHEREAS, the government is pursuing the implementation af the Rationalization
Program in all depariments/agencies of lhe Executive Branch, as mandaled under
Execulive Order (EQ) No, 366 dated 04 Jelober 2004, 1o locus governument efforls o ils
vitai/core funclions and enhance (he ellaclivennss  and efliciency of public service
delivery;

WHEREAS, EO 366 dircels nll deparimenls/ngencies of e Exeentive el (¥
conducl a sirategic review of their respective operations anr nrganization Lo idenlify 1he
funclions, programs, aclivilies and projecls which (1) can be scalod thown, phased oul or
abolished; or (2) where morn resourcos need o bo channeld:

WHEREAS, EO 366 provides for the creation of 3 Change Managemenl Team
{CMT) in each department lo conduct a slralogic roview sl Prepare: o Ralionalizalion
Plan for the whole deparlment, including all unitsfburaans, oovernmenl-owned andinr

—controlled corporalions and other agencies allached o or under heir adiminislralive
supervision:

WHEREAS, there is a need ‘lo provide the CMT of each department/agency
organizational and slaffing slandards/guidelines that wonld help them in defining he
approprizate structure and staffing that would supporl the identified core funclions of their

respeclive departments/agencies and in Lhe preparation of their respeclive Rationatization
Plan;

: NOW, THEREFORE, (he Rationalization Program’s Exccufive Commiltee,
hereby resolve and approve the allached Organization and Stalling Standards and
Guidelines for (he use of the CMTs of the departments/agencios of lhe Execulive Branch
in the preparation of (helr respeclive Plan,

ADOPTED, this 12 6hday of [ . 200G iy the Cily of Manita, Philippines.

——

CEPARTMENT OF BUDGET AND  GIVIL SERVIGE COMMISSION

MANAGEMENT -
e T
Ll X \Ei W
H'DL;’.NUD G. ANDAYA, JR. KARINA CONSTANTIN -DAVID

Secrelary Chairperson




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

ORGANIZATION AND STAFFING STANDARDS AND GUIDELINES
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INTRODUCTION

This Organization and Slaffing Standards and Guidelines has boon prepared to provide
a common relerence in designing tha arganizalion siichen Aaned in clelonmining thn shalfing
requirements of agancies of the Execulive Branch, in stpporl of ke RKalionalizalion
Program. - Theso guidelines arg cxpoclad W e applicd oflor g ageney has undorgone o .
thorough review of its functions. As a general rule, he proposed organizational structuro
anc. staffing must be suppartive of the core fu netions idenlifizd by the HLENCY.

It consisls of three parta: Typology of organizalions, arganizalional rvidedines, aned .-;1nF|’ir;;'
yuidelines.  Sumnmaries of pertinent provisions of the Adminstralive Lode of 1987,

Integrated Reorganization Plan, and relovanl DBM Circulais are Provitled for immadiale.
relarence,

TYPOLOGY OF ORGANIZATIONS

Thero are varous lypos of organizations within e Cxeculiva Uil For cominon
referance, the following dofinitions shall ba Lisienl;

Department

A.Deparlment Is the primary subdivision ol lhe Execulive Uraneh responsible aor tha
- overall managomenl of n soclor or o parmanant pational concern wilh nntionwlilo or
international impact.

Burcau

A Bureau Is a principal subdivision of a Departinent pedonming a single major Tunclion
or closely related functions. A Bureau is either stall or fine.' A Line Bureau dirccily
Implements programs pursuant to Depariment policies. * A Stall Bureau primarily
performs policy, program development, arq advisory functions.

Service

A Service is a stalf unil whosn lunclions arn primavily supporlive of e Mnjor sendinn
abjectives of a Department. It may eilher provide lechnical inpuls necessary in lhe
exerciso of the subslanlive functions, or monitor the mregrams of a Beparlment or
perfurm administrative funclions for a Department. s cliems include he Deparliment
and the units under It. * :

Fiald Unit

Afleld unil Is the "and” and “starl” pulnt of o Lepatmaent er Agency or Line Duroau, On
one hand, it Is the end paint In the dolivary of nacossary pulilie goods aned sorvicos, and
therefore, the medium for producing results. On the olhier hand, it serves as the poinf of
otiglh of Teedback and informatlon, “mw o o tsouce for pedonmnnco assessment,
policymaking, and program planniig.’
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Intermediate Structures Boiween a Bepartmietl and a Burnay

An intemmediale slruclure is an inter-ministarial entily which may nol compare with the
size of a Daparlment bul novertholass porforms Insks 1hat nre agually sansitive aned
important.  This places the enlily on a higher plane than a Buraau. Councils,
Commisslons, or Boards, whosa operalions cul across sevoral agencies or even

Departments, and whose area coverage is nalionwide, arme considered intermodiate
struclures, ®

Intor-agency Bodies,*Task Forces and Other Shinflar Enfitios

Inler-agency commillees, task forces and ::imirnr onlilios aro 20 hoe bodles thal arn
orpanizad to address urgont or cross-culling concarns aml proviloms thal: cnnnat ho

resolved by ordinary processes of exisling agencies. 1heir mandates are time-bound,

lll. ORGANIZATION GUIDELINES

A. Goneral Policles

=

The following pollcies should be observar in designing the most appropriatn arganizational
struciuro that will exocule tho agoney'a rationnllzed funetions.

