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Republic of the Philippines
CIVIL SERVICE COMMISSION

Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

CSC-DILG Joint MC # 1, 5. 1993

To: ALL PROVINCIAL GOVERNORS, CITY MAYORS, MUNICIPAL MAYORS AND SANGGUNIAN MEMBERS

Subject; Guidebook on Local Government Organizational Models

The Civil Service Commission jointly with the Department of the Interior and
Local Government is actively providing technical assistance to local government
uhits as mandated in the Local Government Code of 1991, Pan of this assistance
is the publication of Guidebooks on Model Organizational Structures for Local
Government Units,

There are three guideboeoks, one cach for provinces, cities and municipalities.
Each Guidebook contains a varicty of structural models, cach of which akes into
consideration basic service delivery prioritics and financial capacity of the various
income classes of each type of local government unit,

To enable local government units to fully benefit from the use of the
Guidebooks, the following shall be provided jointly by the CSC and the DILG:

) _
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ATRICIA A, STO. TOMAS
Chairman

Civil Service Commission

January 5, 1993

I. Each local government unit shall be provided with a copy of the
appropriate Guidebook; and

2

Technical assistance in the interpretation, selection or design of
appropriate structural model suited o the specilic needs of the local
SOVETIMENL unil.

Mo particular model 1s prescribed. Rather, in consonance with the spiritofthe
provisions of the Local Government Code of 1991, Provincial Govemors, City and
Municipal Mayors arc cnjoined to take advantage of the opportunitics offered by the
Guidebooks and the technical assistance being rendered by both the CSC and the
DILG to enable them to come up with organizational structures most appropriate 1o
their specific needs,

RAHAEL M. ALUN
Secretary
Depanment of the Interior afidf Local Govermment
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L INTRODUCTION

This guidebook was designed with the interest of local government uBits,
particularly municipalities , foremost in consideration. It is presented in an easy 1o
understand and easy to interpret language, using familiar and commonly used words and
phrases. To help the reader in understanding the guidebook in general and in interpreting
the organizational models in particular, a section on how to interpret the charts is
provided together with a position information chart, and a list of basic services
considerad in the models.

Another section is also provided for easy reference on the functional description
of offices included in the organizational models.

A summary of the basic models is also provided. This is heipful in determining
at a glance the various basic model options available.

A glossary of terms and abbreviations used is found at the end of the guidebogk.

There are two main references used in the preparation of the guidebook. The
first main reference is Republic Act Ne. 7160, otherwise known as the Local
Government Code of 1991, and its Implementing Rules and Regulations. These provided
the legal framework necessary for the conceptalization of the model organizational
structures. In addition, Civil Service Commission MC #19, 5. 1992 dated May 7, 1992
and Executive Order No. 503 dated January 22, 1992 are used.

The second main reference is the result of a survey conducted by the study team
contracted for the purpose of preparing this Guidebook., The survey results provide
invaluable insights into the actual service priorities of Jocal government units, their
present organizational set-up, and other details which were utilized by the team in
designing the modets.

All the information, comments and suggestions gathered provided the study team
with creative ideas which made possible the variety of model options presented in this

guidebook, which includes 17 basic models and 2¢ sub-models for municipalities, or a
total of 37 models. .

The medels range from the most complete or maximum number of offices to the
most basic where some offices are merged with other related offices; some offices are
reduced to mere functions of other offices: and in some cases, taking into consideration
the financial constraints of some logal government units (LGU), no mention is made of
either office or function, although suggestions are pravided on possible joint agreements
with other LGUs or non-governmental organizations which can possibly provide
assistance in the performance of such functions. All these suggested variations, of

course, took into consideration the program thrusts and service priorities of the target
LGUs.

It is hoped that this guidebook contains enough model options from which the
LGU can choose one suited to their particular needs, or if there is no one model which
exactly fits an LGUs needs, the variety of models should be able to provide enough ideas
or a combination of ideas which will enable a specific LGU to come up with its own
organizational structure which exactly fits its needs.



Page 2

II. INTERPRETING THE CHARTS

A. HOW TO INTERPRET THE ORGANIZATIONAL MODELS/CHARTS

This guidebook contains organizational models which are suggested for various
income classes of municipalities. It has 17 basic models and 20 sub-models, or a total
of 37 models.

Each model is accompanied by a brief description, entitled "Key Features." A
detailed rationale for each model is contained in an accompanying page which bears the
exact title of the Model.

KEY FEATURES

This is located at the upper leftmost corner of the page where the Model is found.
It contains a very brief description of the Model, its unique features, and similarities with
other models.

RATIONALE FOR MODELS

Each model is provided with a rationale. This is found on the left hand page
preceding the model.

It contains the following details:

1: Key considerations in designing the model;
2 A more detailed discussion of its features, which include:
a) the number of offices included in the model,

b) the positions included,

c) merged or deleted offices, if there are any,

d) clustering of offices, if any, and

e) cost of maintenance in terms of administrative and personal
services expense, as compared with other models.

3 Service priorities compatible with the model; and
4. A complete list of offices included in the model.
BASIC MODELS

These are the models which bear only a single letter in their respective titles, 1.e.
Model A, Model B, Model C.

1. There are 17 basic models in this Guidebook.

Z. Each basic model represents one set of offices which is not duplicated in
any of the other basic models.

3. The most number of offices is found in Model A, which has 24 offices,
and the least number of offices is found in Model Q, which has a set of
1 offices.
SUB-MODELS

These are the models which bear both the basic model’s title and an additional
number to identify it from other sub-models of the same basic model, i.e., Model A-I
and Model A-3 are sub-models of Model A, and Model B-1 is a sub-model of Model B.

1. There are 20 sub-models in this Guidebook.



1. The sub-muxlels have basically the same characteristics:

a) All are patterned after their respective basic models, which
means that they have exactly the same number and titles of
offices as the basic model.

Example: 1 Model A-1 has the same number and
titles of offices as Model A.

2. Model C-1 has the same number and
titles of offices as Model C.

b} All offices under the gerergd supervision of the City Mayor are
divided imto clusters, except Model A-1 which shows a different
arrangement of its line offices.

L} The sub-models, except sub-model A-1, belonging to the same basic
model differ only in one aspect: its ¢luster heads. If there are two sub-
models, the office clusters in one are each headed by a Chairman, and
the office clusters in the other are each headed by an Assistant Municipal
Administrator.

Exsinple. Office clusters in Mode! A-2 are each headed by a
Chairman, while office clusters in Model A-3 are each
headed by an Assistant Monicipal Administrator,

CLUSTERING OF OFFICES

The clustering of offices is a common characteristic of sub-models in this
Guidehook. This is done to give the Municipal Mayor various options ¢on mechanisims
which can be used to effect closer coordination of offices under his genera! supervision.

The clustering of offices in all the sub-models are done in the same manner. All
staff offices are placed in one cluster, while all technical service offices are placed in
another cluster.
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The office clusters, however, vary in the sense that:

The number of offices within each cluster differ depending on the
number of offices included in the organizational model; and

The offices included under each cluster alsc differ depending on the set
of offices included in the model.

rin £

There is no hard and fast rule in determining the number and types of
offices to be placed in one cluster. The number and combination of
offices to be placed in one cluster will depend on the needs and priorities
of the specific local government unit.

Clustering of offices may be determined by any or a combination of the
following factors:

&) Types of offices. Putting together all staff or management
support offices in one cluster; and all Line or technical offices in
another cluster. Or each cluster may be composed of a
combination of both ling and staff offices;

b} Gepgraphical location of offices. [n instances where offices are
located in different parts of the municipality, it may be better to

consider putting in one cluster offices which are geographically
close to each other; and

<) ices wi nCkio may be placed together in one
cluster, i.e. agriculture, environment and natural resources,
veterinary services, and cooperatives in one cluster.

Clustering of offices may not be necessary in some instances, as shown
in the basic models. So it is up to the municipal government to
determing whether it is appropriate to use this mechanism or not.
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The combination of offices placed within one cluster will depend on the
needs and priorities of the municipal government.

Clustering is very helpful in coordinating the programs and activities of
offices especially in large local government organizations.

Clustering is also very helpful in giving the Municipal Mayor and the
Municipal Administrator more time for other projects and activities
which are better attended to personally.

An office ¢luster may be headed not only by a Chairman or an Assistant
Municipal Administrator. It may also be headed by a Coordinator, a
Team Leader, or by other such titles.

There are also several ways of appointing or designating the head of a
cluster. As suggested in the rationale of the models, it may be by
permanent appointment, or by designation with a limited term of office.

The selection of a cluster head may be made from among the heads of
ffices within gach cluster. Or it may be done in other ways, like by
consensus of the division chiefs concerned, or the employees within one
cluster. Or if the cluster head is appointed to a permanent position, the
selection can he by promotion, or by recruitment from other outside
sources.

HOW TO LOOK FOR THE OFFICES

In general, each of the offices has its specific location in the charts. Hence, it
will be convenient to remember the following when looking for certain offices in the

charts.

%]

At the topmost middle of the chart is the office of the Municipal Mayor.

At the same level on the right side of the office of the Municipal Mayor,
connected by broken lines, is the Sanggunian. Placing the Sanggunian
at the same level as the office of the Municipal Mayor indicates an equal

level of responsibility, one as the executive branch, the other as the
policy-making body of the municipal government.

The broken lines indicate a close relationship between the local chief
executive and the Sanggunian which is the legislative arm of the local
government umnit.

3. Below the Sanggunian, connected by a solid line is the Office of the
Sanggunian Secretary, which is under the general supervision of the
Sanggunian,

4. All offices under the executive branch are found below the office of the
Municipal Mayor.

5. All offices under the direcr supervision of the Municipal Mayor are
connected to it by solid lines without any other office placed between
them.

6. All other offices are under the genmeral supervision of the Municipal
Mayor.

T Offices performing predominantly staff functions or management support
services are found left of center immediately below the office of the
municipal mayor or the administrator, if there is any,

8. Offices performing predominantly line functions are found at the next
lower level,

9. At the bottom of the chart under the executive branch are the barangays
which are also under the general supervision of the municipal mayor,

THE OFFICES
1. Each office is represented by a box.
2 Generally, each box contains:




a) the office title, in capital letters; and
bj the title of the highest officer of the office.

In some instances, a partly hidden box(es) is found behind the main box.
This indicates that another office(s} hax been merged with that particular
office. The partly hidden box(es) contains the title of the highest officer
of the office which has been mergad.

Oftentimes, the merger of two or more offices is indicated in the office
title which bears the combined titles of the merged offices.

Example:

The Oifice on Environment and Natural Resources is
merged with the Office for Agricuitural Services,

2}

b)

c)

4

The office title becomes "Otfice for Agriculture,
Environment, and Natural Resources."

[n this case, the upper portion of the main box
contains the office title which is OFFICE FOR
AGRICULTURE, ENVIRONMENT, AND
NATURAL RESOURCES.

The lower portion of the main box contains the
title of the highest officer of the Office for
Agricoltural Services, which is the Agriculturist,

The partly hidden box containg the title of the
highest officer of the Office on Environment and
Narural Resources, which i3 the Environment
and Matural Resources Officer,

In some cases, a broken line is found inside 2 box. This indicates that
an office(s) has been deleted as a separate entity, and its functions placed
under the responsibility of that particular office. The said function is
found under the broken line, preceded by a plus sigm, indicating that

that particular function is now an added responsibility of the office.

Example:
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The Office on Population Development is deleted and its
functional responsibilities are now placed under the
Office on Social Welfare and Development Services.

a)

b)

The office title "COffice on Social Welfare and
Development Services” is retained.

The position title of the highest officer of the
Office on Social Welfare and Development
Services, which is the Social Welfare and
Development Officer, is found under the office
title,

Below the Social Welfare and Development
Officer 15 found the following:

+ population
development function
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C. LIST OF SERVICE PRIORITIES CONSIDERED IN THE MODELS

The following is a list of service priorities which were considered in designing
the models. Most of these services were included in the survey questionnaire
administered to provinces, cities, and municipalities for the purpose of determining which
among them are considered as the most needed. The survey included samplings from all
classes of provinces, cities, and municipalities.

There are some service priorities included in this list which were not, however,
included in the survey questionnaire, but which were added by the respondents as
priorities, or which surfaced during the field visits and key persons interview conducted
by the study team for the purpose.

Agricultural Research
Agricultural Extension
Communication Facilities/Services
Community Based Forestry Programs
Cooperatives

Economic Enterprises
Environmental Programs
Environmental Law Enforcement
Field Health Services

Garbage Collection

Hospital Services

Housing Projects

Information Services Program
Irrigation

Livelihood Programs

Police and Fire Services/Facilities
Public Markets

Public Works and Infrastructure Projects
School Buildings Program
Slaughterhouse

Social Welfare Services

Solid Waste Disposal System

Tertiary Health Services

Tourism Facilities

Tourism Development and Promotion
Transportation Facilities/Services
Water System

Page 7
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ITIl. FUNCTIONAL DESCRIPTION OF OFFICES
IN MUNICIPAL GOVERNMENTS

The LGU organizational models found in this guidebook include all or some or
a combination/merger of the offices listed below. Most of these offices are provided for
under the new Local Government Code. However, there are a few which are not
specifically mentioned in the Code, i.e., those offices which bear merged titles or the
Office for Human Resource Management, which is provided for by an issuance of the
Civil Service Commission based on the provisions of the Code. The Office for
Economic Enterprise Development and Management is not found in the Code, but exists
in some cities and provinces and is offered here as a useful option.

In using the office titles indicated in this guidebook, the municipal mayors are,
however, cautioned that their choice of office titles is nor limited to what is contained in
the models. They may have other programs which need new or other offices which are
not found in the models. In such instances, it will be more advantageous for them to
consider these needs in finally coming up with their own organizational structures.

Listed below are words and phrases commonly used in this guidebook. It may
be helpful to take note of how they are used.

Office is the highest structural unit within the LGU organizational structure. It
is in charge of a group of related functions, and is headed by a duly elected, appointed,
or designated official.

Position is a job title to which a person is elected, appointed, or designated in
order to carry out a definite set of functions or duties and responsibilities.

Function is a set of duties and responsibilities assigned to an office or a position.

Operational component is an organized set of functions assigned to an office.

Mandatory Obligatory in character; as in mandatory position which the LGU is
directed to create or maintain.

Optional Depending on choice or need; as in optional position which the LGU
may choose to create/maintain or not, depending on need or financial capacity.

Staff office A structural unit which is not directly in charge of technical services
or service delivery to the public but, which is in charge of functions supportive of the
tasks of management and technical or service delivery offices.

Line office A structural unit directly in charge of technical services or service
delivery to the public.

OFFICE OF THE MUNICIPAL MAYOR

This is the office of the chief executive of the municipal government. Where
deemed viable, it may take under its direct supervision some of the functions or offices
of the municipal government.

The following, among others, are organizational units which may be placed
directly under this Office:

1. Civil Security Unit, if it exists;

Z. The Municipal Mayor’s Personal or Confidential Staff, whose
appointments are co-terminus with the term of office of the Municipal
Mayor.

This Office is headed by the Municipal Mayor himself, who is an elected official.

SANGGUNIANG BAYAN

This Office is the legislative body of the municipal government, It is a separate
entity placed parallel with that of the Office of the Municipal Mayor to signify equality
and independence of each other’s responsibility.

U B BN BN BN B BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN B



The following compose the Sanggunian;

1. Municipal Vice-Mayor, as the presiding officer;
2 Sanggunian Members.

This Office is headed by the Municipal Vice-Mayor, who is also an elected
official.

OFFICE OF THE SECRETARY TO THE SANGGUNIAN

This is an office which may not be merged with any of the other offices directly
under the Office of the Municipal Mayor since it is directly under the Sanggunian, the
legislative body of the municipal government.

The following may be considered as the standard operational components of this

1. Sanggunian Secretariat (Journals and Minutes, and Ordinances and

Resolutions);
2. Municipal Library;

3 Municipal Archives.

This Office is headed by the Secretary to the Sanggunian, a mandatory position
for municipalities, cities, and provinces.

OFFICE OF THE ADMINISTRATOR
This Office is an extension of the Office of the Municipal Mayor,

The following may be considered as the operational components of this Office:

1. Special Projects Development and Management;
2. Inter-Office and Inter-Agency Coordination and Assistance;
3 Organizational Development.
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This Office is headed by a Municipal Administrator, an optional position, whose
appointment shall be co-terminus with the term of office of the Municipal Mayor, except
those who were appointed as permanent prior to the effectivity of the new Local
Government Code. The position of Administrator is mandatory for cities and provingces.

ACCOUNTING AND INTERNAL AUDIT SERVICES

This is a staff office which, when maintained separately from other offices,
preserves proper checks and balances in the financial operations of the municipal
government.

The following may be considered as the operational components of the office:

l. Accounting Services;
z. Internal Audit Services,

This Office is headed by an Accountant, a mandarory position for municipalities,
cities, and provinces.

BUDGET OFFICE

This is a staff office, the functions of which may be kept separate or merged with
the responsibilities of the Planning and Development Office since budgeting is an
inevitable component of planning.

The following may be considered as operational components of this Office:

I. Inter-Office Coordination and Assistance on Budget Preparation;
2. Budget Integration and Reports Preparation.

This Office is headed by a Budget Officer, a mandatory position for
municipalities, cities, and provinces.
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PLANNING AND DEVELOPMENT OFFICE

This is a staff office which, if maintained separately from other offices, will
maximize the planning and development capability of the municipal government. It may,
however, include with it the functional responsibilities of the Budget Office, which is a
necessary component of planning.

