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PROCEDURE TITLE PREPARATION OF OPERATIONAL PLAN AND BUDGET

SCOPE

This process starts from the receipt of instructions from the Regional Director on the
preparation of Annual Operations PIan and Budget based on the Memorandum / Policy
Guidelines received from the Central Office up to the submission of the approved AOPB to
the Planning Service.

PURPOSE
To come up with an Annual Operations Plan and Budget (AOPB) in accordance with set
deliverables that will serve as their basis in implementing various activities programmed
for the year and as among the references in gauging performance.

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT

Memo/MC from DILG CO OPERATIONAT PLANNING
AND BUDGETING

Regional
AOPB

DESCRIPTIYE STATEMENT:

The Regional Office crafu its Regional Annual Operations Plan and Budget based on the deliverables and key
priorities set by DILG Central Office. This MII be t}te basis for the Divisions, Provincial and City Offices for the
crafting of their respective Work Plans.

Step
No.

Responsible
Personnel PROCESS/ACTTVTTY Details References

1 Receiving Section,
oRD/RD

Receive Memo

fMemorandum Circular
thru email/FAX from DILG

CO as per set procedures
on incoming
communications IQP-R13-
FAD-11)

o Memorandum /
Memorandum

Circular

2 Planning Officer, Preparation of draft AOPB . Prepare list of argets (tGUs)
to be prioritized as targets for
a specific project
implementation based on
previous year's
accomplishments

e Confer with Focal Persons on
the priorities of PPA
implementation (apart from
the deliverables given by PS).

o Plot the targets for priority
PPAs in the AOPB Form
provided by the Planning
Service

o Provide funding allocation for

o Year End Report
o Status ofProject

Implementation
ILFPs-lnfra)

o NEP,

0
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Step
No.

Responsible
Personnel Details References

Budget Officer PPA implementation o GAA

3 Planning Officer,
Budget Officer and
other MANCOM

members [RD, ARD,

Provincial
Directors, CDs)

with PPA Focal
Persons

Presentation of the
Department deliverables
versus Regional Office
physical targets

r Aligning CO deliverables with
the targets of the Regional
Office

o CO Deliverables
and draft AOPB

4 Provincial/City
Offices

Presentation and
lntegration of Provincial
Targets during their
respective Team
Conferences and Cluster
Meetings

r Provincial Offices aligns their
targets with that of the RO

o Confirmation of targets
o PDs/CD submit adjusted

targets to Planning Officer

a

5 Provincial/
Offices

City Submit confirmed targets
to Regional Office thru the
Planning Officer

o Provincial / City Offices
submits their confirmed
targets on the prescribed
deliverables

. DraftA0PB

6 Planning Officer
and Budget Officer

Finalize AOPB (physical
targets and funding
requirements

o Integrate adjustments on
targets [physical) as

submitted by PDs/CDlDCs

o DTaftAOPB

7 Submit final AOPB for
ARD's review and
recommendation to RD

o Submit printed copy of signed
AOPB (by PO and BO) for
ARD's review and
recommendation to RD

o DTaftAOPB

B ARD ReviewAOPB o Review the submitted AOPB
with comments, if any

o DTaftAOPB

9 Planning Officer Submit AOPB to RD for
approval/ signature

e Submit AOPB to RD for
further comments/
corrections, ifany.

r DTaftAOPB

10 RD Review/approve the AOPB o RD will review the AOPB
o sign the AoPB

o Final Draft
AOPB

1t Planning Officer SubmitAOPB to PS o SubmitAOPB to PS with cover
Memo cc Provincial/City
Offices

o ApprovedAOPB

t2 Planning Officer Retain all records o Retain all records generated
in accordance with ConFol or
Retained Documented
Information Procedure and
Masterlist of Records

o Control or
Retained
Documented
Information
Procedure [R13-
sP-02)

r Masterlist of

0 10.16.t7 2 of3

PROCESS/ACTTVTTY

Planning Officer
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Step
No.