¢ The resulting organizational slruclure and slaffing of agencios should striclly cbserve
lhe overriding goal of the Ralisnalization Program to improve the delivery of vital
govemment services in terms of quality, scope, spead, accounlahility, ancd affordahility
Thus, the organizalion ard slaffing slruclure should promols focused use of limited
resources on cora funclions and progroems, Al -.;i:mult:nuénusly cul chevwn wasla ane
overlaps by scaling-down, phasing-out, or abolishing non-core funclions and programs.

* Organizallonal strucluros shall bo dosigned aa 1o provont D g nnen ol ol tpn,

while at the same time instiluting minimum control peints, anly o ensure accountability
of responsibility areas. =

* Departmentation of gevernment agencies may follow functional, process, clicniole, or

geographical . approaches, whichever would ensure cconomy,  ofleclivencss  and
officioncy In sorvice dollvery,

The functional approach combines aclivilies that are indigenous or common lo a major
funclion. It may be adopled when on enlily's funclions are comiplax that here s a noed
lo subdivide companent aclivities. :

The process approach invelves grouping of varlous jobsiaclivities that form Ihe
sequenco or components of one complale process perlaining to a service/product.

In tha cliontsle approach, uniln are ofinnizad 1o sarve nwirln ranfe of requiremenls of -
specific groups or lypes of cllents it may be considered when the enlily has only cne or
a few homogeneous aclivities, but calors (o a very largo segment of the burcaucracy or
genaral public,

* LIIM-anagensent Ofee Mermarsimlsis ta Al b4 Analysty clteal 23 Ehgnalier 19 23




The Assistant Secralary shall perform such dulies and lunetions s may hn provided by
law or asslgned lo him by the Sceretary.” ldeally, an Assistint Seoilary should

supervise a speciiic function, alfice or unit which is distinct lrom that supervised by an
Undersecretary.

In general, the raionalized number of Undersecrelary and Assislant Secretary posilions
of a Department should not exceed the number provided for by law. "'

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

¢. Organization of Internal Management and Support to Operations Unils

Except as otherwise provided for by law, each Deparlment may have units which shall
perform planning, financial, management and administralive scervices, inlernal audit, and
olher support lo operations funclions.

In general, lhe Department iz given the flexibifity to structure/group ils Intermal
managemenl and support lo aperatlons units It o manner il deams more allicient and
effective for its organization and operations, provided hal accounlability for the
functional coverage of the internal management and support unils 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 unils, lhe
Department may refer to the provislons of the Administrativa Code of 1887 and the
Integrated Reorganization Plan of 1972, Summaries are in Annex B-and Annex C,
respectively. For the establishment and structuring of newly prescribed internal
management and support to operations units such as the Internal Audit Service and lhe
Unified Project Management Office, Annexes D and E, respeclively, serve as
relaerences. -

4. gpnizatienaf Qnasatinnes'biites - -

The core/majorivital functions of a Department shall ‘e performed by its operations -
“'units. These operations units may include line and staff bureaus, and-field units.

For Departmants with depariment-wide field units, the bureaus will serve primarily as
staff units to advise and assist the Office of the Secretary and provide consultalive 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
supportfadministrative services in the Depariment Praper. The Bureau may have a
separate Administrative Division, if circumslances so warrant, 32
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g : 2. Organization of a Line Bureay

A Line Bureau may hava slall units. a1 ey e nncessary, cornspanding I e
sarvices of the Department Proper. Il e Bureay js small, ooly a single unit

parforming combined stall functions may bo provided, ™

3. Organization of Field Units

After examining the need to maintain Field Officos, = Daparlment mus| lhantily (he
appropriale lavel of ils finld oparalions, Inking into consideralinn ther axlant of 1hn

7 decentralization of its operations and the provisions of the Local Gavernmenl Code
of 1991 on devolution. :