The following may be considered as the operational components of this Office:

1. Inter-Office Coordination and Assistance on Plans and Programs

Preparation;
2. Plans and Programs Integration;
3, Fiscal Plans and Policies;
4. Local Development Council Secretariat Services.

This Office is headed by a Planning and Development Coordinator, a mandatory
position for municipalities, cities, and provinces.

OFFICE FOR LEGAL SERVICES

This is a predominantly staff office. In cases where the municipal government
does not feel the need to maintain a full office complement for purposes of effectively
performing the functions of this Office, it may be merged with the Office of the
Municipal Mayor, with the Legal Officer as a member of the staff or as head of the unit.

The following may be considered as the operational components of this Office:

1. Legal Research;

2 Legal Opinion;

3. Investigation and Prosecution;
4, Public Legal Assistance.

In cases where a municipal government does not have a legal officer, the Mayor
may seek assistance from or enter into a joint agreement with the provincial government,
or with another municipality or city which has a Legal Officer; or he may enter into a
joint agreement with a non-governmental organization(s) which offer legal services, to
enable him to take care of the municipal government’s legal services requirements.

This Office is headed by a Legal Officer, an oprional position for municipalities,
but mandatory for cities and provinces.

OFFICE ON GENERAL SERVICES

This is a staff office which shall take charge of administrative functions for the
entire municipal government. It may be maintained as a separate office, or in cases
where the municipality feels that it is not financially viable to maintain a separate office
for this purpose, its functions may be merged with that of the Office of the Municipal
Administrator,

In the case of municipalities which do not have an Office of the Administrator,
the general services function may be performed by personnel under the Office of the
Mayor or the Planning and Development Office.

The centralized character of this office’s operations will offer the following
advantages to the municipal government:

a) It will curb the present practice of having a separate administrative staff
in each office, which is financially disadvantageous to the municipal
government;

b} The head of each office will no longer be saddled with wvarious
administrative details, therefore giving them a better chance to pay more
attention to the technical requirements of their operations;

c) It will help streamline the planning and budgeting system, since it will
be possible to consolidate all the financial, equipment, supplies and
materials requirements of all the offices within the municipal
government,



d) Procurement, storage, and withdrawal of supplies, materials, and
equipments will be effectively prioritized and as a result, emergency
purchases will also be minimized,;

e) A centralized records management system will ensure:

¥ immediate retrieval of documents;

¥ immediate access to documents;
5 better physical safety of documents;
® less number of records personnel needed to handle municipal

records and archives; and

immediate pinpointing of responsibility in terms of safety and
accountability for records keeping.

The following may be considered as the operational components of the Office:
1. Records Management;
2. Security Services;

3. Property and Supplies Management (procurement, storekeeping,
maintenance, disposal);

4, Janitorial Services.

This Office is headed by a General Services Officer. The Code does not mention
whether or not the General Services Officer is mandatory or optional for municipalities.
It is mandatory for cities and provinces.

TREASURY OFFICE

This is a line office which, when maintained separately from other offices, will
enable the municipal government to maximize benefits from its financial operations.
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The following may be considered as the operational components of this Office:

Tax Education and Information;

Field Inspection of private, commercial, or industrial establishments;
Dishursements;

Cash Receipts;

e bl

Technical supervision will be exercised by the Provincial Treasurer over all
treasury offices of its municipalities.

This Office is headed by a Treasurer, a mandatory position for municipalities,
cities, and provinces.

ASSESSOR’s OFFICE

This is a line office which, when maintained separately from other offices, will
enable the municipal government to maximize its revenue generating capability.

The following may be considered as the operational components of this Office:

Tax Mapping;

Real Property Valuation and Assessment;
Real Property Identification and Accounting;
Field Surveys for Assessment Rolls;
Assessment Records and Reports;

Lo L b —

The Provincial Assessor shall:

exercise technical supervision and visitorial functions over the
municipal assessors; and

coordinate with municipal assessors in the conduct of tax
mapping operations and all other assessment activities, and
provide all forms of assistance therefore; provided, however,
that upon full provision by the component municipality
concerned to its assessor’s office of the minimum personnel,
equipment, and funding requirements as may be prescribed by



Page 12

the Secretary of Finance, such functions shall be delegated by the
Provincial Assessor to the said municipal assessor.

This Office is headed by an Assessor, a mandatory position for municipalities,
cities, and provinces.

OFFICE ON HEALTH SERVICES

This is a line office which, when maintained separately from other offices, will
ensure maximum attention paid to the health services needs of the municipal government.
The Office on Social Welfare and Development Services and the Office on Population
Development may be merged with this office when it is not practical to maintain
separately either or both of the two earlier mentioned offices.

On the other hand, this Office may also be merged with the Office on Social
Welfare and Development Services, together with the Office on Population Development,
depending on the need of the municipal government.

The following may be considered as the operational components of this Office:

1. Health Policies, Ordinances and Programs Development and
Implementation;

2 Sanitary Inspection;

3. Health Information and Education;

4, Health Services Administration;

5 Inter-Agency Coordination on Health Policies and Programs for both

Government Offices and Non-Governmental Organizations.

The Provincial Health Officer shall exercise general supervision over health
officers of the municipalities.

This Office is headed by a Health Officer, a mandatory position for
municipalities, cities, and provinces.

OFFICE ON SOCIAL WELFARE AND DEVELOPMENT SERVICES

This is a line office, which under certain circumstances, may be merged with the
Office on Health Services. Where it is not viable to maintain a separate Office on
Population Development, it may also be merged with this Office.

On the other hand, it is also possible for the Office on Health Services to be
merged with this Office when the municipal government deems it not necessary to have
a separate office for health services.

The following may be considered as the operational components of this Office:

4 Child Development and Protection;

2 Nutrition Service;

3 Youth Welfare and Development;

4. Special Welfare Programs for the Elderly, Disabled, etc.;

5. Social Upliftment Services;

6. Disaster Relief Assistance;

T [nter-Agency Coordination on Social Welfare and Development for both

Government Offices and Non-Governmental Organizations.

This Office is headed by the Social Welfare and Development Officer, an
optional position for municipalities, but mandarory for cities and provinces.

OFFICE ON POPULATION DEVELOPMENT

This is a line office which, under certain circumstances, may be merged with the
Office on Social Welfare and Development Services or the Office on Health Services.




The following may be considered as the operational components of this Office:
1. Population Development Iaformation and Education;

2. Population Development Assistance;

3. Responsible Parenthood Promotion.

This Office is headed by a Population OMficer, an opriora! position for
municipatities, cities, and provinces.

OFFICE OF THE CIVIL REGISTRY

This is a line office which may be maintained separately from other offices, or
merged with any other office doing related functions,

The following may be considered as the operational components of this Office:

1. Civil Registration Program Development and fmplementation;
2. Document Registration and Preservation:
3. Coordination with the National Statistics Office in  Educational

Campaigns for Vital Registration;
4, Assistance in Demographic and Statistics Preparation;
5. Issuance of Certified Copies of Registered Documents

This Office is headed by a Civil Registrar, a mandatory position for
municipalities and cities. The Code does not provide for a Civil Registrar position in
provinges.

ENGINEERING OFFICE

This is a line office which, if maintained separately from other offices, will
ensure maximum attenticn paid to infrastructure projects of the municipal government.
When the maintenance of a separate Office on Architectural Planning and Design is
deemed not viable, it may be merged with this Office.
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The following may be considered as the operational components of this Office:

1 Infrastructure Planning and Development;
2. Construction and Maintenance:

3. Quality Control;

4 Motor Pool.

Technical supervision wilt be exercised by the Provincial Engincer over cach
municipal engingering office.

This Office is headed by an Engineer, a mandatory position for municipalities,
cities, and provinces.

OFFICE ON ARCHITECTURAL PLANNING AND DESIGN

This 15 a line office which, under certain circumstances, may be merged with the
Engineering Office.

The following may be considered as the operational components of this Office:
1, Human Settlements Planning;

2. Inter-Agency Coordination on Architectural Planning and Design of
Government Agencies and Noa-Governmental Organizations.

This Office is headed by an Architect, an aptiona! position for municipalities,
cities, and provinces.

In cases where the municipal government does not feel the nced to hire the
services of a fulitime Architect, it may seek the assistance of or enter into a joint
agreement with another local government urit or a non-governmental organization(s) to
enable it ¢ take care of its architectural planning and desiga requirements, if any.

OFFICE FOR AGRICULTURAL SERVICES

This is a line office which, when maintained separately from other offices, will
enable the municipal government to maximize its attention en its agricultural programs,
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It may, however, under certain circumstances, include under its responsibility the
functions of either or all of the offices on environment and natural resources, veterinary
services, and the development of cooperatives, where the municipal government deems
it not viable to maintain separate offices for either or all of these aforementioned offices.

The following may be considered as the operational components of this Office:

1. Research and Development;

2. Extension Services;
3 Information and Education;
4, Inter-Agency Coordination on Agricultural Productivity of government

offices and non-governmental organizations.

This Office is headed by an Agriculturist, an optional for municipalities and
cities, but mandatory for provinces.

OFFICE ON ENVIRONMENT AND NATURAL RESOURCES
This is a line office which may be merged with the Office for Agricultural
Services, whenever the municipal government deems it not necessary to have a separate

office for environment and natural resources.

The following may be considered as the operational components of this Office:

1. Environmental Protection and Conservation;
2. Extension Services;
3 Inter-Agency Coordination on the Prevention of Pollution with both

government offices and non-governmental organizations.

This Office shall be headed by an Environment and Natural Resources Officer,
an optional position for municipalities, cities, and provinces.

In cases where the municipal government does not have any personnel to take
charge of environment and natural resources functions, it may enter into a joint
agreement with non-governmental organizations which shall assist the municipal
government in taking care of such responsibility, if any.

OFFICE FOR VETERINARY SERVICES

This is a line office which, under certain circumstances, may be merged with the
Office for Agricultural Services.

The tollowing may be considered as operational components of this Office:

Domestic Animals Regulation;

Animal Protection Services;

Animal Health Services;

Consumer Protection on Consumable Animals and Animal Products.

L D e

This Office is headed by a Veterinarian. The Code does not mention whether it
is a mandatory or optional position for municipalities. It is, however, a mandatory
position for cities and provinces,

In the case of municipalities which do not have a Veterinarian, the Mayor may
seek assistance from or enter into a joint agreement with the provincial government, or
with another municipality or city, or with a non-governmental organization(s) which have
a Veterinarian, to enable the municipal government to take care of its veterinary services
requirements.

OFFICE FOR THE DEVELOPMENT OF COOPERATIVES

This is a line office which, if maintained separately from other offices, will
enable the municipal government to take care of its needs in the organization of new
cooperatives, rehabilitation of those which need enhancement, assistance to those which
need it, and cooperative information and education. But when the municipal government
deems it not necessary to have a separate office for this purpose, it may be merged with
either the Office for Agricultural Services or an Office for Economic Enterprise
Development and Management (if such an office exists in the municipality).




in cases where the cooperatives are purely for agricultural purposes, thiy office
may be merged with agricultural services. In cases, however, when the cooperatives 1o
he organized or are in existence deal not only with agriculture but with other concerns,
this responsibility may he merged with that of economic enterprise development and
management. Otherwise, it may be more practical o maintain a separate office for
vooperatives development.

The following may be considered as the operational components of this Office:

Cooperatives Organization;

Cooperatives Rehabilitation,
Cooperatives Assistance;

Cooperatives Information and Education.

B

This Office is headed by & Cooperatives Officer.  The Code does not mention
whether this position is mandatory or eptional for municipalities. [t is, however,
optional for cities and provinces.

OFFICE ON PUBLIC INFORMATION

This is a line office which may be merged with the Office of the Municipal
Administrator or the Office of the Municipal Mayor when it is not practical to maintain
a separate office for this purpose.

The following may be considered as the operational components of this Otfice:

l. FPublic [nformation;

2 Inter-Office and [nter-Agency Coordination on Information (private
individuals, business, government offices, and non-governmental
organizatinns).

This Office is headed by an Information Officer, an optional position for
municipalities, citles. and provinces.
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OFFICE FOR HUMAN RESOURCE MANAGEMENT

This is a staff office, the functions of which are included as part of the
responsibilities of the Office of the Administrator under the Local Government Code.
However, the Local Government Code, under Title Two, Chapter 2, Sec. 443 ()2} also
provides that the Sangguniang Bayan "may create such other offices as may be necessary
to carry out the purposes of the municipal government.”

Where practicable. maintaining a separate office for human resource management
will enahle the municipal government to better take care of its personnel needs. [t will
also allow the municipal government to have a more effective personnel management
program, the result of which is a more effective and professional workforce.

When it is not practical o mainlain a separate office for human resovree
management, the function of this office shall form part of the responsibilities of the
Office of the Municipal Administrator or in ks absence, the office of the municipal
mAyOr.

The following may be considered as the operational components of this Office:

Recruitment and Selection;

Personnel Training and Development,
Performance Appraisal,

Merit Promotion;

Laave Administralion;

Retirement, and Other Personnal Services.

o Lh b e R —

This otfice is headed by a Human Resource Management Officer which is neither
a mandatory nor an optional position for provinces, cities, and municipalities.

OFFICE FOR ECONOMIC ENTERPRISE DEVELOPMENT
AND MANAGEMENT

This is a line office which may be created by the Sangguniang Bayan whenever
it deerns it necessary,to enablie the municipal government to effectively develop new or
marlage existing public enterprises which will contribute to the economic development of
the municipality.
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The following may be considered as the operational components of this Office:

Business Promotion;

Public Enterprise Development;

Public Enterprise Management;

Public Enterprise Financial Management;
Business Permits and Licenses:

Market Administration or Supervision;
Slaughterhouse Operation;

Tourism and Industry Services.

In the absence of this Office, its operational components may be assigned as
follows:

* Numbers 1, 2, 3, 4 and 8, to the Office of the Municipal Administrator
or the Office of the Municipal Mayor;

* Numbers 5 and 6, to the Office of the Municipal Administrator or to the
Treasury Office; and

% Number 7, to the Office for Veterinary Services, or the Office for
Agricultural Services.

This Office is headed by an Economic Enterprise Officer, which is neither a
mandatory nor an optional position for municipalities, cities, and provinces.
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IV. ORGANIZATIONAL MODELS FOR MUNICIPALITIES

MUNICIPALITY Model A

May he Adopted by First Class Municipalities

Key considerations:

The municipality is financially capable of maintaining all the offices included in
thiz model;

It considers maintenance of all the offices included as important and necessary
in the total delivery of services to its inhabitants;

Iis service delivery and personnel management systems require the creation of
offices which are not specifically provided for in the new Lacal Government
Code {LGC), such as the Office for Human Resource Management (OHRM),
and the Office for Economic Enterprises Development and Management
(OEEDM}, and

It has a fully complemented Qffice of the Municipal Administrator (OMA) which
can effectively handle inter-office and inter-agency eoordination and assistance.

Features:

This model contains twenty-four offices, the most number compared to all other
ofganizational structure models for musicipalities.

All elective, mandatory and optional positions mentioned in the Local
Government Code are included in this model.

The two additional offices not specifically provided for in the LGC (OHRM &
OEEDM) are alsc included to ensure effective service delivery to its constituents.
The Office for Human Resource Management (OHRM) is necessary for an
effective personnel management program and the Office for Economic Enterprise
Development and Management (OEEDM) is needed to allow the municipat
government to effectively develop new public enterprises or manage existing ones
for the economic development of the municipality.

For praper coordination of office functions, all staff and line offices are under
the Office of the Municipal Administrator as an extension of the Mayor’s Office.
As compared to the other models, this organizatiopal scructure is one of the most
expensive to maintain in terms of personal services and alministrative
requirements, in view of:

- the nead for 3 maximum number of physical facilities and office
equipment to be maintained; and

- the big number of personnel required to perform the functional
responsibilities of each of the 24 offices.

Service Priorities

by fi

The service priorities considered in this arganizational struciure were identified

rst class municipalities in their responses to the survey questionnaire and interviews.

They were mentioned as top priorities Yy the officials interviewed or they appear as
gither first, secord or third priosity in the survey responses, when asked to rank their top
three priorities from a list of basic services and facilities provided in the Local
Government Code. These service priorities are:

e B Bl e

Public Works and Infrastructure
Health Services

School Buildings Programs
Environmegtal Programs

Social Welfare

Cooperatives

Livelihood

Agriculture

e
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Offices: omplemen 1

1 Office of the Municipal Mayor (OMM) The following line offices, although not directly involved in the delivery of
2 Sangguniang Bayan (SB) service priorities are included in this model, as they are necessary to support the
3. Office of the Municipal Administrator (OMA) implementation of essential service delivery programs.

4 Office of the Secretary to the Sanggunian (O8S)

1. Office on Public Information - necessary to keep an open communication line
between the municipal government and the public, non-governmental
organizations, private organizations and other government agencies.

ffi nder the

5. Planning and Development Office (PDO) 2. Office on Architectural Planning and Design - functions are related to those of
6. Budget Office (BO) the Engineering Office and the Office on Environment and Natural Resources
T Accounting and Internal Audit Services {AIAS) 3 Office on Population Development - to complement the Office on Social Welfare
8. Office on General Services (OGS) and Development Services.
9. Office for Legal Services (OLS) 4, Office for Veterinary Services - to support the Office on Agricultural Services
10, Office for Human Resource Management (OHRM) and as a component of the health and social welfare programs,

Other considerations:
i1, Treasury Office (TQ) This model considers the needs of first class municipalities which exhibit the
12. Assessor’s Office (AO) features of agricultural, industrial and commercial activities, one of which may be more
13. Office of the Civil Registry (OCR) predominant than the others.

