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INTRODUCTION This Operation Manual is the guide of the employees and other interested individuals on the core processes and procedures in performing and availing the services of the DTI-ARMM. It entails the Vision, Mission and Values and organizational structure of the Department as well as the basic processes and procedures in the pursuit of its mandates. The goal of this Operation Manual is to clarify the basic mandates of the Department as it applies to programs/projects implementation and management of the employee’s tasks or deliverables. It also further defines and delineates basic roles and functions of actors and sections of the Department. This Manual will create a standard for the Office’s services towards its clients. For sure, most clients would prefer consistency from DTI services over random and inconsistent acts of awesomeness when it comes to customer service. If certain employees of the office gives a client one experience but that employees give that same client (usually not as good) another experience, it will confuse and diminish the quality of the service in the eyes of that client. A written manual will make sure everyone knows what expectations you have set for your service and employees. The management is hopeful that this will clarifies things about the Department of Trade and IndustryARMM and assist personnel understand basic rules, procedures and functions as well as perform well specific tasks to deliver most effective and efficient public service. The Department hopes that wouldbe-clients will be assisted in understanding the step-by-step procedures in this Manual in availing the basic services of the department. Vision, Mission and Values



Vision A Dynamic and Competitive ARMM Economy by 2019



Mission To attain our vision, we commit to pursue the following: 1. Development and promotion of industries thru cluster approach 2. Render quality and excellent service (towards ISO compliant) 3. Empowering the consumers 4. Facilitate trade and investment 5. Enhance demand-driven support to micro, small and medium enterprises (MSMEs) 6. Strengthen public-private partnership DTI-ARMM Historical Perspective



The Department of Trade and Industry in Autonomous Region in Muslim Mindanao (DTIARMM) was created by virtue of Executive Order No. 481, series of 1991, issued pursuant to Republic Act No. 6734, effected the devolution to the Autonomous Regional Government (ARG) of the Autonomous Region in Muslim Mindanao (ARMM) certain powers and functions of the Department of Trade and Industry (DTI), including the control and supervision over its offices, programs and projects in the ARMM.



With the enactment into law of Republic Act No.9054 on March 31, 2001 in order to strengthen and expand the Organic Act for the ARMM, Executive Order No. 180 was issued on February 27, 2003, which provides for the transfer of all assets, equipment, budgetary allocation and properties being utilized or programmed for use for the Province of Basilan, and the City of Marawi to the of Autonomous Regional Government (ARG) of the ARMM. The law also provides that DTI National bureaus shall continue to provide support and technical assistance to the DTI-ARMM. Since then, it has continuously evolved its thrusts and strategies to actively respond to emerging socio-economic challenges while keeping as primary coordinative, promotive, facilitative and regulatory arm of the Executive Branch of ARG in the area of trade, industry, and investments. To carry out this mandate, the DTI-ARMM has five (5) provincial offices serving as frontliners of the Department. It has a total manpower complement of One Hundred Thirteen (113) for policy and program implementation, supervision and coordination. Organizational Structure Office of the Regional Secretary Planning & Information Unit



Assistant Regional Secretary



Office of the Finance & Administrative Division



Human Resource



Accounting



Budget



Supply



Cash



Records



Office of the Technical Management Service



Enterprise & Trade Development Division



Industry Development & Investment Promotion Division



Office of the Provincial Directors



Maguindanao



Lanao del Sur / Marawi City



Sulu



Tawi-Tawi



Basilan/ Lamitan City



Trade Regulation & Consumer Protection Division



Key Offices and Functions The DTI-ARMM is composed of the Office of the Regional Secretary that oversees the management and operation of the Department. It is headed by the Regional Secretary, with the support of an Assistant Regional Secretary, the Planning Officer, IT and Information Unit. Under the Office of the Regional Secretary are the Offices of the Technical Management Service (TMS), the Office of the Finance and Administrative Division (FAD) and the five (5) Provincial Offices in the provinces of Basilan,Sulu,Tawi-Tawi, Lanao del Sur and Marawi City and Maguindanao. The TMS is composed of three (3) sections namely the Industry Development and Investment Promotion Section (IID), the Enterprise and Trade Development Section (ETD) and the Consumer Welfare Division (CWD). The FAD is composed of the Human Resource Management Section, Supply and Logistic Section, and the Accounting and Budget Section and the Records Section. PROJECT MANAGEMENT AND DECISION MAKING STRUCTURE The Executive Committee



The Executive Committee is the policy decision making committee of the Department. It is chaired by the Regional Secretary, the Assistant Regional Secretary as vice chair and the Provincial Directors as members. It approves the Annual Work and Financial Plans (WFP), which includes the annual allocation for MOOE and other MOOEs for provincial offices and other policy decisions. The EXECOM shall meet twice a year. Any member of the committee shall request for a meeting as need arises. The Planning and IT unit of the Department shall serve as Secretariat to the EXECOM. It prepares and keeps the minutes of the meetings of the EXECOM. Its decisions are executed through Resolutions adopted for specific purpose.