In general, Fiald Offices may he croated, T the sources of inpuls 1o the agency
produclion process, or (ho bonaflcindas ar objomls of igoney aulputs, o so
spatlally located and distributed across the country, ¥ As may he necassary, the
field unils shall constitute the aperaling arns of a Deparment thal are concerned
with tho direct Implementation of plans aned programs draan up In aceordance wilh
approved policies and standards, As caunlarparls of a Depadment in tha rojion,
lhey shall underlake Department operalions wilhin their respective Jurisdiclions, and
ba dirsctly responsible to thelr Department Souvrelary.™

. Departments are encouraged o maintain only one level of Tick prosencea, if at all
nacossary. Doparlments arn niso aneourngtd to chastorcomblin okl offices [ear
more effectiva, yat economical ficld service delivery, and lo calegorize field Linils
Lased on scops of work and degree of inlervantion,

Departments are discouraged lo maintain a rafional office in the Nalional Capital
Roglon, To tho oxlent possible, e contiul olfive shuuld serve the ellentole In e
NCR. Departments with devolvad funclions mus| indicate thair plan fer hasing-oul
reglonal offices or converting their regional offices ta lower level Mield units,

C. Organization Guldelines For Line Bureaus
a. Compositien/Subdivision of a Line Bureau

A Lino Bureau Is composod of unils potonning core, suppon oy opatlons, and Inlemel
managemont functions. It may have adminisirative fiold officos ns providad for hy Inw,

A Line Bureau is headad by a Direclor who may have one Assislanl Director,

In structuring the organizalion, a Line Bureau may use depailmentation approaches that
it deems most efleclivo yel scotniomical, for sorvico delivery. The basic subdivision of a
Line Bureau is a division,

b. Organlzation of the Olfico of tho Diractor

i
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Tho Offico of o Diroclor s virposes]l ol (i Larelor,  Aseinlanl Direchor, and
immadiale support staff posilions.  For ha manning of the ivwnediale supponl sialf,
please refer lo Annox A

¢. Organization of Internal Management and support to Operations Unifs

In general, the policy guidelines for {he internal marsgoment and suppetl o opoeralions
units of & Deparment also apply o Line Duromgs,

Line Bureaus may also refer 1o lhe Adminislrative Gode of 19a7 and ha Inlegrated
Reorganization Plan. Depending on specifi; requircments, o Line Bureay may have ity
coutterpart of tha Depariment Services In this easa, tounleqaarl unils may he o
division lovel onlity and muoy oot combling hitormal EIGEsuppor funeliones,

.. comhined adminisirative, financlal ancd managemont, .

d. Organization of Operations Units

The core/majorivital functions of a Lina Burean shall be nedormed by s operalions
unils. Line Bureaus may subdivide operalions according to the mosl appropriale
deparimentation approach, yet ensuring  cffiency, effectiveness, cconomy, and
accountahilily, The primary subdivision of o | ine Bureau s o division.

‘8. Organlzation of Field Units

As may be necessary, field unils may conslilule he operaling arms of a Ling Burpau
that ara concornm with ho diroct Implemantation of Pl ond progroems driwn L in
accordance with approved policies and standards, Ae eounlampars of the huresu In o
field, field unils shal underlake bureau operalions within their respoclive jurisdiclions,
and be direclly responsibie to thelr Buroay Director, '

In general, the oryanization guidelines for the dapartment liczld units may ho adoplod in
orgonizing fiold units of Line Buronies. ;

D. Organization Guldolines For Intormediate Struetures

As a maller of i:m![c_v, all agencies lower than Depariment shall be nlaced under the
administrative. supervision or altached to a deparlment yes able to provide palicy or
Program-guidance or exercise administrative supervision ovaor "7

a. Composition/Subdivision of an Intermediate Structure

An intermediate struclure such as a Coungil, Commission or Board is composad of the
members of the Council, Commisslon or Board, mwt o livisiong nerlorming corn,
support to operations, and internal management unclions, I may have ficld offices as
provided for by law. For the appropriale composition of (g Grganization, inlermediale
slructures have to refer Lo thei legal bases. ;

In resirucluring, an Intermediate structre MRy tse e 1rr:|1;||Ir:]f?l"nl[r:ll-:r|1pr:}rlt;lr if
tlnoms mos| elfoclive, yot oconamieal; for sgrvice dolivory, 1he baaie subwlivision of an
intermediate structure may be a divisinn,

" 1500 292 ook IV Chapter 8 Seelion 4] 2)
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b. Organizalion of the Office of tho Headl of Agoncy

Intermediale struclures in the Execulive Branch have variod Lypes ol lop managemoent
organization. -In general, tha loval of the head of (o agoney shauld follow what is
provided for by the law. ;

The Office of the Head of the Agency may be provided wilth posilions [or exceulive and
administrative assistance. For the Immediate supporl slalling, refer 1o Annex A,