4, Office on Health Services (OHS)

15. Office on Social Welfare and Development Services (OSWDS)
16. Office on Population Development (OPD)

17. Engineering Office (EQ)

18. Office on Architectural Planning and Design (OAPD)

19, Office for Agricultural Services (OAS)

20. Office on Environment and Natural Resources (OENR)

21. Office for Veterinary Services (OVS)

22 Office for the Development of Cooperatives (ODC)

23. Office on Public Information (OPI)

24, Office for Economic Enterprise Development and Management (OEEDM)
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MUNICIPALITY Model A-1

May be Adopted by First Class Municipalities

K \derations:

The municipality is financially capable of maintaining all the offices included in
this model;

It considers the inclusion of all the offices as necessary in the total delivery of
services to its inhabitants;

Its service delivery and personnel management systems require the creation of
additional offices which are not specifically provided for in the Local
Government Code, such as the Office for Human Resource Management and the
Office for Economic Enterprise Development and Management,

It has 2 fully complemented Office of the Municipal Administrator which can
effectively handie inter-office and inter-agency coordinatior and assistance;

It recognizes the need for closer monitoring and easing the load of the Office of
the Municipal Administrator (OMA) in its office coordination functions by
pfacing two line offices directly under the Office of the Municipal Mayor {OF1
& OEEDM).

Eeatures:

Thiz model contains all the twenty-four offices included in Model A.

All elective, mandatory and optional positions mentiored in the Local
Government Code are included in this model, plus two other positions not
provided for in the Code - the Human Resource Management Officer and the
EEQ.

Two line offices are directly under the Office of the Municipal Mayor for closer
MONICTIng:

- the Office oo Public Information (OPI), 1 facilitate inter-office and inter-
agency coordination on information; and

- the Office for Economic Enterprise Development and Management
{OEEDM), to facilitate economic development planning and program
itplementation,

4. Alt staff offices and other line offices are under the Office of the Municipal
Administrator (OMA), for purposes of proper coordination.

5. As compared to the other models, this crganizational structure is one of the most
expensive to maintain in terms of personal services and administrative
requirements, in view of:

- the need for a maximum oumber of physical facilities and office
equipment to be maintained; and

- the big number of personnel required to perform the functional
responsibilities of each of the 24 offices.

X +
+

The service priorities considered in this organizational structure were identified
by first class municipalities in their responses to the survey questionnaire and interviews.
They were menticned as top priorities by the officials interviewed or they appear as
either first, second or third priority in the survey responses, when asked to rank their top
three priorities from a list of basic services and facilities provided in the Local
Government Code (LG(C). These service priorities are:

1. Public Works and Infrastructure
2. Health Services
3 School Buildings Programs
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4, Environmental Programs
5. Social Welfare

6. Cooperatives

T Livelihood

B. Agriculture

ffices:

| Office of the Municipal Mayor (OMM)

2 Sangguniang Bayan (SB)

3 Office of the Municipal Administrator (OMA)
4 Office of the Secretary to the Sanggunian (OS5)

Staff Offices Under the General Supervision of the Municipal Mayor:

Planning and Development Office (PDO)

Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office on General Services (OGS)

Office for Legal Services (OLS)

Office for Human Resource Management (OHRM)

= R

l

Line Offices Under the General Supervision of the Municipal Mayor:

11. Treasury Office (TO)

12. Assessor’s Office (AQ)

13: Office of the Civil Registry (OCR)

14. Office on Health Services (OHS)

15. Office on Social Welfare and Development Services (OSWDS)
16. Office on Population Development (OPD)

17. Engineering Office (EQ)

18, Office on Architectural Planning and Design (OAPD)
19, Office for Agricultural Services (DAS)

20. Office on Environment and Natural Resources (OENR)
21. Office for Veterinary Services (OVS)

e Office for the Development of Cooperatives (ODC)

nder the Dir rvision of the Munici avor:

23. Office on Public Information (OPI)
24, Office for Economic Enterprise Development and Management (OEEDM)

omplement: ff1

As in Model A, line offices not directly involved in the delivery of the service
priorities of the municipality, are included in this model to support the implementation
of essential service delivery programs. These line offices are:

I, Office on Public Information - necessary to keep an open communication line
between the municipal government and the public, non-governmental
organizations (NGOs), private organizations and other government agencies.

2. Office on Architectural Planning and Design - functions are related to those of
the Engineering Office and the Office on Environment and Natural Resources.
3. Office on Population Development - to complement the Office on Social Welfare

and Development Services.
4, Office for Veterinary Services - to support the Office on Agricultural Services
and as a component of the health and social welfare programs.
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MUNICIPALITY Model A-2

May be Adopted by First Class Municipalities

K¢y considerations:

The municipality is financially capable of maintaining all the offices included in
this modsl;

It considers the inclusion of all the offices as necessary in the total delivery of
SeTvices (o its constituents;

Its service delivery and personnel management systems reguire the creation of
additional offices which are not specifically provided for in the Local
Government Code, such as the Office for Human Resource Management
{OHRM) and the Office for Economic Enterprise Development and Management
{OEEDM);

It recogmizes the need for closer monitoring and easing the load of the Office of
the Municipal Administrator in its office coordination functions by placing two
line offices directly under the Office of the Muricipal Mayor (OPI & OEEDM):;
It further considers providing maximum coordination of office functions by
clustering of offices.

Features:

1.

This mode] contains all the twenty-four offices included in Model A,

All elective, mandatory and optional positions mentioned in the Local
Government Code are included in this moded, plus two additional positions
(HRMO and EEQ).

Like Model A-1, two line offices (OP! and OEEDM) are directly under the
Office of the Municipal Mayor for purposes of closer monitoring and easing the
load of the OMA and the clusters for technical services:

- the Office on Public Information (OPI) - to facilitate inter-office and
inter-agency coordination on information; and

- the Office for Economic Enterprises Development and Management
(CEEDM) - to facilitate planning and program implementation on
economic devefopment.

4, Clustering of offices is introduced to effect maximum coordination of office
fonctions and to avoid overburdening of the Office of the Municipal
Administrators:

- one cluster for management services; and
- two clusters for technical services.

5. Each cluster is headed by a chairman to be selected on rotation basis from among
the heads of offices within the cluster. Each cluster chairman is responsible for
coordinating the functions of the offices in his cluster.

6. As compared to the other modets, his organizational structure is one of the most
expensive to maintain in terms of personal services and administrative
requirements, in view of:

- the need for a maximum number of physical facilities and office
equipment to be maintained; and

- the big number of required personnel to perform the functional
respensibilities of each of the twenty-four offices.

Service Priorities:

The service priorities considered in this organizational struchuze were identified
by first class municipalities in their responses to the survey questionnaire and interviews.
They were mentioned as top priorities by the officials interviewed or they appear as
either first, second or third priority in the survey responses, when asked to rank their top
three priorities from a list of basic services and facilities provided in the Local
(overnment Code. These sarvice priorities are;
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1; Public Works and Infrastructure 15. Office on Social Welfare and Development Services (OSWDS)
2. Health Services 16. Office on Population Development (OPD)
2% School Buildings Programs
4 Environmental Programs TECHNICAL SERVICES - B Cluster
5 Social Welfare
6. Cooperatives 17. Office for Agricultural Services (OAS)
T Livelihood 18. Office on Environment and Natural Resources (OENR)
8. Agriculture 19.  Office for Veterinary Services (OVS)
20. Office for the Development of Cooperatives (ODC)
fices: 21, Engineering Office (EQ)
22, Office on Architectural Planning and Design (OAPD)
1- Office of the Municipal Mayor (OMM)
2 Sangguniang Bayan (SB) i ffic
3. Office of the Secretary to the Sanggunian (0SS)
4, Office of the Municipal Administrator (OMA) 23. Office on Public Information (OPI)
24, Office for Economic Enterprises Development and Management (OEEDM)
taff Offic ner ision of icipal

mpl ffi

MANAGEMENT SERVICES Cluster

As in Models A and A-1, four line offices (OAPD, OPI, OPD & OVS) which
Planning and Development Office (PDO) are not directly involved in the delivery of service priorities are included in this model,

Budget Office (BO) as they are necessary to complement or support the other line offices in the
Accounting and Internal Audit Services (AIAS) implementation of service delivery programs.
Office for Legal Services (OLS)

Office on General Services (0OGS)
Office for Human Resource Management (OHRM)

S }0.00 N O Lh

—_—

ine Offic r th neral ervision of nicipal M :

TECHNICAL SERVICES - A Cluster

g Treasury Office (TO)

12. Assessor’s Office (AQ)

13. Office on Health Services (OHS)
14. Office of the Civil Registry (OCR)
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MUNICIPALITY Model A-3

May be Adopted by First Clags Municipalities

i iQns:

The municipality is financially capable of maintaining all the offices included in
this model;

It considers the inclusion of all the offices as necessary in the total delivery of
services 1o its inhabitants;

fts service delivery and personnel management systems require the creation of
additional offices and positions which are not specifically provided for in the
Local Government Code, such as the Office for Human Resource Management,
the Office for Economic Enterprise Development and Management, and the three
positions of Assistant Municipal Administrator;

it recognizes the need for closer monitoring and of easing the load of the Office
of the Municipal Administrator in its coordination functions by placing two line
offices directly under the Office of the Municipal Mayor (OPT & OEEDM);

It further considers providing maximum coordination of office functions by

clustering of offices.

Esatures:

This modal contains afl the twenty-four offices included in Models A, A-1 and
A2

It also includes ali elective, mandatory and optional positions mentioned in the
Local Government Code, plus two other positions not provided for in the Code

(HRMO and EEQ).
Like Models A-1 and A-2, two line offices are directly under the Office of the

Municipal Mayor for purposes of closer monitoring:

- the Office on Public Information - to facilitate intes-office and inter-
agency coordination orn infermation; and

- the Office for Economic Eaterprise Development and Management - 1o
facilitate planning and program implementation on economic
development,

4, As in Model A-2, clustering of offices is provided to effect maximum
coprdination of office functions:

- one cluster for management services; and
- two clysters for technical services.

5. Each cluster is headed by an Assistant Municipal Administrator, a new pasition
which is co-termirus with the Municipal Mayor’s term of office. Each Assistant
Municipal Administrator is responsible for coordinating the functions of the
offices in his cluster.

6. As compared 1o all the other models, included in the A series, this organizational
structure is the most expensive 1o maintain, in view of:

- the need for a maximum number of office facilities and equipment

- the big number of personnel required to perform the functional
responsibilities of each of the 24 offices; and

- the creation of three additional positions of Assistant Municipal
Administrator

Service Priorities:

The service priorities considered in this organizational structure were identified
by first class municipalities in their responses to the survey questionnaire and during
interviews. They were mentioned as top priorities by the officials interviewed or they
appear as either first, second or third priority in the survey responses, when asked to
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rank their top three priorities from a list of basic services and facilities provided in the
Local Government Code. These service priorities are:

Public Works and Infrastructure
Health Services

School Buildings Programs
Environmental Programs

Social Welfare

Cooperatives

Livelihood

Agriculture

e S e

1 Office of the Municipal Mayor (OMM)

2. Sangguniang Bayan (SB)

3 Office of the Secretary to the Sanggunian (OS5)
4 Oftice of the Municipal Administrator (OMA)

fi ] ervision of Municipal Mayor:
MANAGEMENT SERVICES Cluster

Planning and Development Office (PDO)

Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office for Legal Services (OLS)

Office on General Services (0GS)

Office for Human Resource Management (OHRM)

R e B = )

—

Line Offices Under the General Supervision of the Municipal Mayor:

TECHNICAL SERVICES - A Cluster

11. Treasury Office (TO)
12, Assessor’s Office (AQ)

13. Office on Health Services (OHS)

14, Office of the Civil Registry (OCR)

I5. Office on Social Welfare and Development Services (OSWDS)
16. Office on Population Development (OPD)

TECHNICAL SERVICES - B Cluster

17. Office for Agricultural Services (OAS)

18. Office on Environment and Natural Resources (OENR)
19, Office for Veterinary Services (OVS)

20. Office for the Development of Cooperatives (ODC)
21.  Engineering Office (EQ)

22, Office on Architectural Planning and Design (QAPD)

23. Office on Public Information (OPI)
24, Office for Economic Enterprises Development and Management (OEEDM)

mpl ic

As in Models A and A-1, the four line offices (OAPD, OPI, OPD & OVS) which
are not directly involved in the delivery of the service priorities of the municipality, are
included in this model, as they are necessary to complement or support the other line
offices in the implementation of service delivery programs .
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MUNICIPALITY Model B

May be Adopted by First Class Municipalities

K iderations:

1. The municipality has the financial capability of maintaining all the offices
included in this model:

23 It considers merging of some offices without sacrificing the effective delivery of
basic services to its constituents;

3. [ts service delivery and personnel management systems consider the inclusion of
offices which are not provided for in the Local Government Code, such as the
Office for Human Resource Management (OHRM) and the Office for Economic
Enterprise Deveiopment and Management (OEEDM);

4, It has a fully complemented Office of the Municipal Administrator (OMA) which
can effectively handle the coordination of office functions.,

Features:

1. This model contains twenty-one offices, including three sets of combined offices.

2 It includes all elective, mandatory, optional and two additional positions (HRMO

& EEO), although some optional positions do not appear as office heads, as they
are merged with other offices. The merged offices are:

- the Office on Public Information (OPT) combined with the Office of the
Municipal Administrator (OMA);

- the Office on Architectural Planning and Design (OAPD)} merged with
the Engineering Office (EO), (now Engineering and Architectural
Planning Office [EAPO]); and

- the Office for the Development of Cooperatives (ODC) combined with
the Office for Economic Enterprise Development and Management (now
Office for Economic Enterprise and Cooperatives Development
[OEECD]).

In this Model, it is not necessary to maintain separate offices for public
information, architectural planning and cooperatives development, as such
functions can be effectively handled by the offices to which they are attached.
As compared to the A Models, this organizational structure is less expensive to
maintain in terms of administrative and personal services requirements due to the
merging of some offices.

Service Priorities;

The service priorities considered in this organizational structure were identified

by first class municipalities in their responses to the survey questionnaire and interviews.
They were mentioned as top priorities by the officials interviewed or they appear as
either first, second or third priority in the survey responses, when asked to rank their top
three priorities from a list of basic services and facilities provided in the Local
Government Code. These service priorities are:

Offices:

1.
&

a6 e

Public Works and Infrastructure
Health Services

School Buildings Programs
Environmental Programs

Social Welfare

Cooperatives

Livelihood

Agriculture

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)
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3.
4.

Office of the Secretary to the Sanggunian (OSS)
Office of the Municipal Administrator (OMA)

Staff Offices Under the General Supervision of the Municipal Mayor:

S

Planning and Development Office (PDO)

Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office for Legal Services (OLS)

Office on General Services (OGS)

Office for Human Resource Management (OHRM)

11.

Treasury Office (TO)

12. Assessor’s Office (AQ)

13. Office on Health Services (OHS)

4. Office of the Civil Registry (OCR)

15. Office on Social Welfare and Development Services (OSWDS)

16. Office on Population Development (OPD)

17 Office for Agricultural Services (OAS)

18. Office on Environment and Natural Resources (OENR)

19. Office for Veterinary Services (OVS)

20. Office for Economic Enterprises and Cooperatives and Development (OEECD)

21. Engineering and Architectural Planning Office (EAPO)
omplement fices:

The following line offices, although not directly involved in the delivery of the

service priorities of the municipality, are included in this model as they are necessary to
support the implementation of servide delivery programs and projects.

I.

2.

Office on Population Development - the functions of this office complement the
Office on Social Welfare and Development Services (OSWDS).

Office for Veterinary Services - to support the OAS and as a component of the
health and social welfare programs.
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MUNICIPALITY Model B-1

May be Adopted by First Class Municipalities

4

Key con ions:
1. The municipality has the financial capability to maiatain all the offices included
in this model;
2. It considers merging of some offices without sacrificing the effective delivery of
basic services to its constituents;
3. Its service delivery and personnel management systems consider the inclusion of
officas which are not provided for in the Local Government Code, such as the
Office for Human Resource Management and the Office for Economic
Enterprise Development and Management;
4. It considers clustering of offices to lighten the load of the Office of the Municipat
Administrator in its coordination function,
Eeatures:
1. This model contains all the twenty-one offices included in Model B.
2. Tt inchudes all elective, mandatory, optional and two additianal positions (HRMD

& EED), although some optional positions do not appear as office heads, as they
are merged with other offices. The merged offices are:

- the Office on Public Information ¢ombined with the Office of the
Municipal Administrator;

- the Office on Architectural Planning and Design merged with the
Engineering Office, (now Engineering and Architectural Planning and
Office (EAPOD); and

- the Office for the Development of Cooperatives (ODC) combined with
the Office for Economic Enterprise Development and Management (now
QOEECD).

There is clustering of offices to affect maximum coerdination of office functions
and to avoid overloading the Office of the Municipal Administrator (OMA):

- one cluster for management services; amnd
- two clusters for technical services.

Each ciuster is headed by a chairman to be selected on rotation basis from among
the heads of offices within the cluster. Each ciuster chairman is responsible for
coordinating the functions of the offices in his cluster.