THE MANAGEMENT COMMITTEE



DIVISION CHIEF/COORDINATOR S



DIVISION CHIEF/COORDINATOR S



DIVISION CHIEF/COORDINATOR S



DIVISION CHIEF/COORDINATOR S



DIVISION CHIEF/COORDINATOR S



Provincial Office



Provincial Office



Provincial Office



Provincial Office



Provincial Office



The Management Committee (MANCOM) is composed of the Regional Secretary who serves as Chairperson and its members are the ASEC, Chiefs TMS and FAD, 5 PDS, Regional and Provincial Coordinators. It reviews, alters or amends the Works and Financial Plans based on programs/project implementations and monitoring. Prepares or designs, schedules annual and semi-annual planning workshops. Its decisions is through Resolution.



Performance Management System (SPMS) In terms of measurement of the performance of employees and the provision of Incentives and other performance-based remuneration, the Department adopted a Strategic Performance Management System (SPMS) approved by the Civil Service Commission on December 2014. The management of the employees’ performance is governed by the provisions and regulations under the approved SPMS. Under the said SPMS, the DTI-ARMM Management Team is composed of the Assistant Regional Secretary as the Team Leader with membership of the Chiefs of the TMS and FAD, the HRMO, Planning Officer, and one representative of the rank and file (See annexed SPMS).



TECHNICAL MANAGEMENT SERVICE (OPERATIONS PROCEDURES) The Technical Management Service (TMS) in the Regional Office shall be in-charged to the overall supervision of the regular programs/projects implementation of the Department. It shall have counterpart sections in the provincial offices and conduct regular monitoring activities on programs/projects approved for implementation in the provincial offices. A close coordination between and among different sections from the Regional Office and the Provincial Offices are established for effective and efficient performance management. The three Sections of the Department shall function to deliver the DTI-ARMM programs and projects as follows:







 



Industry Development Investment Promotion Division – This caters to the promotion and development of industries and investments in the region. It strengthens the private sector such as the Chambers of Commerce and Industry and business groups and associations such as industry clusters, SMED Councils, and others. It also prepares and develops promotional collaterals, conduct business fora and conferences, monitors and prepares ease of doing business, industry situationers and profiles, evaluates feasibility studies and provide technical assistance to investors or would be investors; It also facilitates the conduct of outbound or inbound missions. Enterprise and Trade Development – Conduct promotion activities such as trade fairs and exhibits, train MSMEs, product development and provide technical assistance. Consumer Welfare and Development – Implements the Consumer Act and Price Act law and other fair trade laws of the Philippines. Conduct consumer education activities, such as consumer fora, Monitors basic and prime commodities’ prices, process and approves business name registrations.



The Provincial Offices of the DTI-ARMM in the provinces of Maguindanao, Lanao del Sur, Basilan, Sulu and Tawi-Tawi shall be the frontline offices that implements the Departments frontline services such as but not limited to the following:     



BNR Registration Repair shop and service center Accreditation Private Emission Testing Center Accreditation Issuance of sales promotion permits SME Skills Training



These regular programs and projects are identified and budgeted according to the Work and Financial Plans (WFPs) that shall be agreed upon between the Regional Secretary and the Five Provincial Directors as members of the Management Committee (MANCOM) and after a designated Planning Workshop and reviews held for the purpose at the end of the year or during the month of November of each year. The Management may identify and implement regional initiated programs and projects as the need arises, especially when these are in support to the regular programs of the provincial offices and or special programs/projects. The Regional Secretary and upon instruction of the Regional Governor, may institute programs/projects for implementation of the provincial offices, which are over and above on-going or planned activities/projects, without prejudice to the implementation of mandatory programs/projects under the MFOs or the regular programs/projects funded out of the GAA. It is the prerogative of the Regional Secretary to assign or designate to any officials or employees of the DTI-ARMM to handle or supervise or manage special programs/projects. Special programs and projects are not regular programs/projects which are not within the MFOs or not funded out of the regular GAA of the Department.