¢ Organization of Intornal Managament and Supparl fo Opaerations Unlts

The guldelinas for the organlzation of intemal monagement aid supporl lo operations
unils of a Department also apply lo Iilennodialo stniciurns. :

Intomedialo slruclures may also refer 1o e Adminlstmtive Code of 98T and tho
Integraled Rearganization Plan, Depending on spacilic agency ranquiremenls, an
intermediate structure may have its counterparl of the Deparlment Services. In this
case, counlerparl units may be a ‘diviston level enlity and may perform combingd
internal management/support to operalions funclions, e, combinad ardministrative,
financlal and management. i :

In general, a division level unit of a Department that is  performing  inlernal
management/supporl 1o operalions Tunclions would Le a seclion or posilions In o
divislon of an Intermedialo struclura.

d. -Organlzation of Operations Units

The core/majorfvital funclions of an Intermodiale struclurn shall he pedomed by ils

operalions unils. The operalions units of an nlennediale slruclure are ils technical
dlvisions.

0. Organization of Fleld Units

When necessary, intermediate struclures may adopt the organizalion guidelines for’
Department field units in organizing their Fiald Unils,

The Field Units of an inlermediate struclure may conslitule the operating arms of the
agency lhat are concerned with the direct implemantation of plans and programs in
accordance wilh approved policies and standards. As counlerparls of he inlermediale
structure in the field, they shall undertaka intermediale struclure operalions within thelr
respeclive jurisdictions, and be direclly responsible to their Agency Head,

E. Organization Guldelines for Inter-Agency Commilleos, Task Forcos and Other Sknllar
Entitlos

Inler-agency commilicas, lask firces and olher similar enliies whose funclivnal
concaerns can bo subsumod uidor an oxisling unit of a Dopacimant may ba abolishad.
As a palicy, DepartmentAgency heads are encouraged lo call on any agency of
government or the privale seclor Tor assistance i e exercise of el lunclions,
whenever necessary. Thus, inslilutionalization of such enlitics is no longer necessary,

L 1562 292 [Bash |V£'|ul|1lr:r H Hection 41 (2)




IV. Staffing Guidelines

A. General Policies

In-general, all authorizeddplantilla positions, funded or v, shoukd e consideed in
the review of the Department/Agency's slafling valtern.  After ralionalizalion, he
Deparlment/Agency's revised staffing pattern should have lower than or al least the
same number of filled positions at the start of the ralinnalization eflort; and, that the
resiting total personngl services budget should be lower than or at least does not
exceed the budget for personal services at the start of the ralicnalizalion effarts.

Prior o the preparation of the proposed stafling patlern, Departinents/Agencies may identify
functions that could be effeclively oulsourcediconlraciod oul. Conlracting oulfoulsoursing
may be considered in both core and non-core funclions when it is deemed more aflicient
and economical for the Departmentifgency, provided hal accoumbability mechanisims are in
place.

B. Guides in the Staffing of an Organization

a. Reduce funclions/programs inla aclivilios/lasks 1o idlenitily slaffing reguireimiols,

b, Delermine skills/competericios recquired o pedonn the lunclionsfactivilies/dnske.

c. Match activilies/tasks with positions in the Index of Occupalional Services; Position
Tittes and Salary Grades (I0S) for the National Government 1o delermine the
appropriate pesition title. -Whenever possible, preference should be given to generic
aver specialist posilions, for flexibilily.

d. Determine the number of positions required based on workinad.

.. Aparl from the unit head, allow one-of-a-kind higher or senior level posilion and rovide
at least one entrance leve! position,

f.  As much as possible, limit the provision of assistants.
g. Observe an oplimal ratio betwean lochnical aned admipisiative posilions,

C. Allowable Staffing Actions

Untdler tha Ralionalization Program, the Deparlmentidgency may consider the fnllowing
staffing actions lo rafionalize ils staffing pattern:

a. Abolition of positions

Abolition means elimination of an obsulele andfor unnecessary position.

b. Converslon of positions 1

Conversion of posiion means the abalition of vacant’ posilions' and the croation of
another position In its/their stead with the samea. lower or higher salary rangefgrade.
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v c. Raclassification of Positions

Reclasellcalion s a lorm of stalfing mudilicalion andtor posilion elagsilication aclion
which may bo applied lo filled positions, only whon oo s Ly a1 substontiol
change in the regular duties and respansibilities of the incumibiant of the position. This
may result in a change in any or all of the posilion allributes: position litle, leval and
galary grade. For lhe delailod guidolines, rofer Lo Budgel Circular 2006-6 dated 16
August 2005. ;

d. Retitling of positions

All adminislralive supguﬂ'pasilions shall bo ralitled in accordance with DBM Budgel
Circular 2004-3 and 2004-3A. :

@. Creation of Positions
The scrap and buffd policy must be observed when proposing new positions.
DepartmentsfAgoncies may croate now posilions as long as lhere are corraspending
obsoletefunnecessary but funded posilions which can e nbolished o supporl the
creation of the new posilionfs. : '
All staffing modifications involving roclassification, convorsion, and craallon of
pasitions shall be In accordance wilh the 105 for Malional Government.