As compared 10 the A Models, this organizationat structure is less expensive to
maintain in terms of administrative and personal services requirements due to the
merging of some offices.

Service Priorities:

The service pricrities considered in this organizational structure were identified

by first class municipalities in their responses to the survey questionnaire and inferviews.
They were mentioned as top priorities by the officials interviewed or they appear as
either first, second or third priority in the survey responses, when asked to rank their top
three priorities from a list of basic services and facilities provided in the Local
Government Code. These service priorities are:

L - N N e
A e

Public Works and Infrastructure
Health Services

School Buildings Programs
Environmental Programs

Social Welfare
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6. Cooperatives
T. Livelihood
8. Agriculture

1 Office of the Municipal Mayor (OMM)

2 Sangguniang Bayan (SB)

3. Office of the Secretary to the Sanggunian (OSS)
4 Office of the Municipal Administrator

Staff Offices General Supervision of the Munici

MANAGEMENT SERVICES Cluster

Planning and Development Office (PDO)

Budget Office (BO)

Accounting and Internal Audit Services (ALAS)
Office for Legal Services (OLS)

Office on General Services (OGS)

Office for Human Resource Management (OHRM)

==l B=A R

l

Line Offices Under the

TECHNICAL SERVICES - A Cluster

11. Treasury Office (TO)
12. Assessor’s Office (AQ)
13. Office on Health Services (OHS)

14, Engineering and Architectural Planning Office (EAPQ)
I5. Office on Social Welfare and Development Services (OSWDS)

16, Office on Population Development (OPD)

TECHNICAL SERVICES - B Cluster

i7.
18.
19.
20.

21.

Office for Agricultural Services (OAS)

Office on Environment and Natural Resources (OENR)

Office for Veterinary Services (OVS)

Office for Economic Enterprises Development and Cooperatives Management
{(OEEDCM)

Office of the Civil Registry (OCR)

Complementary Offices:

The following line offices, although not directly involved in the delivery of the

service priorities of the municipality, are included in this model as they are necessary to
support the implementation of its programs and projects for its major concerns:

1.

2.

Office on Population Development - the functions of this office complement the
Office on Social Welfare and Development Services (OSWDS).

Office for Veterinary Services - to support the Office for Agricultural Services
(OAS) and as a component of the health and social welfare programs.
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MUNICIPALITY Model B-2

May be Adopted by First Class Municipalities

Key congiderations:

The municipatity has the financial capability to maintain all the offices included
in this model;

It considers merging of some offices without sacrificing the effective delivery of
basic services to its constituents;

Its service delivery and personne] management systems consider the inclusion of
offtces which are not provided for in the Local Government Code (LGC), such
as the Office for Human Resource Management (OHRM) and the Oifice for
Economic Enterprise Deveiopment and Management (OEEDM);

It considers clustering of offices to lighten the load of the Office of the Municipal
Administrator (OMA) in its coordination function.

Featurgs:

Bl -

This model contains all the ewenty-one offices included in Models B and B-1.
It includes all elective, mandatory, optional and two additional positions (HRMO
d&t EEQ), although some optional positions do not appear as office heads, as they
are merged with other offices. The merged offices are:

- the Office on Public Information (OPD) combinad with the Office of the
Municipal Administrator (OMA);

- the Office for Architectural Planning and Design (OAPD merged with
the Engineering Office, (now EAPO); and

- the Office for Development of Cooperatives combined with the Office for
Economic Enterprise Development and Management (now OEECD).

As in Model B-1, there is clustering of offices o effect maximum coordination
of office functions and to avoid overloading the Office of the Municipal
Administrator:

- one cluster for management services; and
- two clusters for technical services,

Instead of a Chairman, each clester is headed by an Assistant Municipal
Administrator, a2 new position which is co-terminus with the Municipal Mayor's
term of office.  Each Assistant Municipal Administrator is responsible
coordinating the fanctions of the offices in his cluster.

This organizational structure is more expensive to maintain than Models B and
B-1 in view of the additionat three positions of Assistamt Municipal
Administrator.

Secvice Priorities:

The service priorities considered in this organizational structure were identified

by first class municipalities in their responses to the survey questionnaire and interviews,
They were mentioned as top priorities by the officials interviewed or they appear as
either first, second or third priority in the survey responses, when asked to rank their top
thres priorities from a list of basic services and facilities provided in the Local
Government Code. These service priorities are:

0w

Public Works and Infrastructure
Health Services

School Buildings Programs
Environmental Programs

Social Welfare

Cooperatives

Livelihood

Agriculture
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Offices:

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Office of the Secretary to the Sanggunian (0SS)
Office of the Municipal Administrator

W -

MANAGEMENT SERVICES Cluster

5 Planning and Development Office (PDO)

6. Budget Office (BO)

1. Accounting and Internal Audit Services (AIAS)

g Office for Legal Services (OLS)

9 Office on General Services (0OGS)

0 Office for Human Resource Management (OHRM)

TECHNICAL SERVICES - A Cluster

11, Treasury Office (TO)

2. Assessor’s Office (AQ)

13. Office on Health Services (OHS)

14. Engineering and Architectural Planning Office (EAPO)

15. Office on Social Welfare and Development Services (OSWDS)
16. Office on Population Development (OPD)

TECHNICAL SERVICES - B Cluster

17. Office for Agricultural Services (OAS)
18. Office on Environment and Natural Resources (OENR)
19, Office for Veterinary Services (OVS)

20. Office for Economic Enterprises Development and Cooperatives Management
(OEEDCM)

21. Office of the Civil Registry (OCR)

lementa ices:

The following line offices, although not directly involved in the delivery of the
service priorities of the municipality, are included in this model as they are necessary to
support the implementation of service delivery programs and projects.

L. Office on Population Development - the functions of this complement the Office
on Social Welfare and Development Services (OSWDS).
2. Office for Veterinary Services - to support the Office for Agricultural Services

(OAS) and as a component of the health and social welfare programs.
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MUNICIPALITY Model C

May be Adopted by first and Second Class Municipalities

Key considerations:

The municipality bas the financial capability to maintain il the offices included
in this model;

Merging of some offices is considered without sacrificing the effective delivery
of basic services for its inhabitants;

lts personnel management system requires the creation of a position pot
mentioned in the Local Government Code - the Human Resource Management
Offices.

Esatures:

This model bas nineteen offices, including the four sets of combined offices.
All elective, mandatory and optional positions are included, although some
optional positions are integrated with other offices and are not shown as heads
of offices, The combined offices are:

- the Officz for Human Resource Management with the Office of the
Municipal Administrator;

- the Office on Architectural Planning and Design with the Engineering
Office {now Engineering and Architectural Planning Office);

- the Office on Popuiation Development (OPD) with the Office on Social
Welfare and Development services (OSWDS); and

- the Office for Veterinary Services (OVS) with the Office for Agricuitural
Services {OAS) (now Office for Agriculture and Veterinary Services
[OAVS]).

The Office on Public Information (OPE) is directly under the Office of the
Municipal Mayor (OMM) to facilitate inter-office and inter-agency coordination
ont information,

There is no separate Office for Economic Enterprises Development and
Management (OEEDM) as there is not much commerctal activities in the
municipality. Hence, the functions of this office are distributed as follows:

- Business permitsflicenses and market supervision - to the Office of the
Municipal Administrator (OMAY;

- Slaughterhouwse operation, if any - to the Office for Agriculture and
Veterinary Services (OAVS): and

- Other public enterprises functions, if any - to the Office of the Municipal
Mayor (OMM) {See the Functionat Descripsion of Offices).

This organizational structure is less expensive 1o maintain than the A and B
Models in view of the merging of some cffices and the distribution of the
functions of the Office for Economic Enterprise Development and Management
(OEEDM), which reduces the cost for personal services and administrative
requiremeants.

Service Priorities:

Listed below are the service priorities identified by first and second class

municipalities in their responses to the survey questionnaires and the interviews:

= R I VR

Public Works and Infrastructure
Health Services

Social Welfare

Agricultural Extension/Research
Enviroamental Programs
Cooperatives

Communication Services/Facilities
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Offices:

Bk =

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Office of the Secretary to the Sanggunian (0SS)
Office of the Municipal Administrator

5.
6.
7.
8.
9.

Line Offices

10.
11.
i2.
i3.
14.
15.
16.
17,
18.

Planning and Development Office (PDO)
Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office for Legal Services (OLS)

Office on General Services (OGS}

Treasury Office (TO)

Assessor’s Office (AO)

Office on Health Services (OHS)

Office of the Civil Registry (OCR)

Office on Social Welfare and Development Services (OSWDS)
Office for Agricultural and Veterinary Services (OAVS)
Office on Environment and Natural Resources (OENR)

Office for the Development of Cooperatives (ODC)
Engineering and Architectural Planning Office (EAPQO)

Line Office Under the Direct Supervision of the Municipal Mavor:

19.

Office on Public Information (OPT)
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1.
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. Municipal Mayor
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. Municipal Vice-Mayor
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MUNICIPALITY Model C-1

May be Adopted by first and Second Class Municipalities

Key considerations:

2.

3.

The municipality has the financial capability to maintain all the offices included
in this model;

Merging of some offices is considered withont sacrificing the effective delivery
of hasic services for its inhabitants;

Its personnel management system requires the creation of a position not
mentioned in the Local Government Code - the Human Resource Management
Officer.

Features:

This model has nineteen offices, including the four sets of combined offices.
All elective, mandatory and optional positions are included, although some
optional positions are integrated with other offices and are not shown as heads
of offices, The combined offices are:

- the Office for Human Resource Management with the Office of the
Municipal Administrator;

- the Office on Architectural Planning and Design with the Enginzecing
Office tnow Engineering and Architectural Planning Otfice);

- the Office nn Population Development (OFDY with the Office on Social
Welfare and Development services (OSWDS); and

- the Office for Veterinary Services {OVS) with the Office for Agricultural
Services (DAS) (now Office for Agriculture and Veterinary Services
[DAVE]).

The Office on Public Information (OPI) is directly under the Office of the
Municipal Mayor {OMM) 10 facilitate inter-office and inter-agency coordination
on information.

4, There is no separate Office for Economic Enterprise Development and
Management (OEEEM) as there is not much commercial activity in the
municipality. Hence, the functions of this office are distributed as follows:

- Business permits/licenses and market supervision - to the Office of the

Municipal Administrator (OMAY;

- Slaughterhouse operation, if any - to the Office for Agriculture and

Veterinary Services (QAVS); and

- Other public enterprises functions, if any - to the Office of the Municipal

Mayor (OMM) (5ee the Functional Description of Offices).

5. This organizational structure is lass expensive to maintain than the A and B
Models in view of the merging of some offices and the distribution of the
functions of the Office for Economic Enterprise Development and Management
(OEEDM), which reduces the cost for personal services and administrative

requirements.

Service Priorities:

Listed below are the service priorities identified by first and second class

municipatities in their responses to the survey questionnaires and the interviews:

Public Works and Infrastructure
Health Services

Social Welfare

Agricultural Extension/Research
Environmental Programs
Cooperatives

Communication Services/Facilities
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I Office of the Municipal Mayor (OMM)

2. Sangguniang Bayan (SB)

3. Office of the Secretary to the Sanggunian (OSS)
4 Office of the Municipal Administrator

5 Planning and Development Office (PDQ)

6. Budget Office (BO)

T Accounting and Internal Audit Services (AIAS)
B Office for Legal Services (OLS)

9 Office on General Services (0OGS)

Line Offices Under the General Supervision of the Municipal Mayor:

10, Treasury Office (TO)

11. Assessor's Office (AQ)

12. Office on Health Services (OHS)

13. Office of the Civil Registry (OCR)

14 Office on Social Welfare and Development Services (OSWDS)
15. Office for Agricultural and Veterinary Services (OAVS)

16, Office on Environment and Natural Resources (OENR)

17. Office for the Development of Cooperatives (ODC)

18. Engineering and Architectural Planning Office (EAPO)

Line Office

19. Office on Public Information (OPI)
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MUNICIPALITY Model D

May be Adopted by First and Second Class Municipalities

Key copsiderations:

The municipality has the financial capacity to maintain the offices included in this
madel;

It considers merging of some offices and integration of certain functions with
related offices without affecting its ability to provide basic services 1o its
inhabitants; and

Its personnel management system requires the creation of an office not
specifically mentioned in the Local Government Code (LGC) — the Office for
Human Resource Management (OHRM).

Features:

This model kas nineteen offices, including one office not mentioned in the Code
and two sets of merged offices.

It includes all elective and mandatory positions and some optional positions, plus
one position not meationed in the Code (HRMQ).

The Office on Public Information (OPI) is merged with the Office of the
Municipal Administrator (OMA) and the Office for the Development of
Cooperatives {ODC) is merged with the Office for Agricultural Services (now
Office of Agriculture and Cooperatives [OAC]).

In this case, the municipality fzels that it is not practical t0 maintain separate
offices for public information and cooperatives development.

Architectural planning function is infegrated with the Enginecring Office (EQ)
and population development function is integrated with the Office on Social
Welfare and Development Services ({OSWDS5).

There is also ne Office for Economic Enterprise Development and Management
{OEEDM) as there is not much commercial activity in the municipality. Hence,

“the functions of this office are distributed as follows:

- Business permits/licenses and market supervisian - to the Office of the
Municipal Administrator (OMA);

- Slanghterkouse operation, if any - tw the Office for Agriculture and
Veterinary Services (OAVYS); and

- (ther public enterprises functions, it any - to the Office of the Municipal
Mayor (OMM) (See Functional Description of Offices).

T. This orpganizational model is more or less comparable to Model C in terms of
personal services and administrative expenses.
Service Priorities:

Listed below are the service priorities identified by first and second class

municipalities in their responses to the survey questionnaires and the interviews:

MR W

P —

Public Works and Infrastructure
Health Services

Social Welfare

Agricultural Extension/Research
Environmental Programs
Cooperatives

Information Services/Facilities

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Oifice of the Secretary to the Sanggunian (O55)
{ifice of the Municipal Administrator
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5. Planning and Development Office (PDO)

6. Budget Office (BO)

7. Accounting and Internal Audit Services (AIAS)

B. Office for Legal Services (OLS)

9. Office on General Services (OGS)

ine Offi r 1 ision of nici I
10. Treasury Office (TO)
11. Assessor's Office (AQ)
12, Office of the Civil Registry (OCR)
13. Office on Health Services (OHS)
14, Engineering Office (EO)
15. Office on Social Welfare and Development Services (OSWDS)
16. Office for Human Resource Management (OHRM)
17 Office for Agriculture and Cooperatives (OAC)
18. Office on Environment and Natural Resources (OENR)
19. Office for Veterinary Services (OVS)
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Featurés:

1.
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MUNICIPALITY Model D-1

May be Adotped by First and Second Class Municipalities

rati

The municipality has the financial capacity to maintain the offices included in this
model;

It considers merging of some offices and integration of certain functions with
related offices without affecting its ability 1o provide basic services to its
inhabitants;

Its personnel management system requires the creation of an office not
specifically mentioned in the Local Government Code (LGC) —~ the Office for
Human Resource Management (OHRM); and

It iz concerned with lessening the burden of the Office of the Municipal
Administrator (OMA) in office coordination by grouping the offices into clusters.

Featurgs:

B

This model contains all the nineteen offices included in Model D.

It includes all elective and mandatory positions and some optional positions plus
one position not menticned in the Code (HRMO).

The Office on Public Information (OPT) is merged with the Office of the
Municipal Administrator (OMA) and the Office for the Development of
Cooepratives (ODC) is merged with the Office for Agricultural Services (now
OAC).

In this case, the municipality considers it not practical to mainiain separate
offices for public information and cooperatives development.

Architectural plansing function is integrated with the Engineering Oifice (EQ)
and the population development function is integrated with the Office on Social
Welfare and Development Services (OSWDS).

There is also no Office for Economic Enterprises Development and Management
(OEEDM) as there is not much commercial activity in the municipality. Hence,
the functions of this office are distributed as follows:

- Business permits/licenses and market supervision - to the Office of the
Municipal Administrator {OMAY);

- Slaughtechouse operation, if any - to the Office for Veterinary Services
{OVS); and

- (xher public enterprises functions, if any - to the Office of the Municipal
Mayor (OMM} (See Functional Description of Offices).

There is clustering of offices to effect maximum coordination of office functions
and to avoid overloading the Office of the Municipat Administrator (OMA):

- one cluster for management services; and
- two clusters for technical services.

Each cluster is headed by a chairman to be seiected on rotation basis from among
the heads of offices within the cluster, Each cluster chairman is responsible for
coordinating the functions of the offices in his cluster.

This organizational model is more or less comparabte to Models C and C-1 in
terms of personal services and administrative expenses.

Service Priorities:

Listed below are service priorities identified by first and second class

municipalities in their responses t¢ the survey questionnaires and the interviews:

ok

Public Works and Infrastructure
Health Services

Social Welfare

Agricultural Extension/Research
Environmental Programs
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6. Cooperatives 18.
T Information Services/Facilities 19,
Offices:

1 Office of the Municipal Mayor (OMM)

2 Sangguniang Bayan (SB)

3. Office of the Secretary to the Sanggunian (0SS)
4 Office of the Municipal Administrator

MANAGEMENT SERVICES Cluster

5.
6.
7.
8.
9.
0.