Provincial Office’s Core Functions:  Business Name Registration (procedures)  Others



FINANCE AND ADMINISTRATION MANAGEMENT PROCEDURES The Finance and Administrative Division (FAD) shall be responsible in the performance of the over-all finance and administrative requirements of the Department. Under its supervision are the following procedures and processes. 1. INVENTORY AND PROCUREMENT MANAGEMENT  Inventory and procurement is governed by the provisions of RA…the procurement act of the Philippines. In a nutshell, the following procedures of government procurement will be observed by the DTI-ARMM:  -Philgeps, etc. 2. HUMAN RESOURCES MANAGEMENT 



Human Resources. The DTI-ARMM has 133 permanent employees that distributed as follows: FAD – TMS – Provinces: – Maguindanao - Lanao del Sur - Sulu - Tawi-Tawi - Basilan



 



Selection and Hiring Procedures (procedures). Application for Leave (procedures)



3. FINANCIAL MANAGEMENT Accounting and Budgeting:  Daily Report  Monthly Reports  Month End Closing Procedures  Accounts Payables  Accounts Receivable Management  Financial Reporting Standards BUDGET PREPARATION, ALLOCATION AND MANAGEMENT



As a government agency, the DTI-ARMM is regularly undergoing the process of government budgeting. It submits a yearly expenditures to the Regional Government which will be consequently submitted to the DBM for review, evaluation and funding 1. BUDGETING/FUND ALLOCATION FOR THE PROGRAMS/PROJECTS AND ACTIVITIES OF THE DEPARTMENT 1.1. Voucher Preparation Procedures in the Regional Office:  Proposal prepared by Proponent Individuals/Division and submit to appropriate Division/Section for review and evaluation.  Submit evaluated and recommended proposal to the Office of the Regional Secretary for approval/disapproval. If proposal is approved, proceed to Budget Section for funding evaluation and allocation.  In the Budget Section, the activity proposal is again evaluated based on approved AWP and other parameters such as availability of allocation. If available, Budget Officer prepares and signs Obligation Slips. The Accountant certifies the availability of funds and checks completeness of supporting documents  Chief of FAD to further evaluate and review proposals and confer with proponent and accountant for recommendation for funding approval.  The Regional Secretary based on the evaluation documents and recommendation of account personnel (budget, accountant and Chief FAD) approves or disapproves proposal. If approves vouchers/documents with all the attachments proceed to Cashier for preparation and issuance of checks. DISBURSEMENT AND CASH MANAGEMENT 1.2. Releasing of Checks, Disbursements and Liquidation 2. MOOE FOR THE PROVINCIAL OFFICES. There are two types of MOOE. One type is the fixed MOOE or MOOE and the other is the Other MOOE or Program Funds. Regular MOOE are provided to the Provincial Offices for their operation and are distributed to them according to their needs based on their approved annual work and financial plans and regular monthly average expenditures. The provincial offices may request for augmentation of funds as necessary and justified.



3. PROPOSAL COMING FROM THE PROVINCIAL OFFICES 



All Programs/Projects and Activities specifically identified with indicative budget in the approved Annual Work and Financial Plans of the Provincial Offices are subject to submission of projects/activity proposals. Submitted proposals are evaluated by concerned divisions/sections in the regional office based on the following criteria:







o The project/activity is within the priorities and mandate of the DTIARMM as reflected in the AWP; o It is essential to the operation and achievement of the objectives of the Office; o Funds are available as reflected in the GAA o Other desirable things that adds merit to the proposal. Recommended proposal for approval will undergo the procedure as mentioned earlier.



4. CREATION OF EVALUATION TEAM IN THE REGIONAL OFFICE An Evaluation Team composed of the Regional Coordinators of the Three (3) Sections and the Regional Planning Officer shall be created. The Team shall meet on a needed basis to discuss and approve collectively the result of their evaluation. Their evaluation is subject to the approved criteria the foremost of which is the approved Work and Financial Plan. Annexes: 5. Travel Policy:  Official Travel shall be supported by Approved Travel Order and Itineraries with corresponding budgetary requirements.  Schedules of fares/fees for specific destination are observed by the DTI-ARMM. (See annex __) Schedules of fees for specific Travels to designated areas/places are observed based on the following policies/regulations: Cotabato City  OS to Airport and Airport to OS and/or OS to Terminals – P50  In all the provinces of Lanao del Sur/Marawi City, Basilan, Sulu and Tawi-Tawi, fare for OS to terminal/airport and vice versa shall be P50.00  Davao City  SM Terminal to Hotel to Terminal– P 200  Davao Airport to Hotel to Davao Airport – P 250  Fare - Cotabato to Davao and Vice Versa – P 400 Zamboanga City (fare land transportation)  Cotabato to Zamboanga to Cotabato – P1000  Cotabato to Pagadian to Cotabato – P 350  Pagadian to Zamboanga to Pagadian – P 700 Manila - In any cases, all Plane fares shall be on prepaid basis. The Office shall designate a ticketing office to facilitate booking or rebooking of DTI-ARMM personnel/officials. On special cases, the Regional Secretary may allow employee to get their own tickets for reimbursements.
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