D. Level of Agency Heads

Eor reference, the following tables indicale e appropriale levels of designated heads of
agenciesforganizatianal units*

a. Organic Structura

" Organizational Unit | Head
Department Secrelary
Bureau Direclor IV
Service .| Direclor 1l
‘Branch T Direstordl_
Division ~ T Chlef (8624
b. Field Units
Field Unit Departmont Intermediate ‘ Line Burcau
; LRk ? % 61 L SIRC TSR T e e e o e
Area Director [V Directorit” | DirectorVl
* | Reglonal Direclor IV Diregtor M- | Wircclor i
Provincial Director il | Direclar | Division Chief

* Exceplions may only be affowed as provided in the [0} ':.-.g,r. !.'rww,-} posilins.

3
[l
A
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ANNEX A

Guldelines on the inmediate Support Staff of o Departmant's Key Officials

A. Rolo of the Immadiato Support Staff

The immediale support staff may consist ol porssungh hnt will provide meecualiva nssistansn
and administrative assistance 1o kay posilions of {hn DeparhuentAgeney.  Tha Cxecilive
Assistanee stall shall proylde excculive support i a range of strategic mallers: volving he
performance of a variely of lechnical and administrative tsks,  The Adimi Mshrafive Assislonee
slaff shall provide administrative support in general office dulias, inclding bl ool limited 1o,
secrelarial, clerical, chaulfeuring, mossehgerial sind reprodiclion work, : AR

B Cr':-.mpu sitlon

The composilion of he immediate support stafl shall be basod on he pasition of e official in
Iho organizatlon, o wit: '

Salry | Maxinwn i vl 1Hkghrast
Graeln | Aol [ e tiver Salrininhinlive
FPosilion ol Bltarsbirsg asl FATHHT FT | Noisisinnt

[ oile: )k ot largn redlbo I o aielifnn

Uinpavrlinnd Sowcrelary, 1lasnd of o M 11
Depadmaond - Lowal Agoney

Fleenad
Forarenalive

TrEbrdrae
Acfrninisiermtivn
Anninlanl W,
LOS- R

Dnpartment Undmsecralary, Rl i [-wiresilive it
. Chairman of o Commission Mosninstnt 1 Madiniisleatiee
aachsd o a Deparmant, Head of kRl Aisislog 1,

an [mlarmelintn Lavel Agoney SRS
Doparinrent  Asslslant Scorotiny, 21 1 [ wareunlier [ Alodndst oty
Mombaor of a Commiasion aliashnd Aesnlatnet 1) | Ansislanl ¥, 505
o a8 Depanmenl, Head of an L0 L1

Intormodinlo Lovel Agongy. |

Dfeasclor I, 1 Roned of o Baessi or 20 Pl il tivrs
arganizatlsn equivalont to n Ansisi 1,
Burenu, Doeparlmont Rogiono BELER

Diraclor, Doparimant Servicn P

Chilet _ T =
Director I, Hoad of a Buraau M ? Adininisiraliva
Reglonal Ciflca or orgianizalion Anslislod |, St
nquivatent to a Burnau Regional !

Olllco S aalae Gl

Agencies have the option lo determine the mix of executive assistant and adminislrative
assistanl prsillons for the Departmant Socrety y. Undemocrelary and Assislonl Scoralary or
thelr oquivalonts, provided that they sholl nol exearsd e maximon alowable nomber
highesl level of positions.




C. Appointment

The appointment of those who rovide txecilive assistanen, privates secrelaial s

chaulfeuring services shall e co-lenminus wilh Wrer otliccind barvingg sopwe,

Positions In the offices of the alorementioned officials rendering

| adminisirative Assistance
services, except for the Private Secrelary and Driver, may be

Lunvanlind o cineor posilions,

D. Other Guidalinas _ :
A,,I:i,pm.-‘
1. To preserva the hierarchiy of positions, thera shoulkd b nadsipbiesty i the Invel of cacl typo

of position, except for Executive Assistant positions allocated 1o SG 17 and below, and
administralive positions allocated o $G 0 a Linlesw,

2. To conform wilh the slalling model provided, agencios shal mlopt1he scrap aned bikd policy
whoro oxisling vocant posilions may b albolished 1o clanle o echassity appropriale
positions, working within the funding fimitations. The number of rmedinle support stafl may
be less than the prescribed slafling made),

- Agencies should see 1o it that they Tull revpienmients  for nersonal servicos  for

crealedfreclassiiied/converiad posilions woull nol oxeomd the amounl generated [rom
lhe abolition of posilions. =

4. The agency may resorl also 1o the wanslerfiedeployinent of position: from other units willin
tha agency. 3 :

- The lransferfredeployment of position: may involve e rechosification of positions
basod on Iho stalling harfin prescibod.