Planning and Development Office (PDO)

Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office for Legal Services (OLS)

Office on General Services (0GS)

Office for Human Resource Management (OHRM)

—

Li i T I ision of icipal Mavor:
TECHNICAL SERVICES - A Cluster

i1. Treasury Office (TO)

i2. Assessor’s Office (AOD)

13. Office on Health Services (OHS)

14, Office of the Civil Registry (OCR)
15. Office on Social Welfare and Development Services (OSWDS)

TECHNICAL SERVICES - B Cluster

i6. Office for Agriculture and Cooperatives (OAC)
17 Office on Environment and Natural Resources (OENR)

Office for Veterinary Services (OVS)
Engineering Office (EQ)
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MUNICIPALITY Model E

May be Adopted by First and Second Class Municipalities

Key congiderations:

The inunicipality has the financial capacity to maintain the offices included in this
moddel ;

It considers merging of some offices and integration of certain functions with
related offices, without sacrificing the effective delivery of services to its
constituents; and

Its service delivery and personnel management systems reguire the creation of
new officas such as the Office for Economic Enterprise Development and
Management {OEEDM) and the Oiffice for Human Resource Management
{OHRM), which are not provided for in the Local Government Code although
the latter is combined with another office.

Featyres:

This model has eightaen offices, including one office not mentioned in the Code
and ene combined office.

It includes all elective and mandatory positions, sotne optional positions and two
other positions not provided for in the Local Government Gode (HRM{O and
EEQ).

The Office for Human Resource Management (OHRM) is merged with the Office
of the Municipal Administrator (OMA), which also undertakes public information
function, as the municipality deems it is not necessary to maintain 2 separate
office for this purpose.

Architectural pfanning is integrated with the Engineeting Office (EQ), population
development with the Office on Social Welfare and Development Services
({OSWDS), cooperatives development with the Office for Economic Enterprize
Development and Management {OEEDM), and veterinary services with the
{ffice for Agricultural Services {OAS).

5. This organizational structure is less expensive to maintain than the first four basic
models, in view of the reduction in personal services am administrative
requirsments, due to the merging of two offices and the integration of certain
functions with related offices.

Service Prioritiss:

Listed below are service priorities identified by first and second class

municipalities in their responses to the survey questionnaires and the interviews:

HO R W -

Public Works and Infrastructure
Health Services

Social Welfare

Agriculural Exiension/Research
Environmental Programs
Cooperatives

Information Services/Facilitias

(Office of the Municipal Mayer (OMM)
Sangguniang Bayan {SB)

Office of the Secretary to the Sanggunian (0S5)
Ofhice of the Municipal Administrator

Planning and Development Office (PDQ)
Budget Office (BOY
Accounting and Internal Audit Services (ALAS)
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8.
9.

Office for Legal Services (OLS)
Office on General Services (0GS)

Line Offices Under the General Supervision of the Municipal Mayor:

10.
11.
12.
13,
14,
15.
16.
17.
18.

Treasury Office (TO)

Assessor's Office (AQ)

Office on Health Services (OHS)

Office of the Civil Registry (OCR)

Office on Social Welfare and Development Services (OSWDS)

Office for Agricultural Services (OAS)

Office on Environment and MNatural Resources (OENR)

Engineering Office (EQ)

Office for Economic Enterprises Development and Management (OEEDM)
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Modal E

Faatures:

1.

This model has 18 affices, Including one
office (OEEDM) nok provided for in the
Code and one combined office,
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MUNICIPALITY Model E-1

May be Adopted by First and Second Class Municipalities

Key considerations:

L.

2,

The municipality has the financial capacity to maintain the offices included in this
model;

It considers merging of some offices and integration of certain functions with
related offices, without sacrificing the effective delivery of gervices to its
constituanis,

Iis service delivery and personnel management Systems require the creation of
new offices such as the Office for Economic Enterprise Development and
Management (OEEDM) and the Office of Human Resource Management
(OHRM) which are not provided for in the Local Government Code although the
latter is combined with another office; and

1t is concerned with lessening the burden of the Office of the Municipal
Administrator (OMA) in office coordination by grouping the offices into clusters.

Fgaturgs:

—

This model has sixteen offices and is hasically the same as Model E.

It includes all elective and mandatory pesitions, some optional positions and two
other positions not provided for in the Local Government Code (HRMO and
EEO).

Fhe Office for Human Resource Management (OHRM) is merged with the Office
of the Municipal Administrator {OMA), which also undertakes public information
function, as the municipality deems it is not necessary to maintain a separate
office for this purpose.

Architectural planning is integrated with the Engineering Office (EQ), population
development with the Office on Social Welfare and Development Services
(OSWDS), cooperatives development with the Office for Economic Enterprise
Development and Management (OEEDM), and veterinary services with the
Office for Agricuitural Services {OAS}.

There is clustering of offices to effect maximum coordination of office functions
without overloading the Office of the Municipal Administrator (OMA):

- ane cluster for management services; and
- two clusters for technical services.

Each cluster is headed by a chairman to be selected on rotation basis from among
the heads of offices within the cluster. Each cluster chairman is responsible in
coordinating the functions of the offices iz his cluster.

This organizational structure is less gxpensive to maintain than the first four basic
models, in view of the reduction in personal services and adminisirative
requirements, due to the merging of two offices and the integration of certain
functions with related offices.

Sepvice Prioritigs:

Listed below are service priorities identified by first and second class

municipalities in their responses to the survey questionnaires and the interviews:

N W e r

Public Works and Infrastructure
Health Services

Social Welfare

Agricultaral Extension/Research
Environmental Programs
Cooperatives

Information Services/Facilities

Otfices:

L.
2.

Office of the Municipal Mayor {OMM)
Sangguntang Bayan {5B)
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3. Office of the Secretary to the Sanggunian (OSS)
4 Office of the Municipal Administrator

MANAGEMENT SERVICES Cluster

5.
6.
7.
8.
9.

Planning and Development Office (PDO)
Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office for Legal Services (OLS)

Office on General Services (0OGS)

Line Offi

TECHNICAL SERVICES- A Cluster

10. Treasury Office (TO)

11. Assessor's Office (AQ)

12 Office on Health Services (OHS)

13. Office of the Civil Registry (OCR)

14. Office on Social Welfare and Development Services (OSWDS)

TECHNICAL SERVICES - B Cluster

15. Office for Agricultural Services (OAS)

16. Office on Environment and Natural Resources (OENR)

17. Engineering Office (EQ)

18. Office for Economic Enterprises Development and Management (OEEDM)




MUNICIPALITY

Modal E-=-1

Featurea:

OFFICE OF THE MUMICIPAL MWAYOR

. Municipal Mayor

OFFICE OF THE MUNICIPAL

SANCGUMIANG BAYAN

Municipal ¥ice-Mayor

Sanggun | sn Members

OFFICE OF THE SECRETARY

TO THE SANGGUNIAN

LIBRARY

ARCHIVES

I. Thiz model is the same as Hode! E, ADMINISTRATOR
except that there is clustering of
afflces. - Secrelary to the
Sanggun i an
2. Each cluster is headsd by a Chairman Municipal Administrator
as In Models &=2, B=1, C=1 =snd O-1. o S o o A 1 e
#Publ lec infarmation function
3, It is less expensive to maintain
than the &, B, C, & O Models.
.Human Resource Management Officer
SAMOOUNTANG
BAY AN
. SECRETARIAT
HANAGEMENT
SERVICES
« Chim i Fman
¥
I I 1 L ¢
PLANNING & BUDOET OFFICE ACCOUNT IMG & QFFICE OM OFFICE FOR
DEVELOPMENT INTERMWAL AUDIT GENERAL LEGAL
OFFICE SERWICES SERVICES SERVICES
.Planning and . Budget Lhcoountant .General .Legal
Davelopment officer Seryices Officer
Coordinatar Officer
s 1
TECHMICAL TECHNICAL
SERVICES A SERVICES B
. Chairman - Cha i r-man
i I
r T I T 1 £ i I 1
TREASURY ASSESSOR'S QOFFICE OM OFFICE OH OFFICE OF OFFICE FOR OFFICE OM OFFICE FOR ENGIHEERING
OFFICE OFFICE SOCIAL WELFARE HEALTH THE CIVIL AGRICULTURAL ERV IROWMENT ECONOMIC OFFICE
AND SERVICES REGISTRY SERVICES B MATURAL EMTERPRISES
DEVELOPNENT RESCURCES DEVELOPMENT &
SERVICES HAMAGEHENT
. Treasurer | | . Assessor _Sogial JHealth Civll LAgriculturist .Environment .Economic .Engineer
Welfare and afficer Reglstrar & Hatural Enterprises
Deve iopmenti Resources officer
afficer Officer
+Papuiat ion +Yeterinary +Cooperat ives +hrchiteciural
deveiopment Funct jan deve lopmenk planning
function funckion funckion
b
BARANGAYS
|
L
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MUNICIPALITY Model F

May be Adopted by Second and Third Class Municipalities

Kev considerations:

The municipality has enough funds to support the maintenance of the offices
included in this model;

Its chief executive helieves in the capability of its PDO to handle the coardination
of office functions;

It considers integration of certain functions with related offices and still maintain
effective delivery of basic services to its inhabitants; aad

Its personnel management system requires the creation of an office not
specifically mentioned in the Local Government Code (1.GC) -- the Office for
Human Resource Management (OHRM].

Features:

This model has sighteen offices, including one office not mentioned in the Code
{OHRM).

Tt includes all the elective and mandatory positions and some optionai positions,
pius the Human Resource Management Officer as head of the Office for Human
Resource Management (OHRM),

There is no Office of the Municipal Administrator {OMA) but the Planning and
Development Office (PDO) assumes the responsibility of the Office of the
Municipal Administrator as an extension of the Office of the Municipal Mayor
{OMM), in addition %o its regular responsibilities.

Public information is integrated with the Office of the Municipal Mayor (OMM)
as the municipality feels that it is not financially viable to maintain a separate
office for public information.

As in models [ and E, architectural planning is integrated with the Engineering
Office (EO) and population development with the Office on Social Welfare and
Devetopment Services (OSWDS).

As in Model E, veterinary function is included under the responsibilities of the
{Office for Agricultural Services (DAS),

As in Models C and D, the functions of the Office for Economnic Emerprises
Development and Management (OEEDM) are assigned to other offices as
follows:

- Business permit/licenses and market supervisien, if any - to the Treasary
Office (TO);

- Slaughterhouse operation, if any - to the Office for Agricultural Services
(OAS); and

- other public enterprises functions, if any - to the Office of the Municipal
Mayor (OMM) {see Functional Description of Offices).

As to admimistrative and personal services expenses, this organizational structure
is more or less comparable to Model E.

Service Priorities:

Listed below are the service priorities identified by second and third class

municipalities in their responses to the survey questionnaires and during the imterviews.
They were mentioned as top priorities by the officials interviewed or they appear as
either first, second or third priority in the survey responses.

B b ol e

Public Works and Infrastructure
Health Services

Social Welfare

Agricuttural Extension and Research
Environmental Programs

Public Markets

Cooperatives
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Offices:

l.
2.
3.
4

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Office of the Secretary to the Sanggunian (OSS)
Planning and Development Office (PDO)

5.
6.
2
8.
9.

10.
11.
12.
13.
14.
15.
16.
17,
18.

Offic

Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office for Legal Services (OLS)

Office on General Services (0GS)

Office for Human Resource Management (OHRM)

Un

Treasury Office (TO)

Assessor's Office (AQ)

Office on Health Services (OHS)

Office of the Civil Registry (OCR)

Office on Social Welfare and Development Services (OSWDS)
Office for Agricultural Services (OAS)

Office on Environment and Natural Resources (OENR)

Office for the Development of Cooperatives (ODC)
Engineering Office (EQ)
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MUNICIPALITY Model F-1

May be Adopted by Second and Third Class Municipalities

Key considzrations:

L.

The municipatity has encugh funds to support the maintenance of the offices
included in this model;

2. [ts chief executive believes in the capability of the Planning and Devejopment
Office (PDO) to handle the coordination of office functions;

3. I considers integration of certain functions with relatad offices and still maintain
effective delivery of basic services to its inhabitants;

4. Its personnel management system requires the creation of an office not
specifically mentioned in the Local Government Code - the Office for Human
Resource Management (OHRM); amd

5. It is concerned with maximum coordination without overburdening the Planning
and Development Office (PDO) by clustering/grouping the offices.

Features:

. This model has eighteen offices and is basically the same as Model F.

2. It includes all elective and mandatory positions and some optional positions plus
the Human Resource Management Officer (HRMO) as head of the Office for
Human Eesource Management (OHRM}.

3 There is no Office of the Municipal Admimistrator (OMA} but the Planring and
Development Office {PDO) assumes the responsibility of the OMA as ap
extension of the Office of the Municipal Mayor {OMM).

4. Pubilic information is integrated with the Office of the Municipal Mayor (OMM)
as the munigcipality feels that it is not financially viable to mamntain a separate
office for public information.

s, As in models D and E, architectural planning is integrated with the Enginegring

Office (EO) and poputation development with the (Hfice on Social Welfare and
Development Services (OSWDS).

10,

As in Model E, veterinary function is included under the responsibilities of the
Office for Agricultural Secvices (QOAS).

As in Models C and D, the functions of the Office for Economic Enterprise
Development and Management (OEED)M are assigned to other offices as
follows:

- Business permit/licenses and market supervision, if any - to the Treasury
Office (TQ);

- Slaughterhouse operation, if any - to Office for Agriculmural Services
{OAS); and

- other public enterprises functicons, if any - t¢ the Office of the Municipal
Mayor (OMM) (see Functional Description of Offices.

There is ¢lustering of offices to effect maximum coordination of office functions
without overloading the Planning andl Development Office (PDO):

- one cluster for management services; and
- twa clusters for technical services.

Each cluster is headed by a chairman to be selected on cotation basis from among
the heads of offices within the cluster. Each cluster chairman is responsible in
coordinating the functions of the offices in his cluster.

As to administrative and personal services expense, this organizational structure
is more or less comparable to Models E and E-1.

Service Priorities:

Listed below are service priorities jdentified by second and third class

municipalities in their responses to the survey questionnaires and the interviews. They
were mentioned as top priorities by the officials interviewed or they appear as either first,
second or third priority in the survey responses.
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Public Works and Infrastructure
Health Services

Social Welfare

Agriculture Extension and Research
Environmental Programs
Cooperatives

Public Markets

o Bl ot e

i Office of the Municipal Mayor (OMM)

2. Sangguniang Bayan (SB)

3. Office of the Secretary to the Sanggunian (0OSS)
4 Planning and Development Office (PDO)

i r rvision of icipal Mavor:

MANAGEMENT SERVICES Cluster

Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office for Legal Services (OLS)

Office on General Services (0GS)

Office for Human Resource Management (OHRM)

© o0 o

TECHNICAL SERVICES - A Cluster

10. Treasury Office (TO)

11. Assessor’s Office (AQ)

12. Office on Health Services (OHS)
13. Office of the Civil Registry (OCR)

14, Office on Social Welfare and Development Services (OSWDS)

TECHNICAL SERVICES - B Cluster

15.
16.
i7.
18.

Office for Agricultural Services (OAS)

Office on Environment and Natural Resources (OENR)
Office for the Development of Cooperatives (ODC)
Engineering Office (EQ).
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MUNICIPALITY Model G

May be Adopted by Second and Third Class Municipalities

idecatio

The municipality can financially afford the maintenance of the offices included
in this mode!;

It considers mergimg of offices and integration of certain functions with related
offices to effect economy withow sacrificing the effective delivery of basic
sServices o 1ts constifuents,

Its personnel managemsnt system reguires the inclusion of a position not
mentioned in the Local Government Code {(LGC) - the Human Resource
Management Officer (HRMO).

Features:

—_

This model has seventeen offices, including two sets of combined offices.

b inclodes all elective and mandatory positions and some optional positions.
The Office for Human Resource Management (OHRM) is combined with the
Office of the Municipal Administrator (OMA) which also undertakes public
information functions as maintaining a separate Office on Public Information
{OPD) is deamead not viable.

As in models D, E and F, architectural planning is integrated with the
Engineering Office (EO) and poputation development with the Office on Social
Welfare and Development Services (OSWD5S).

The Office on Environment and Natural Resources (OENR) is merged with the
Office for Agrilwral Services (OAS) (now Office for Agriculture, Environment
and Matural Resources [OAENR]) which alse takes charge of viterinary services.
There is no separate Office for Economic Enterprise Development and
Management (OEEDM), hence, its functions are disteibuted as follows:

- Business Permits/Ticenses and market supervision, if any - to the Office
of the Municipa! Administrator (OMA);

- Slaughterhonse operations, if any - to the Office for Agricultural Services
(OAS), and

- Other public enterprises functions, if any - to the Officz of the Municipal
Mayar (OMM) (se¢ Functional Description of Offices).

This organizational structure is less expensive to maintain than the first six basic
models, in view of the merging of some offices, the imtegration of certain
functions with related offices and the distribution of the functions of the Office
for Economic Enterprise Development and Manzgement (CEEDM}.

Service Priorities:

Listed below are service priorities identified by second and thiré class

municipalities in their responses to the survey questionnajres and the interviews. They
were mentioned as top priorities by the officials interviewed or they appear as either first,
second or third priority in the survey responses.