Responsible
Personnel PROCESS/ACTrvrTY Details References

Records (FM-
sP-R13-02-01)

DEFINITION OFTER]I{S:

LEGAT REFERENCES:

a The Operations Plan and Budget (OPB) contains the activities that are planned to be carried out within
a year. Activities indicated have corresponding quarterly physical targets and fund requirements.
Said plan is used as bases by offices in implementing various activities and used as reference in
gauging performance.

o Memorandum
. Policy Guidelines

s.
Officer III cAo I

v
Director

CESO III
Director

A.

Process Owner Regional QMR Top Management
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Function

Key Performance Indicators (KPI)

Frequency of
Monltoring

Results

Responsible
for

Monltoring

Applicable
Documents (e.g.

Tracker,
Monitorlng Log

Sheet,
SummaryLog
Sheet, Report,

Memo, etc.)

Obfective Target Indlcator/Formula
(if applicable)

Preparation of
Operatlonal Plan and

Budget

Timely submission of AOPB
on the deadline set by the
Central Office issuance

Accurate AOPB submitted
without incidents of
requests for lacking or
inappropriate data

lO0o/o Date of submission - date of
deadline

Annual Planning
Officer

o Memorandum
from Planning
Service

0 Number of intances of request
for revision or additional data

Annual
Planning
Officer

3-ORD-37

10.16.17 1of 1
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QUATITY MONITORING AND
EVATUATTON (QME)

OFFICE Office of the Regional Director (ORDI/ Provincial Offices

QUATITY PROCEDURETITTE Operational Planning and Budgeting

QUATTTY OBJECTM
1.. Timely submission of the Regional AOPB on the deadline set by DILG Central Office

2. Accurate AOPB submitted without incidents of requests for lacking or inappropriate data

CURRENTPERIOD

INDICATORS Year 1 Year 2 Year 3

Obiective 1 Timely submission of the Regional AOPB on the deadline set by DILG Central Office

A Deadline of submission

B Date submitted
C Formula: A-B Target Result; > 0
D Gap Analysis: In case the objective is not met, put your analysis

why it is nol met.
Oblective 2 Accurate AOPB submitted without incidents of requests for lacking
or inappropriate data
A Number of instances of request for revision or additional data
B Target
D Gap Analysis: In case the objective is not met, putyour analysis

why it is not met.

Note: For unmet targets, the QMS Secretartat will issue Corrective Action Report (CAR) duly signed by the QMR

cEso IIIA.SERONAY

I
QMR Toy'ManagementProcess Owner

Prepared lly: Rer iewed By: Approved By:
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OFFICE Office of the Regional Director

QUATITY PROCEDURE TITLE Preparation ofoperational Plan and Budget

QUArrrYOBJECTM Timely submission of the Regional AOPB on the deadline set by DILG CO

FREQUENCY OF MONffORTNG: Annually

CURRENT PERIOD:

No
Period

Covered
Deadline setby

DILG Central Office
Date submitted to

DILG Central Office

Obiective Results

NotesMet
(z o)

Unmet
(.0)

Remarks findicate reason if
target is unmet)

s.
Officer Ill cAo/ Director

A. CESO III
Director

Process Owner RUgionat QMR Tol l Management
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OFFICE Office of the Regional Director

QUALITY PROCEDURE TITLE Preparation ofoperational Plan and Budget

QUALTTY OBIECTTVE Accurate AOPB submitted without incidents for request for lacking inappropriate data

FREQUENCY OF MONITORING: Annually

CURRENT PERIOD: First Quarter,ZOLB

No
Period

Covered
Deadline set by

DILG Central Offlce

No. ofinstances of
request for revision or

additional data

Obfective Results

NotesMet
(ao)

Unmet
(< o)

Remarks (Indicate reason if target
is unmet)

"M9ffiNDAPplanning Officer Ill cAol Director
I

CESO IIIA.
Director

Process Owner Re$onal QMR Top Management
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