ANNEX B
Summary of Book |V Chapter 3 of the Administrative Code of 1087

copl as otharwisa pravidod by lnw, nach Degmbinen sl Dy D0gnntomiesd Siosevieos sl
shall include tha Planning Sorvica, tho Financial amd Managomnnl Service, nnd whonove
necessary, he Technical and Legal Services.

Planning Service

The Planning Serdce shall provitde he Departmen) wit . nflicienl Aul
offeclive services relalj g to placniog, proogramaing, ¢ lopiment, Ao
discharge such ather funetions as may ber provided by

Where the work of lhe Department iloes no ol substantial planning  and
pragramming, the Planning Sarvica shall bin wliluled a0 a0 single onit wilhion!
subdlvisions. Where subs i { tial o tho operati

tha Dopariment, a statist

FInancial and Management Servica

The Financial and Management Se shall acviso A
hudgelary, financial and management iallors mol shinll e forn
may be providacl by law.

Administrative Serviceo

&g LY Al i IsTa

The Adminisiralive Servic

» shall provide the Deparment wilh ceonaimleal. efficient and



ANNEX C

Summary of the Provisions of the Integrated Reorganization Plan of 1972

Part I, Chaplar 1, Articlos I11-VI

Planning Service

The Planning Service provides the Depatment with sorvioos reeative 4y pdaning, preggraimming,
and project development, and such olhor funetions ns vy L provided for by B, iy hiven
a Planning and Prugrammifm_Diviﬂfnrl, 1 Projoct Dovelopiment and ealuation Mivision, mul n
Research and Slalislics Division.

Planning and Programming Division

Formulates long-range and annual plans and programe for the Depattiment:

Formulales basic policios and guidelings for e preparabion of the Departmenti
budgel, including thase for tha delailnd alloration of fimds for capital autlays, and
coordinale with the Budget Division in thn preparation of the Department budgol;
Formulales crlleria for delonnindng prioritios for Proposed projecls, and accardingly
select capilal projects for funding nod exeerlion, inclding  appropinte financing
schemes; - '
Undertakes such reprogramming as necessiny in pccordance witlh aelual resourcns
mado availabla, Inclicling tha detarmlimtion of oo Bk o lfow paredesectn dey L neloetand
from unprogrammed lo programmed calngory:

Evaluates periodically pedormance 1epoils,. and itegrate project  implicolion for
aggregative planning;

Malrtains liaison with the central planning agency and olher approprisde sconomic or
planning bodies; and

Performs such other functions as may bn providec by I

Project Development and Evaluation Division

* Initiates and/or provides support for hn tlovefopmaent of projocts by he various bureaus
and offices of the Departmenl in accordance with a ppioved priority areas:

» Evaluales projects proposed by units of the Depariment according to lechnical and
economic feasibilty and prescribed standards;

* Undertakes major project development artivilies;

* Reviows lho progress of projocls under roplerenlztion agalnst sel standards,
objectives, and schedules: and

* Perfarms such olher functions as may be pravided by lnw.

Rosoarch and Statistics Divislon X

+ Compiles, analyzes and inlegrales stalistical datn, mcluding operational slatistics:

* Assisls In the formulation of palley proposals and genersl economic yuidelings;

» Develops projeclions, forecasts, and propares nconamic repors and roviews based on
conducled research;

* Undertakes continuing analysis ol cconumic conditions and tends telating 1o the
secloral area In which the Deparimant is coneorind; anl

L ]

Performs such other functions as may be provided by law,

Financlal and Management Service



D )

Thee Financial and Mavsceroeml Seivine seluicon gl pasinie e e telary oy Baiedipotony,
linancial, and managrment maticis ey hivwer s Aeeenmling Dieasacon, o Diondget Diision
and a Management Division.

Budget D.Ivlslun

Deavelops and improves budgelary motleals, pocodorns el jrestificeions:

Provides, subjocl to budgotary coilings. fund ontinglos i st of the Depog el
operalions, plans and programs: :

Assisls managemenl in the presentation of tha Deparlnent's huqlﬁmtnry eslimatns
before administrative and lagisiative lioding:

Provides technical ‘assistanca lo subordingte bordget anils i the application anrl
ulilization of budgelary methods and the budgel syslom:

Prepares annual financlal work plons: -

Allocales, In coordination with the Planning Servicr, available funds lo pragrams on the
basis of approved guidelines and priorities; .