A Sl

bl ol o

Public Works and Infrastructure
Health Services

Soctal Welfare

Agriculture Extension and Research
Environmental Programs

Public Markets

Cooperatives

Oifice of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Office of the Secretary to the Sanggunian (085)
Office of the Munigipal Administrator {OMA)
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nder the General Supervision of the Municipal Mavor:

Planning and Development Office (PDO)
Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office for Legal Services (OLS)

Office on General Services (OGS)

MO g0 o1 Oh LA

Line Offices Under the General Supervision of the Municipal Mayor:

10, Treasury Office (TO)

11. Assessor’s Office (AO)

12. Office on Health Services (OHS)

13. Office of the Civil Registry (OCR)

14. Office on Social Welfare and Development Services (OSWDS)

15. Office for Agriculture, Environment and Natural Resources (OAENR)
17. Engineering Office (EQ)
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The OEEDM does not exist, but iks Tunctions

are distributed.

OFFICE OF THE WUNICIFAL MAYOR

. Municipal Mayor
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+Public information function
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MUNICIPALITY Model (-1

May be Adopted by Second and Third Class Municipalities

The municipality can financially afford the maintenance of the offices included
in this model;

It considers merging of offices and integration of certain functions with related
offices to effect economy without sacrificing the effective delivery of basic
services to its constifuents;

Its personnel management system requires the inclusion of a position not
mentioned in the Local Government Code {LGC) - the Human Resource
Management (Hficer (HRMO), and

It isx concerned with lessening the burden of the Office of the Municipal
Administrator (OMA) in office coordination by grouping the offices into clusters.

Features:

——

e

This madel contains all the seventeen offices included in Model G.

Tt includes all elective and mandatory positions and some optional positions.
The Office for Human Resoorce Management (OHRM) is combined with the
Office of the Municipal Administrator {OMA} which also undertakes public
information function as maintaiming a separate Office on Public Information
{OPI) is deemed not viable.

As in models [, E and ¥, architectural planning is integrated with the
Engineering Office (EO) and population development with the Office on Social
Welfare and Deverlopment Services (OSWDS).

The Office oo Environment and Natural Resources (OENR) is merged with
Office for Agricultural Services (now OAENR) which also 1akes charge of
Velerinary services.

There is no separate Office for Economic Enterprise Development and
Management (OEEDM). hence, its functions are distributed as follows:

Business Permits/licenses and market supervision, if any - to the Office
of the Municipal Administrator (OMA),

- Slaughterhouse operations, if any - to the Office for Agricultural Services
(OASY, and

- Crther public enterprises functions, if any - to the Office of the Municipal
Mayor (OMM)} (see Functional Description of Offices).

7. There is clustering of offices to effect maximum coordination of office functions
and to avoid overloading the Office of the Municipal Administrator (OMA):

- one cluster for management services; and
- two clusters for technical services.

8. Each cluster is headed by a chairman to be selected on rotation basis from among
the heads of offices within the cluster. Each cluster chairman is responsible in
coordinating the functions of the offices in his cluster.

9, This organizational structure is less expensive to maintain than the first six basic
models, in view of the merging of some offices, the integration of certain
functions with related offices and the distribution of the functions of the Office
for Economic Enterprises Development and Management (OEEDM).

Service Priorities:

Listed below are service pricrities identified by secoml and third class
municipalities in their responses to the survey questionnaires and the interviews. They
were mentioned as top priotities by the officials interviewed or they appear as either first,
second or third priority in the survey responses.

I Public Works and Infrastructure
2. Health Services
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e ot A v

Social Welfare 16.
Agricultural Extension and Research 17.

Environmental Programs
Cooperatives
Public Markets

Offices:

-h'-.oit\-!:—ﬁ

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Office of the Secretary to the Sanggunian (OSS)
Office of the Municipal Administrator (OMA)

staff Offices Under the General Supervision of the Municipal Mayor:

MANAGEMENT SERVICES CLUSTER

ol aton, e s

Planning and Development Office (PDO)
Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office for Legal Services (OLS)

Office on General Services (OGS)

Line Offices Under the General Supervision of the Municipal Mayor:

TECHNICAL SERVICES - A Cluster

10.
1.
12,
13.

Treasury Office (TQO)

Assessor’s Office (AQ)

Office on Health Services (OHS)

Office on Social Welfare and Development Services (OSWDS)

TECHNICAL SERVICES - B Cluster

14.
15.

Office of the Civil Registry (OCR)
Office for Agriculture, Environment and Natural Resources (OAENR)

Office for the Development of Cooperatives (ODC)
Engineering Office (EO)
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Model G-
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offices.
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MUNICIPALITY Model H

May be Adopted by Second and Third Class Municipalities

Key considerations:

1

o

The municipality has the financial capability to maintain the offices included in
this model;

It considers integrating several functions with related offices and still be effective
in its service delivery to its constituents; and

Its service delivery and personnel management systems require the inclusion of
new offices such as the Office for Economic Enterprises Development and
Management (OEEDM) and the Office for Human Resource Management
(OHRM), which are not provided for in the Local Government Code (LGC),
although the latter is combined with another office.

Features:

1.

Aed

This model has seventeen offices, including two sets of merged offices and one
office not mentioned in the Code (Office for Economic Enterprises Development
and Management [OEEDM]).

It includes all the elective and mandatory positions and some optional positions.
As in Models E and G, the Office for Human Resource Management (OHRM)
is merged with the Office of the Municipal Administrator (OMA), which also
undertakes public information function, In this case, maintaining separate offices
for these functions is deemed not viable.

The Budget Office (BO) is merged with the Planning and Development Office
(PDO) (now Planning and Budgeting Office [PBO]). The municipality feels that
having a separate budget office is not necessary considering that budgeting is an
inevitable component of planning.

As in Models D, E, F and G, architectural planning is integrated with the
Engineering Office (EO) and population development with the Office on Social
Welfare and Development Services (OSWDS), for practical and economy
reasons.

As in Models E, F and G, veterinary function is included among the
responsibility of the Office for Agricultural Services (OAS).

As in Model E, cooperatives development function is integrated with the Office
for Economic Enterprises Development and Management (OEEDM). In this
case, the cooperatives deal not only with agriculture but also with other concerns,
but the municipality feels that it is not viable to maintain a separate office for
cooperatives development.

As to administrative and personal services expenses, this organizational structure
is more or less comparable to Models G and G-1.

Service Priorities:

Listed below are the service priorities identified by second and third class

municipalities in their responses to the survey questionnaires and during the interviews.
They were mentioned as top priorities by the officials interviewed or they appear as
either first, second or third priority in the survey responses.

bt LB b o B

Offices:

oL

Public Works and Infrastructure
Health Services

Social Welfare

Agriculture Extension and Research
Environmental Programs
Cooperatives

Public Markets

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Office of the Secretary to the Sanggunian (OSS)
Office of the Municipal Administrator (OMA)
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Staft Offices Under the General Supervision of the Municipal Mavor:

10.
1.
12.
13.
14.
15.
16.
17.

Line Offices Under the

Planning and Budgeting Office (PBO)
Accounting and Internal Audit Services (AIAS)
Office for Legal Services (OLS)

Office on General Services (0GS)

Treasury Office (TO)

Assessor's Office (AD)

Office on Health Services (OHS)

Office of the Civil Registry (OCR)

Office on Social Welfare and Development Services (OSWDS)

Office for Agricultural Services (OAS)

Office on Environment and Natural Resources (OENR)

Engineering Office (EQ)

Office for Economic Enterprises Development and Management (OEEDM)
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MUNICIPALITY Mode] A-2

May be Adopted by First Class Municipalities

Key considerations:

The municipality is financially capable of maintaining all the offices included in
this moddel;

It considers the inctusion of all the offices as necessary in the total delivery of
services to its constituents;

Its service delivery and personnel management systems require the creation of
additional offices which are not specifically provided for in the Local
Government Code, such as the Office for Human Resource Management
{OHRM) and the Office far Economic Enterprise Development and Management
(OEEDM);

It recognizes the need for eloser monitoring and easing the load of the Office of
the Municipal Administrator in its office coordination functions by placing two
line offices directly under the Office of the Municipal Mayor (OPI & OEEDM]);
It further considers providing maximum coordination of office functions by
clustering of offices.

Fzatures:

This model contains all the twenty-four offices included in Model A.

All elective, mandatory and optional positions mentioned in the Local
Government Code are ingluded in this model, plus two additional positions
(HRMQ and EED).

Like Model A-1, two line offices (OPI and OEEDM) are directly under the
Office of the Municipal Mayar for purposes of ¢loser monitoring and easing the
load of the OMA and the clusters for technical services;

- the Office on Public Information {OP[} - 1o facilitate inter-office and
mter-agency coordination on informaticn; and

- the Office for Economic Enterprises Development and Managsment
{(OEEDM) - o facilitate planning and program implementation on
economic development.

4, Clustering of offices is introduced to effect maximum coordination of office
functions and to avoid overburdening of the Office of the Municipal
Administrators:

- one cluster for management services; and
- two clusters for technical services.

5. Each cluster is headed by a chairman to be selected on rotation basis from among
the heads of offices within the cluster. Each cluster chairman is responsible for
coordinating the functions of the offices in his ¢luster,

6. As compared to the other models, this organizational structure is one of the most
expensive t0 maintain in terms of personal services and administrative
requirements, in view of:

- the need for a maximum number of physical facilities and office
equipment to be maintained; and

- the big number of reguired personnel te¢ perform the functional
responsibilities of each of the twenty-four offices.

Servics Priorities:

The service priorities considered in this organizational structure were identified
by first class municipalities in their responses to the survey questionnaire and interviews.
They were mentioned as top priorities by the officials interviewed or they appear as
gither first, second or third priority in the survey responses, when asked te rank their top
three priorities from a list of basic services and facilities provided in the Local
Government Code. These service priosities are:
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Public Works and Infrastructure
Health Services

School Buildings Programs
Environmental Programs

Social Welfare

Cooperatives

Livelihood

Agriculture

OOV B W -

:

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Office of the Secretary to the Sanggunian (OSS)
Office of the Municipal Administrator (OMA)

o Ll BD
T s

ff i nder ner rvisi f th nicipal M

MANAGEMENT SERVICES Cluster

Planning and Development Office (PDO)
Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office for Legal Services (OLS)

Office on General Services (OGS)

l Office for Human Resource Management (OHRM)

(= e =

Line Offices Under the General Supervision of the Municipal Mayor:

TECHNICAL SERVICES - A Cluster

11. Treasury Office (TO)

12. Assessor's Office (AQ)

13. Office on Health Services (OHS)
14, Office of the Civil Registry (OCR)

15, Office on Social Welfare and Development Services (OSWDS)
16. Office on Population Development (OPD)

TECHNICAL SERVICES - B Cluster

17. Office for Agricultural Services (OAS)

18, Office on Environment and Natural Resources (OENR)
19. Office for Veterinary Services (OVS)

20. Office for the Development of Cooperatives (ODC)
21. Engineering Office (EO)

22, Office on Architectural Planning and Design (OAPD)

23, Office on Public Information (OPI)
24, Office for Economic Enterprises Development and Management (OEEDM)

Complementary Offices:

As in Models A and A-1, four line offices (OAPD, OPI, OPD & OVS) which
are not directly involved in the delivery of service priorities are included in this model,
as they are necessary to complement or support the other line offices in the
implementation of service delivery programs.
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MUNICIPALITY Model A-3

May be Adopted by First Class Municipalities

Key considerations:

The muni¢ipality is financially capabte of maintaining all the offices included in
this model;

Tt considers the inclusion of all the offices as necessary in the total delivery of
services to its inhabitants;

[ts service delivery and personnel management systems require the creation of
additional offices and positions which are not specifically provided for in the
Local Government Code, such as the Office for Human Resource Management,
the Office for Economic Enterprise Development and Management, and the three
positions of Assistant Municipal Administrator;

It recognizes the need for closer monitoring and of easing the load of the Office
of the Municipal Administrator in its coordination functiens by placing two line
offices directly under the Office of the Municipal Mayor (OPE & OEEDM);

It further considers providing maximum coordination of office functions by
clustering of offices,

Features:

1.

2.

This model contains all the twenty-four offices included in Models A, A-1 and
A-2.

It also includes all elective, mandatory and optional positions mentioned in the
Local Government Code, phus two other positions not provided for in the Code
(HRMO and EEQ).

Like Models A-1 and A-2, two line offices are directly under the Office of the
Municipal Mayor for purposes of closer monitoring:

- the Office on Public Information - to facilitate inter-office and inter-
agency coordination on information; and

- the Office for Economic Enterprise Development and Management - to
facilitate planning and program implementation on economic
davelopment.

4. As in Model A-2, clustering of offices is provided to effect maximum
coordination of office functions:

- one cluster for management services; and
- two clusters for technical services.

5. Each cluster is headed by an Assistant Municipal Administrator, a new position
which is co-terminus with the Municipal Mayor’s term of office. Each Assistant
Municipal Administrator is responsible for coordinating the functions of the
offices in his cluster.

G, As compared to all the other models, included in the A series, this organizational
structure is the most expensive to maintain, in view of:

- the need for 2 maximum number of office facilities and equipment

- the big number of personnel required to perform the functional
responsibilities of each of the 24 offices; and

- the creation of three additional positions of Assistant Municipal
Administrator

Service Priorities:

The service priorities considered in this organizational structure were identified
by first ¢lass municipalities in their responses to the survey questionnaire and during
interviews. They were mentioned as top priorities by the officials interviewed or they
appear as either first, second or third priority in the survey responses, when asked to
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rank their top three priorities from a list of basic services and facilities provided in the
Local Government Code. These service priorities are:

Public Works and Infrastructure
Health Services

School Buildings Programs
Environmental Programs

Social Welfare

Cooperatives

Livelihood

Agriculture

G SY N L B e

tti

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Office of the Secretary to the Sanggunian (OSS)
Office of the Municipal Administrator (OMA)

el

Staff Offices ral rvisi f Munici
MANAGEMENT SERVICES Cluster

Planning and Development Office (PDO)

Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office for Legal Services (OLS)

Office on General Services (OGS)

Office for Human Resource Management (OHRM)

o e B

1

Line Offices Under the General Supervision of the Municipal Mayor:

TECHNICAL SERVICES - A Cluster

11. Treasury Office (TO)
12. Assessor’s Office (AQ)

13. Office on Health Services (OHS)

14, Office of the Civil Registry (OCR)

15. Office on Social Welfare and Development Services (OSWDS)
16. Office on Population Development (OPD)

TECHNICAL SERVICES - B Cluster

17. Office for Agricultural Services (OAS)

18, Office on Environment and Natural Resources (OENR)
19, Office for Veterinary Services (OVS)

20. Office for the Development of Cooperatives (ODC)
21. Engineering Office (EQ)

22. Office on Architectural Planning and Design (OAPD)

ision of Municipal M

23. Office on Public Information (OPI)
24, Office for Economic Enterprises Development and Management (OEEDM)

lemen ffic

As in Models A and A-1, the four line offices (OAPD, OPI, OPD & OVS) which
are not directly involved in the delivery of the service priorities of the municipality, are
included in this model, as they are necessary to complement or support the other line
offices in the implementation of service delivery programs .
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MUNICIPALITY Model B

May be Adopted by First Class Municipalities

Key congiderations:

1.

The municipality has the financial capability of maintaining all the offices
included in this model;

2. It considers merging of some offices without sacrificing the effective delivery of
basic services to its constituents;
3 Its service delivery and personnel management systems consider the inclusion of
offices which are not provided for in the Local Government Code, such as the
Office for Human Resource Management (OHRM) and the Office for Economic
Enterprise Development and Management (OEEDM);
4, It has a fully complemented Office of the Municipal Administrator (OMA) which
can effectively handle the coordination of office functions.
Eeatures:
L. This model contains twenty-one offices, including three sets of combined offices.
2. It includes all elective, mandatory, optional and two additional positions (HRMO

& EEQ), although some optional positions do not appear as office heads, as they
are merged with other offices. The merged offices are:

- the Office on Public Information (OPI) combined with the Office of the
Municipal Administrator (OMA),

- the Office on Architectural Planning and Design (OAPD) merged with
the Engineering Office (EQ), (now Engineering and Architectural
Planning Office |[EAPO]); and

- the Office for the Development of Cooperatives (ODC) combined with
the Office for Economic Enterprise Development and Management (now
Office for Economic Enterprise and Cooperatives Development
[OEECD]).

In this Model, it is not necessary to maintain separate offices for public
information, architectural planning and cooperatives development, as such
functions can be effectively handled by the offices to which they are attached.
As compared to the A Models, this organizational structure is less expensive to
maintain in terms of administrative and personal services requirements due to the
merging of some offices.

Service Priorities:

The service priorities considered in this organizational structure were identified

by first class municipalities in their responses to the survey questionnaire and interviews.
They were mentioned as top priorities by the officials interviewed or they appear as
either first, second or third priority in the survey responses, when asked to rank their top
three priorities from a list of basic services and facilities provided in the Local
Government Code. These service priorities are:

Offices:

L.
Z.

oo =1 Chln b o —

Public Works and Infrastructure
Health Services

School Buildings Programs
Environmental Programs

Social Welfare

Cooperatives

Livelihood

Agriculture

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)
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3. Office of the Secretary to the Sanggunian (OSS)
4. Office of the Municipal Administrator (OMA)

staft Offices Under the General

5 Planning and Development Office (PDO)

6. Budget Office (BO)

7. Accounting and Internal Audit Services (AIAS)

8 Office for Legal Services (OLS)

9, Office on General Services (OGS)

10, Office for Human Resource Management (OHRM)

Line Offic

11. Treasury Office (TO)

12. Assessor’s Office (AQ)

13. Office on Health Services (OHS)

14. Office of the Civil Registry (OCR)

15. Office on Social Welfare and Development Services (OSWDS)
16. Office on Population Development (OPD)

I Office for Agricultural Services (OAS)

18, Office on Environment and Natural Resources (OENR)

19, Office for Veterinary Services (OVS)

20 Office for Economic Enterprises and Cooperatives and Development (OEECD)
21, Engineering and Architectural Planning Office (EAPO)

Complementary Offices:

The following line offices, although not directly involved in the delivery of the
service priorities of the municipality, are included in this model as they are necessary to
support the implementation of servide delivery programs and projects.