Issuas allolmoent advice In supporl of e fum) reclenent for ey comdoet of
operalions under each program: -

Reviews perlormance reports (o delerming conlormance with et slandarnds;

Prepares financial reporls for management quidance aned as required by higher
autharilies; and

Perfarms such other funclions as may be provided by law,

Accounling Divislon

Advises management on linancial mallers:

Prepares and submils [financial repolls o managerent and  oller govenimen|
Departmenls and agencies authorized to recnive sueh repors;

Maintains basic and subsidiary accounting records and hooks of aveounts Lo rofiog
accurale and current financial informalion 1ouiteed Iy ovwistiogg suwdiling rulns ol
regulations and by managoment;

Cerlifies to the availability of funds and obligates funds:

Processes requisilions, vouchers and reponts of colleclions suwl disburseimonls:
Prepares billings to dehtors of the National Government; and

Performs such olher functions as may be nrovided by law

Management Division

* Develops plan and program objeclives relative lo managemanl improvement in the
Depariment; ;

« " Examines the adminislrative organization  of e Depatment  and  makes
recommendations for improvement: '

» Maintains and updales the Department's arganizalion and olhoer manuals:

= Underlakes regular managoment surveys of orginizationnl slruclurn, manpower, and
oparallons; sludies special problems as assigned;  roviews  existing  methods,
procedures, and syslems; and makes rbcommerdations for improvement; :

+ Devalops new end Improved management syslems; excreises slalf supenvision over the
implementation of such improvements: and provides training in the use of the systeim/s;

= Develops stalling slandards and manpuwor resircments for the Departmenl,

*» Paerforms such olher funclions as may bo provicls by Loy,

Administrative Service Coty

Tha Administralive Service is rosponsilile for the provision of servicos relaling to persunnal,
lega! assislancs, ifomradon, recorus, defivery and tecoipl of corospoidence, supplios,
equipment, collections, disbursements, socurity anid custodial work 16 [he Departient. It may
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LYiviglon,

Personnel Division

ﬁv‘ -

Advises management on personne] policy and rdrenistetion,

Dovelops and administors o personnet peogiane whicle shadl include seloclion sl
placemont, classification and pay, career and eployment developeenl, pﬂrTnlm nin
raling, employee relalions and wellare servicos;

Acts on all matters concerning | attendance, Inaves ol absence,  appoinlinents,
promotions, ransfers and olher personnel transaclions;

Conducts training programs in the Dopariment;

Mainlains personnel records and stalislics; and

Performs such other lunclions as may be rovided Ly i,

Lagal Division

Provides legal advice o the Scerolary, the Undeisecalany amd the burcaus and offices
of tha Dapartment;

Interprets laws and rules affecting the oparalien of tha Dapariment;

Prepares confracts and instruments o which the- Deparlment s 2 parly, interpreling -
provisions of contracts covaring work porformnd far 1hn Departnont by privale enlilios;
Conducts adminlslralive invesligation, including the review ol administralive charyes
against employees of the Department;

Assists In the promulgalion of rules govarning the acliviting of the Depadmant;

Pre'pares comments on proposed legislation concrring the Depadment;

Asslsls the Solicilor General in cow U liligation in which thiy Doepen ol s inevolvesd; aml
Pariorms such othor funclions as may be provided by law,

“&l,/nfarmailnn Divislon
Davelops programs lo have the policies, plans and activilies of he Depariment propetly

understood by the public,

Produces and disseminales media materials 1o implement the infonnalion progeam of
the Dapartment;

Coordinales wilh the Public Informalion Dffice in the Offico of the President; and
Performs such olher funclions as may ba providod by low.

Genaral Services Divislon {GSD)

Provides pollcy guidance on tho maintenance and disposition of reconls and on the
procuremenl and storage of supplios in 1Lrt:|t1 men wilh [_:o'-.fr-rnn'u:-r!l proscribed
slandards;
Files and malntains necossary rocourds and establishos o reconds iz pumhun program
for tha Deparimenl;
Provides mail, Iranspartation, custodial, anid umwml ulility services for the Deparliment;
Procures, slores, and distributes the supplies and equipment of the Uepartiment, and
conducls periodic Inventorles of ho samo; :
Provides and coordinales messengerial, duplicaling and typing pool services,
Receives, collecls, and deposils cash, prepares payrolls and ocesses vouchers for
payment of the Deparlment's obligalions, and
Performs such other functions as may b providerd by law,

i

Technlcal Sarvice .