1. Office on Population Development - the functions of this office complement the
Office on Social Welfare and Development Services (OSWDS).
2 Office for Veterinary Services - to support the OAS and as a component of the

health and social welfare programs.
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MUNICIPALITY Model B-1

May be Adopted by First Class Municipalities

ahons:

The municipality has the financial capability to maintain all the offices included
in this model;

2. It considers merging of some offices without sacrificing the effective delivery of
hasic services 1o its constituents;
ES Its service delivery and personnel management systems consider the inclusion of
offices which are not provided for in the Local Government Code, such as the
Office for Human Resource Management and the Office for Economic
Enterprise Development and Management;
4. Tt considers clustering of offices to lighten the load of the Office of the Municipal
Administrator in its coordination function.
Ecaturgs:
1. This model contains all the twenty-one offices included in Model B.
2. it includes all elective, mandatory, optional and two additionat positions (HRMD

& EEQ), aithough some optional positions do not appear as office heads, as they
are merged with other offices. The merged offices are:

- ihe Office on Public Information combined with the Office of the
Municipal Administrator;

- the Office on Architectural Planning and Design metged with the
Engineering Office, (now Engineering and Architectural Planning and
Office (EAPOY, and

- the Office for the Development of Cooperatives (ODC) combined with
the Office for Economic Enterprise Development and Management {now
OEECD).

There is clustering of offices to effect maximum coordination of office functions
and to avoid overloading the Office of the Municipal Administrator (OMA):

- one cluster for management services; and
- two clusters for technical services.

Each cluster is eaded by a chairman 10 be selected on rotatien basis from among
the heads of offices within the cluster, Each cluster chairman is responsible for
coordinating the functions of the offices in his cluster.

As compared to the A Models, this organizational structure is less expensive o
maintain in terms of administrative and personal services requirements due to the
merging of some offices.

Pri

The service priorities considered in this organizational stracture were identified

by first class municipalities in their responses 1o the survey questionnaire and interviews.
They were mentioned as top priorities by the officials interviewed or they appear as
gither first, second or third priority in the survey responses, when asked to rank their top
three priorities from a list of basic services and facilities provided in the Local
Government Code. These service priorities are:

LA B L bl o—

Public Works and Infrastructure
Health Services

School Buildings Programs
Environmental Programs

Sacial Welfare
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f. Cooperatives TECHNICAL SERVICES - B Cluster

T Livelihood

B. Agriculture 17. Office for Agricultural Services (OAS)
18. Office on Environment and Natural Resources (OENR)

Offices: 19. Office for Veterinary Services (OVS)
20. Office for Economic Enterprises Development and Cooperatives Management

I. Office of the Municipal Mayor (OMM) (OEEDCM)

2. Sangguniang Bayan (SB) 21. Office of the Civil Registry (OCR)

3. Office of the Secretary to the Sanggunian (OSS)

4. Office of the Municipal Administrator Complementary Offices:

Staff Offices Under the General Supervision of the Municipal Mayor: The following line offices, although not directly involved in the delivery of the
service priorities of the municipality, are included in this model as they are necessary to

MANAGEMENT SERVICES Cluster support the implementation of its programs and projects for its major concerns:

3. Planning and Development Office (PDQ) 1. Office on Population Development - the functions of this office complement the

6. Budget Office (BO) Office on Social Welfare and Development Services (OSWDS).

7. Accounting and Internal Audit Services (AIAS) 2 Office for Veterinary Services - to support the Office for Agricultural Services

B. Ofiice for Legal Services (OLS) (OAS) and as a component of the health and social welfare programs,

9, Office on General Services (OGS)

10. Office for Human Resource Management (OHRM)

Line Offices U the General !

TECHNICAL SERVICES - A Cluster

11. Treasury Office (TO)

12. Assessor’s Office (AQ)

13. Office on Health Services (OHS)

14, Engineering and Architectural Planning Office (EAPQ)

15; Office on Social Welfare and Development Services (OSWDS)
16. Office on Population Development (OPD)
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MUNICIPALITY Maodel J-1

May be Adopted by Third and Fourth Class Municipalities

Key considerations:

1.
2.

3

4.

The municipality has enough funding to maintain the offices included in this
model;

It considers integration of several functions with related offices without
sacrificing the effective delivery of services to its inhabitants;

Its service delivery system requires the creation of an office not provided for in
the Local Government Code (LGC) - the Cffice for Economic Enterprises
Development and Management {OEEDM); and

It is concemned with lessening the burden of the Office of the Municipal
Administrator (OMA) in office coordination by grouping the offices into clusters.

Featurey:

l.
2.

This model has sixteen offices and is basically the same as Model J.

It includes all the elactive and mandatory positions, four optienal pesitions
{Municipal Administrator, General Services Office, Agriculturist and
Envirooment and Natural Resources Officer} and the new position of Economic
Enterprises Cfficer (EEO}, who heads the additional office (OEEDM). Although
mat provided for in the Code, this office is necessary for the economic
development of the municipality.

There is no Office for Legal Services (OLS) as the municipality feels that
maintaining a separate office for legal services is not practical; hence, legal
services function is undertaken by the Office of the Municipal Mayor.

Human resource manzgement and public information are integrated with the
OMA., as having separate offices for these services is not necessary,

As in Madels D, E, F, G, H, and I, architectural planning is integraied with the
Engineering Office (EP);

Social welfare and population development functions are attached to the Office
on Health Services (OHS) for practical and economy reasons.

7. As in Models E, F, G, H, and [, veterinary function is included under the
responsibilities of the Office for Agricultural Services (DAS).

. As in Models E and H, cooperatives development is undertaken by the Office for
Economic Enterprises Development and Management (OEEDM).

a. There is clustering of offices to effect maximom coordination of office functions
without overloading the Offcice of the Municipal Administrator (OMA):

- one cluster for management services; and
- two clusters for technical services.

10. Each cluster is headed by a chairman to be selected on rotation basis from among
the heads of offices within the cluster. Each cluster chairman is responsibte in
coordinating the functions of the offices in his cluster.

11. This organizational mode) is more or less comparable 10 Models T and I-1 in
terms of personal services and administrative requirements,

Service Priosities:

The service priorities listed below are based on the responses of third and fourth

¢lass municipalities in the survey guestionnaires and during the interviews. They are
mentioned as top priorities by the officials interviewed or they appear as either first,
second or third priority in the survey responses.

e S ol

Public Works and Infrastructure
Health Services

Agricultural Extension
Environmental Programs

Social Welfare

Livelihood

Cooperatives

Public Markets
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Offices:

oo

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Office of the Secretary to the Sanggunian (OSS)
Office of the Municipal Administrator (OMA)

ff Offic n r. rvisi f

MANAGEMENT SERVICES Cluster

it B Mo

Planning and Development Office (PDO)
Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office on General Services (0GS)

rvision of the Munici

TECHNICAL SERVICES - A Cluster

9.
10.
11.
12.

Treasury Office (TO)

Assessor’s Office (AQ)

Office on Health Services (OHS)
Office of the Civil Registry (OCR)

TECHNICAL SERVICES - B Cluster

13.
14,
15.
16.

Office for Agricultural Services (OAS)

Office on Environment and Natural Resources (OENR)

Engineering Office (EO)

Office for Economic Enterprises Development and Management (OEEDM)
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MUNICIPALITY Model K

May be Adopted by Third and Fourth Class Municipalities

The municipality has enough funds to support the maintenance of the offices
included in this model; and

2. [t considers integration of several functions with related offices to effect economy
and still maintain effective delivery of services to its inhabitants,

Features:

1. This model has fifteen offices.

2. It inchedes all the elective and mandatory positions and four optional positions
{Municipal Administrator, General Services Officer, Enviconment and MNatural
Eesources Officer and Agriculturist).

3. As in Model I, the municipality feels that maintaining a separate office on legal
services is not viable, hence, legal services function is undertaken by the Office
of the Municipal Mayor (OMM).

4. As in Model J, human resource management and public information functions are
integrated with the Office of the Municipal Administrator {OMA).

3. As in Models D to J, architectural planning function is merged with the
Engineering Office (EO).

6. Cooperatives development and veterinary functions are included among the
responsibilities of the Office of Agriculural Services (OAS). In this case, the
municipality does not need separate offices for these purposes.

7. As in models C, D, and G, economic enterprises development and management

functions are Jdistributed as foliows:

Business permits/licenses and market supervision, if any - to the Office
of the Municipal Administrator (OCMA);

- Slanghterhouse operation, if any - to the Office of Agricultural Services

(OAS); and

- Other public enterprises functions, if any - to the Office of the Municipal
Mayor (OMM) {see Functional Description of Offices).

8. This organizational structure is less expensive to maintain than the first ten basic
models, in view of the integration of several functions with related offices, and
the distribution of Economic Enterprises Development and Management functions
which reduce the personal services and administrative requirements.

Service Priorities:

The service priorities listed below are based on the responses of third and fourth

class municipalities in the survey questionnaires and during the interviews. They are
mentioned as top priorities by the officials interviewed or they appear as either first,

second

S R L =

Offjces:

ot —

ot third priority in the survey responses.

Public Works and Infrastructure
Health Services

Agricultural Extension
Envirenmental Programs

Social Welfare

Livelihood

Cooperatives

Office of the Municipal Mayor (OMM)
Sangguniang Bayan {SB)

Office of the Secretary to the Sanggunian (O55)
Office of the Municipal Administrator (OMA)
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o S N

Line Offices Under the General Supervision of the Municipal Mayor:

9

10.
11.
12.
13.
14,
15.

Planning and Development Office (PDO)
Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office on General Services (OGS)

Treasury Office (TO)

Assessor’s Office (AQ)

Office on Health Services (OHS)

Office of the Civil Registry (OCR)

Office for Agricultural Services (OAS)

Office on Environment and Natural Resources (OENR)
Engineering Otfice (EO)
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MUNICIPALITY Model K-1

May be Adopted by Third and Fourth Class Municipalities

Key considerations:

IR

2.

3.

The municipality has enough funds to support the maintenance of the offices
included in this model;

It considers integration of several functions with related offices to effect economy
and still maintain effective delivery of services to its inhabitants; and

Tt is concerned with lessening the burden of the Ofhce of the Municipal
Administeator {OMA) in office coordination by greuping the offices into clusters.

Features:

—_—

This model has fifteen oftices and is basically the same as Model K.

It inclwdes all the elective and mandatory positions and four optional positions
{Municipal Administrator, General Services Otficer, Environment and Natural
Resources Officer and Agriculturist).

As in Model I, the municipality feels that maintaining a separate office on legal
services is not viable; hence, legal services function is undertaken by the Office
of the Municipal Mayor (OMM).

As in Model I, human resource management and public information functions are
integrated with the Office of the Municipal Administrator fOMA); and social
welfare and population development functions are attached to the Office on
Health Services (OHS).

As in Models B to ), architectural planning function is merged with the
Engineering Office (EQ).

Cooperatives development and veterinary functions are included among the
responsibilities of the Office for Agriculteral Services {DAS). In this case, the
municipality does not need separate offices for these purposes.

As in models C, D, and G, economic enterprises development and management
functions are distributed as follows:

10.

Business permiis/licenses and market supervision, if any - to the Office
aof the Municipal Administrator (OMA);

- Slaughterhouse operation, if any - to the Office for Agricultural Services
(OAS); and

- Other public enterprises functions, if any - to the Office of the Municipal
Mayor (OMM) (se¢ Functiomal Description of Offices}).

There is clustering of offices to effsct maximum coordination of office functions
without overloading the Office of the Municipal Administrator (OMA):

- one cluster for management services; and
- two clusters for technical services.

Each cluster is headed by a chairman to he selected on rotation basis from among
the heads of offices within the chuster. Fach cluster chairman is responsible in
coordinating the functions of the offices in his cluster,

This prganizational structure is less expensive to maintain than the first ten sets
of models, in view of the integration of several functions with related offices, and
the distribution of Economic Enterprises Development and Management functions
which reduces the personal services and administrative requirements.

Servic joriti

The service priorities listed below are based om the responses of third and fourth

class municipalities in the survey guestionnaires and during the interviews. They are
mentioned 25 top priorities by the officials interviewed or they appear as either first,
second or third priority in the survey responses.

L.
2.

Public Works and Infrastructure
Health Services




Page 114

3. Agricultural Extension
4. Environmental Programs
5. Social Welfare

6. Livelihood

7. Cooperatives

Offices:

1. Oftice of the Municipal Mayor (OMM)

2 Sangguniang Bavan (SB)

3. Office of the Secretary to the Sanggunian (OSS)
4, Office of the Municipal Administrator (OMA)

Staff Offices Under the

MANAGEMENT SERVICES Cluster

3 Planning and Development Office (PDO)

6. Budget Office (BO)

7. Accounting and Internal Audit Services (ATAS)

8. Office on General Services (0GS)

Line Offices Under th neral Supervisi h nici ayor:

TECHNICAL SERVICES - A Cluster

9, Treasury Office (TO)

10, Assessor’s Office (AQ)

i1; Office on Health Services (OHS)
12. Office of the Civil Registry (OCR)

TECHNICAL SERVICES - B Cluster
13. Office for Agricultural Services (OAS)

14, Office on Environment and Natural Resources (OENR)
15. Engineering Office (EO)
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MUNICIPALITY Model L

May be Adopted by Fourth and Fifth Class Municipalities

Key considerations:

1.

2,

The municipality has the financial capability to maintain the offices included in
this model; and

[t considers integrating several functions with related offices to effect economy
without sacrificing the effective delivery of basic services to its inhabitants,

Features:

This model has fifteen offices,

it includes all the elective and mandatory positions and four optional positions
{Municipal Administrator, General Services Officer, Soclal Welfarz and
Development Officer and Agriculturist).

There is no Office for Legal Services (OLS) nor a Legal Staff. [n chis case,
there is no available lawyer/lawyer-applicant in the municipality; hence, the
municipal government takes care of its legal services requirements through joint
agreement with the provincial government or with another local government unit
(LGU) which has a Legal Officer or with an non-governmental organization
(NGO} which offers legal services.

As in Models J and K, human cesource management and public information
functions are attached to the Office of the Municipal Administrator (OMA).

As in Models D to K, architectural planning function is handled by the
Engineering Qffice (EQ).

As in Models D o I, pepulation development function is integrated with the
Qffice on Social Welfare and Development Services (OSWDS),

Envircnment and natural resources and cooperatives development functions are
placed under the responsibility of the Office for Apricultural Services (OAS).
Weterinary function is not included as there is no Veterinarian in the
mwunicipality; hence, positions related to this function (Meat or Livestock

Inspector), if any, are piaced under the Office for Agricultural Services (OAS}.
If professional veterinary services are needed, the municipal government
coordinates or enters into a joint agreement with the provincial government or
with another local government unit (L.GU} which has a Veterinarian.

9, As in Models C, D, G, and K, economic enterprises development amd
management functions are distributed as follows:
- Business permit/licenses and market supervision, if any - to the Office
of the Municipal Administratar (OMA);
- $laughterhouse operations, if any - to the Office for Agricultural Services
(OAS); and
- Other public enterprises functions, if any - to the Office of the Municipal
Mayor (OGMM) {see the Functional Description of Offices).
10 This organizational model is more or less comparable to Model K in terms of
administrative and personal services requiretnents.
Service Prigrities:

As identified by the fourth and fifth class municipalities in their responses to the

survey questionnaires and during the interviews, the following are the service priorities
for the model:

AR LA R b

Public Works and Infrastructure
Hzalth Services

Agriculture {Extension & Research)
Public Markets

Environmental programs

Social Welfare

Cooperatives
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(fices:

Ll

oo -1 oh b

Office of the Municipal Mayor (OMM;}
Sangguniang Bayan (5B}

Office of the Secretary to the Sanggunian (0SS)
Office of the Municipal Administrator (CMA}

Ptanning and Development Office (PEO}
Budges Office (BO)

Accounting and Internal Audit Services (AIAS)
Office on General Services (OGS)

he Municina

9.
L
k1.
12,
13
14,
15.

Treasury Office (TD)

Assessor’s Office (AOQ)

(ffice on Health Services (OHS}

Office of the Civil Registey (OCR)

{Office on Social Welfare and Development Services (OSWDS)
Office for Agricultural Services (OAS)

Engineering Office {(EQ)}
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MUNICIPALITY Model L-1

May be Adopted by Fourth and Fifth Class Municipalities

Key considerations:

L.

e

3

The municipality has the financial capability to maintain the offices included in
this model;

It considers integrating several functions with related offices to effect economy
without sacrificing the effective delivery of basic services to its inhabitants; and
It is concerned with lessening the burden of the Office of the Municipal
Administrator (OMA) in office coordination by grouping the offices into clusters.

atures:

Features

This model has fifteen offices and is basically the same as Model L.

It includes all the elective and mandatory positions and four optional positions
(Municipal Administrator, General Services Officer, Social Welfare and
Development Officer, and Agriculturist).