Whenever necessary, a Technical Service shall be established to take charge uof lechnical staif
aclivities peculiar to a Dapar‘lment and which cannct ba allocated lo the (hreo other services or
the bureaus,

1]
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ANNEX D
. | On the Creation of an Internal Audit Service (1AS)

The Internal Audit Servica Is responsible for assisting management in achieving an effecliva
and efficlent fiscal administration and parformance of agency affairs and functions, without
intruding Into the authority and mandate of COA."™ lis functions includa, among others, (a)
appreisal of procedures as to efficlency or adequacy; (b) appralsal of personnel efficiency; (c)
verification and anelysls of financial Operalions dala lo ascerlain if atlendant managoment
information systemns generale dala or repors thal are complels, accurate and valid: ()
verification of tha extent of compllance with accounting procedures, governmenlal regulaticns,
depariment policles and Frograms, achievement of performanca targets and contractual
abligations; (e) prevention and delection of fraud ar dishonesty; (i) review of cases invalving
misuse of agency property; and (g) whan requested, performance of miscellaneous senices,
including special Investigations and assislance (o oulside conlacls such as the COA. The
determination of effectiveness and adequacy of security and managemant conlrols over

Informalion systema and dalabases and their integrily are deemed nart of the oparalions ancd
financial audit. :

The I1AS shall report directly lo the Department Secretary or his cquivalent. The audil shali
cover audit areas In the Office of the Secrelary, bureaus, offices and agencies, ™ including field
offices, regulatory agencies.’’ and ather agencies under the supervislon and contral or
admiristrative supervision? of the Dopariment,

The IAS shall be headed by a Direclor I}l or as may be provided by the Adminisirative Code of
1987 or other special laws. It 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 Chief
with a Salary Grade of 24, S :

Agencles attached to lhe Department for policy and program coordination may have a separato
Internal Audit Unit (IAU), which shall report 1o the head aof the agency. In case of mulli-headed
allached agencies, said IAU shall raport lo tha governing body. Small agencies altached lo g
Depariment, may however, o ptio avail of he services of the IAS of the Depariment.

For GOCCs/GFls

In case of a government-owned andfor conlrolled corporation, the 1AL shall reporl 1o the Audit
Commiltee, which in turn, shall report to the governing board of said corporation,.

!* Section 1, par. 2, AO 70, &, 2003 :
o Section 319, Chapter B, Book 1V, 2O 202, "“Tlee"A ditinista jve Cole of 1987
" Section 43, fbid 1
- 2y Administrative Supervision - (4) Administrative supervision which shgll povern the adminisiralive
relationship between a department or its cquivalent and regulaiory Apencics or aiher apencies as may be provided by
law, shall be limited to the autherity of the department ar its copmivalom (o x 8 8 e se the eanduct ol managemen
audit, performance cyaluation a and inspeetion to determine campliance wirh pulicics, stiwlards and guidelines of fhe
i!]gm_qw_n!; x x x {Section 38, Chapier 7, Book Iv, EQ 292 {“ The Administrative Code of 1987

ltlem [ (9), Code of Corporate Governance, Sceuritics ml Fxchamge ¢ onnmissig



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

The Project. Management Bffice/Unil is responsible for tho management and opeialion of
profacts of the agericy in a consalidaled aned unilied manner, with the fulluwing key funclions:
(a) project cperallons planning; (b) prrofjot moniloing/ovaluniion: (n) projoct covrdination;
“ovarsight™; (d) project operalion ang management; (o) trouble shooling; (1) financial
managemenl; - (g) coordination  wilh various slakeholdars;  ang (M}  post pEejec
complglien/mainsireaming of project concerns in regular aclivilins,

A unilted PMO meay be astablishod In ayencies {(Departinents, altached agencies, linge bursaus)
wilh dwo or more development prajects which nead fucusad implemontsion ltr comply will
expressad commitments and ensure allalitment of target sectoral and agency outpuis ngd
guicomes. It may also be crealed In agencios with a single develupment projoct provided iha

loliowing condilions ars prasont;

* Project componenls are “capilal Inlensive”, e, will vtlve infrastrocionasicivil worky
and other capital oullays (exception, however, are thosn mvalving purely procursment
projects); :

¢ Implemeantation will involve twe or mora agoncies eilher within e department. across
dspadments, GOCCs and other govermmoentinstrumenltalilios, and or seclors; and

* Physlical implementation will be in two or mora areas,

A Unified PMO may be established as & seprarata unit within the deparlinent: or. an exisling unil
(e.g. bureau, service, division) may serve as the Unifiad PMO as may be deemed appropriain
or consistent with or related Io existing funclions. The funclions. slructure, and stalfing of sail
unified PMQ shall ba in accordanca with the provisions of National Budiget Circular 485 Jalog
March 13, 2003,
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