There is no Office for Legal Services (OLS) nor a Legal 5Staft. In this case,
there is no available lawyer/lawyer-applicant in the municipality; hence, the
municipal government takes care of its legal services requirements through joint
agreement with the provincial government or with another local government unit
(LGU) which has a Legal Officer or with an non-governmental organization
{NGO) which offers legal services.

As in Models J and K, human resource management and public information
functions are attached to the Office of the Municipal Administrator (OMA).

As in Models D to K, architectural planning is handled by the Engineering Office
(EO).

As in Models D to I, population development is integrated with the Office on
Social Welfare and Development Services (OSWDS).

Environment and natural resources and cooperatives development functions are
placed under the responsibility of the OAS.

Veterinary function is not included as there is no WVeterinarian in the
municipality; hence, positions related to this function (Meat or Livestock
Inspector), if any, are placed under the OAS. If professional veterinary services
are needed, the municipal government coordinates or enters into a joint
agreement with the provincial government or with another LGU which has a
Veterinarian.

As in Models C, C, G, & K, economic enterprises development and management
functions are distributed as follows:

- Business permit/licenses and market supervision, if any - to the OMA;
- Slaughterhouse operations, if any - to the OAS; and
- Other public enterprises functions, if any - to the OMM.

There is clustering of offices to effect maximum coordination of office functions
without overloading the OMA:

- onge cluster for management services; and
- two clusters for technical services.

Each cluster is headed by a chairman to be selected on rotation basis from among
the heads of offices within the cluster. Each cluster chairman is responsible in
coordinating the functions of the offices in his cluster.

The Secretary to the Sanggunian who supervises the SB Secretariat also takes
custody of the local library and archives, if any.

This organizational structure is less expensive to maintain than the previous
models, in view of the integration of several functions with related offices, which
reduces the personal services and administrative requirements.
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Service Priorities:

As identified by the fourth and fifth class municipalities in their responses to the
survey questionnaires and during the interviews, the following are the service priorities
for the model:

1. Public Works and Infrastructure
2. Health Services

3. Agriculture (Extension & Research)
4, Public Markets

3. Environmental programs
6. Social Welfare

T Cooperatives.

Offices:

1. OMM

2. SB

3. Qss

4. OMA

5. PDO L

6. BO

7. AlAS

8. OGS

9, TO

10. AD

11. OCR

12. OHS

13. OAS

i4. EO

15. QOSWDS
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MUNICIPALITY Model M

May be Adopted by Fourth and Fifth Class Municipalities

Key considerations:

1.

[ %)

The municipality is financially capable of maintaining the offices included in this
model;

lts chief executive can handle directly the coordination of office functions;

It considers integration of certain functions with related offices and still maintain
effective service delivery to its constituents; and

Its personnel management system requires the creation of an office not provided
for in the Local Government Code (LGC) - the Office for Human Resource
Management (OHRM).

Features:

This model has fourtesn offices, including one combined office (Office for
Agriculture and Cooperatives [OAC]) and one office not mentioned in the Code
(the Office for Human Resource Management [OHRM]).

It includes all the elective and mandatory positions, two optional positions
{General Services Officer and Agriculturist) and one additional position not
mentioned in the Code (Human Resource Management Officer [HRMO]).
There is no Office of the Municipal Administrator (OMA); hence, coordination
of office functions is directly handled by the Office of the Municipal Mayor
(OMM), which also undertakes public information function in the absence of a
separate Office on Public Information (OPI).

There is no Office for Legal Services (OLS) nor a Legal Staff. In this case,
there is no available lawyer/lawyer-applicant in the municipality; hence, the
municipal government takes care of its legal services requirements through joint
agreement with the provincial government or with anotherlocal government unit
(LGU) which has a Legal Officer or with a non-governmental office (NGO)
which offers legal services.

10.

The Engineering Office (EO) takes charge of the architectural planning function.
Social Welfare and development functions are placed under the responsibility of
the Office on Health Services (OHS).

The Office for Development of Cooperatives (ODC) is merged with the Office
for Agricultural Services (OAS) (now Office for Agriculture and Cooperatives
[OAC]), which also undertakes environment and natural resources function,
Veterinary function is not included as there is no VYeterinarian in the
municipality; hence, positions related to this function (Meat or Livestock
Inspector) if any, are placed under the Office for Agriculture and Cooperatives
(OAC). If professional veterinary services are needed, the municipal government
coordinates or enters into a joint agreement with the provincial government or
with another Iocal government unit (LGU) which has a Veterinarian,

As in Models F and [, economic enterprises functions are distributed as follows:

. Business permit/licenses and market supervision, if any - to the Treasury
Office (TO);

- Slaughterhouse operation, If any - to the Office for Agriculture and
Cooperatives (OAC); and

- Other public enterprises functions, if any - to the Office of the Municipal
Mayor (OMM) (see the Functional Description of Offices).

This organizational structure is one of the less expensive structures to maintain,
in view of the merging of two offices, and the integration of certain functions
with related offices, the non-inclusion of the Office of the Municipal
Administrator (OMA), and the distribution of Economic Enterprises Development
and Management functions, which lessen the requirements for administrative and
personal services.
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Service Priorities:

As identified by the fourth and fifth class municipalities in their responses to the
survey questionnaires and during the interviews, the following are the service priorities
for the model:

Public Works and Infrastructure
Health Services

Agriculture (Extension & Research)
Public Markets

Environmental programs

Social Welfare

Cooperatives

e

o
=i
%

—

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)
3 Office of the Secretary to the Sanggunian (085)

e

Staff Offices Under the General Supervision of the Municipal Mayor:

Planning and Development Office (PDO)

Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office on General Services (0GS)

Office for Human Resource Management (OHRM)

BRSNS

Line Offices Under the General Supervision of the Municipal Mayor:

9. Treasury Office (TO)

10. Assessor’s Office (AOQ)

11. Office on Health Services (OHS)

12. Office of the Civil Registry (OCR)

13. Office for Agriculture and Cooperatives (OAC)
14. Engineering Office (EQ)
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MUNICIPALITY Model M-1

May be Adopted by Fourth and Fifth Ciass Municipalities

Key considerations:

The municipality is financially capable of maintaining the offices included m this
maodeat;

Its chief executive can handle directly the coordination of office functions;

It conxsiders mtegration of certain functions with related offices and still maintain
effective service delivery to s constituents;

Iis personnel management system reguires the creation an office not provided tor
in the Local Government Code (LGCY - the Office for Human Resource
Munagement {OHRM), and

It is concerned with lessening the burden of the Office of the Municipal Mayor
(OMM) in office coordination, by grouping the offices into clusters,

EFeapures:

Lh

This modal has fourteen offices and is basically the same as Model M,

It includes all the elective and mandatory positions, two optional positions
{General Services Officer and Agricubrist) and one additional position not
mentioted in the Code (Human Resource Management Office [HEMO]).
There is no Office of the Municipal Administrator (DMA); hence, coordination
of office functions is directly handled by the Office of the Municipal Mayor
(OMM), which also undertakes public information function,

There is no DMfice for Legal Services (OLS) nor a Legal Staff. In this case,
there is no available lawyer/lawyer-applicant in the municipality; hence, the
municipal government takes care of its legal services requirements through joint
agreement with the provincial government or with another Iocal government unit
{LGU) which has a Legal Officer or with a non-governmental organization
{NGO) which offers legal services.

The Engineering Office (EG) takes charge of the architectural planning function.
Social Welfare and development functions are placed under the responsibility of
the Office on Health Services (OHS).

12.

The Office for the Development of Cooperatives (ODC} is merged with the
Office for Agricultural Services (OAS) {mow Office for Agriculiure and
Cooperatives [OAC]), which also undertakes environment and natural resources
function.

Veterinary function is not included as there is no Veterinarian in the
municipality; hence, positions related to this function (Meat or Livestock
Tnspector} if any, are placed under the Office for Agriculture and Coocoperatives
(OACY. If professional veteripary services are needed, the municipal government
coordinates or enters into a joint agreement with the provincial government or
with another local government units {IGU} which has a Veterinarian,

As i Models F and T, economic enterprises functions are distributed as follows:

Business permit/licenses and market supervision, if any - to the Treasury
Office (TO);

- Slaughterhouse operation, if any - to the Office for Agriculture and
Cooperatives (CAC), and

- Other public enterprises functions, if any - to the Office of the Municipal
Mayor (OMM) (see the Functional Description of Offices).

There is clustering of offices to effect maximum coordination of office functions
without overloading the Office of the Municipal Mayor (OMM):

- one cluster for management services; and
- two clusters for technical services.

Each cluster is headed by a chairman to be selected on rotation basis from among
the heads of offices within the closter. Each cluster chairman is responsible in
coordinating the functions of the offices in his cluster.

This organizational structure 15 ong of the less expensive structures 10 mainiain,
in view of the merging of two offices, the integration of certain functions with
related offices, the non-inclusion of the Office of the Municipal Administrator
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(OMA), and the distribution of Economic Enterprises Develcpment and
Management functions, which iessen the requirements for administrative and
personal services.

Service Priorities:

As identitied by the fourth and fifth class municipalities in their responses to the
survey questionnaires and during the interviews, the following are the service priorities
for the mogdel:

Public Works and Infrastructure
Heglth Services

Agriculture (Extension & Research)
Public Markets

Environmental programs

Social Welfare

Cooperatives

MO Ak L e

Offices:

[ Office of the Municipal Mayor (OMM)
2. Sangguniang Bayan (SB)
1 Oifice of the Secretary to the Sanggunian (O58)

en isi nicipal Mayor:
MANAGEMENT SERVICES Cluster
Planning and Development Office (PEH))
Budget Office (BO}
Accounting and Internal Audit Services (AIAS)

Office on General Services (OGS)
Cifice for Human Resource Management {OHRM)

Bo o~ Chh R

9.
10.
11,
12,

nd isign of M

Treasury Office (TQ)

Assessor's Office (AQ)

(Office on Health Services (DHS)
Office of the Civil Registry {OCR}

TECHNICAL SERVICES - B Chuster

3.
14,

Office for Agriculture and Cooperatives (OAC)
Engineering Office (EO)}
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MUNICIPALITY Model N

May be Adopted by Fourth and Fifth Class Municipalities

Key considerations:

1.

fand

The municipality has enough funding to maintain the offices included in this
model;

[t considers merging of offices and integration of some functions with related
offices without sacrificing the effective delivery of services to its inhabitants;
and

Its personnel management system requires the creation of an office not provided
for in the local government code (LGC) - the Office for Human Resource
Management (OHRM).

Features:

b

This model has fourteen offices, including one combined office {Office on Health
and Social Welfare Services [OHSWS]) and one office not mentioned in the Code
{Office for Human Resource Management [OHRM]).

It includes all the elective and mandatory positions, two optional positions
(Municipal Administrator and Agriculturist) and one additional position not
mentioned in the Code (Human Resource Management Officer [HRMOT).
There is no Office for Legal Services (OLS) nor a Legal Staff. In this case,
there is no available lawyer/lawyer-applicant in the municipality; hence, the
municipal government takes care of its legal services requirements through joint
agreement with the provincial government or with another local government unit
(LGU) which has a Legal Officer or with a non-governmental organization
(NGO) which offers legal services.

General services and public information are integrated with the OMA, as the
municipality feels that it is not financially viable to maintain separate offices for
these purposes.

The Office on Social Welfare and Development Services (OSWDS) is merged
with the Office on Health Services (OHS) (now Office on Health and Social

10.

i1,

Welfare Services [OHSWS]), which also undertakes population development
function,

Environment and natural resources and veterinary functions are integrated with
the Office of Agricultural Services (OAS) for practical and economy reasons.
Architectural planning is not included as a separate function but as a component
of engineering.

The municipality, in this model, is not involved in cooperatives; hence,
cooperatives development 1s not included.

There is no Office for Economic Enterprises Development and Management
(OEEDM); hence, its functions are distributed as follows:

Business permit/licenses and market supervision, if any - to the Office
of the Municipal Administrator (OMA);

- Slaughterhouse operations, if any - to the Office for Agricultural Services
(OAS); and

= Other public enterprises functions, if any - to the Office of the Municipal
Mayor (OMM) (see the Functional Description of Offices).

Veterinary function is not included as there is no Veterinarian in the
municipality: hence, positions related to this function (Meat or Livestock
Inspector), if any, are placed under the Office for Agricultural Services (DAS).
If professional veterinary services are needed, the municipal government
coordinates or enters into a joint agreement with the provincial government or
with another local government unit (LGU) which has a Veterinarian.

This organizational structure is one of the less expensive structures to maintain,
in view of the merging of two offices, the integration of several functions with
related offices, the non-inclusion of legal services, architectural planning and
cooperatives development as separate functions, and the distribution of Economic
Enterprises Development and Management functions, which reduce the personal
services and administrative requirements.
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Service Priorities:

As identified by the fourth and fifth class municipalities in their responses to the
survey questionnaires and during the interviews, the following are the service priorities

for the model:

Public Works and Infrastructure
Health Services

Agriculture (Extension & Research)
Public Markets

Environmental programs

Social Welfare

e

Offices:

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Office of the Secretary to the Sanggunian (OS§)
Office of the Municipal Administrator (OMA)

B L B e

Staff Offices Under the General Supervision of the Municipal Mayor:

5. Planning and Development Office (PDO)

6. Budget Office (BO)

T Accounting and Internal Audit Services (AIAS)

8. Office for Human Resource Management (OHRM)

Line Offices Under the General Supervision of the Municipal Mayor:

B Treasury Office (TO)

10. Assessor’s Office (AD)

11. Office on Health Services (OHS)
12. Office of the Civil Registry (OCR)
13. Engineering Office (EQ)
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- Municipal Vice-Mayor

Maoda | P Mun iclpal Wayor
. Sanggunian Wembers

Features:

1. This model has 14 offices, inciuding one
cosbined of fice [(OHSWS) and one office
not mentioned in the Code (OHEW).

OFFICE OF THE SECRETARY

2. It contains all the efective and TO THE SAMGGUMIAN
mandatory posilions and some oplional
positicns.

OFFICE OF THE MUMICIPAL
3. Public infor=ation and general services ADMINISTRATOR . Secretary io the
funchkions are integrated with the OHA; Sanggun i an
gnw ironment and natural resources and
velerinary services with D45,

Municipal Adminisiraltaor

4, OSWDOS is merged wilh Lthe OMS [now DHSWS) fesisasmmmmmmEmEEss-sm--csssssssEmaE
which also undertakes populalion
develiocment funckions, +Public information function SAHGGUN IANG
5. Legal services are provided bhrough BAYAN
joink agreements with other LGUSWGDs, sGeneral services funchtion
SECRETARIAT
E. It is one of the less sxpenzive Lo
maintain.
PLANMING E BUDGET OFF ICE ACCOUNTING £ OFFICE FOR
CEVELOPHMENT INTERMAL AUDIT HUBAR
OFFICE SERVICES RESOURCE
MAMAGEMENT
Flanning and . Budget . Acgountant « Human
Pave lopment officer Apsource
Coordinator Hanagement
Officer
TREASURY ASSESSOR"S OFFICE OM oFFICE OF OFFICE FOR ENGIKEERING
OFFICE OFF ICE HEALTH & THE CIVIL AGRICULTURAL OFFICE
SOCIAL REGISTRY SERVICES
WELFARE
SERVICES
. Treasurer CARsEsLOr JHealth JCiwil Agriculturist LEnginear
afficer Regiskrar P T
e B *Environment
+Fopulation & natural
deve lopment L] rFESOUMCES
functian function
+Velerinary
funciion
JSocial
Welfare &
Devel opmani BARAKDAYS
officer




Page 137

MUNICIPALITY Model N-1

May be Adopted by Fourth and Fifth Ciass Municipalities

ideratjons:

The municipality has enough funding to maintain the offices included in this
model;

It considers merging of offices and integration of some functions with related
offices without sacrificing the effective delivery of services to its inhabitants;
[ts personnel management system requires the creation of an office not provided
for in the Local Government Code (LGC) - the Office for Human Resource
Management {OHRM), and

It is concerned with lessening the burden of the Offce of the Municipal
Administrator (OMA) in office coordination by grouping the offices into clusters.

Features:

[

This model has fourteen offices and is basically the same as Model N.

It includes all the elective and mandatory positions, two optional positions
(Municipal Administrator and Agriculturist) and one additional position not
mentioned in the Code (Human Resource Management Officer [HRMO]).
There is no Office for Legal Services (OLS) nor a Legal Staff. [n this case,
there is no available Jawyer/lawyer-applicant in the municipality; hence, the
municipal government takes care of its legal services requirements through joint
agreement with the provincial government or with another local government unit
(LGU) which has a Legal Officer or with a non-governmental organization
(NGO) which offers legal services.

General services and public information are integrated with the OMA, as the
municipality feels that it is not financially viable to maintain separate offices for
these purposes.

The Office on Social Welfare and Development Services {OSWDS} is merged
with Office on Health Services (OHS) (now Office on Health and Social Welfare
Services {OHSWS), which also undertakes population development function.

Enviconment and natural resources and veterinary functions are integrated with

10.

11

i2.

13.

the Office for Agricultural Services (OAS) for practical and ecopomy reasons.
Architectural planning is not included as a separate function but as a component
of engingering.

The municipality, in this model, is not involved in cooperatives; hence,
cooperatives development is not included.

There is no Office Economic Enterprises Development and Management
(OEEDM); hence, its functions are distributed as follows:

- Business permit/licenses and market supervision, if any - to the Office
of the Municipal Administrator (OMA);

- Slaughterhouse operatians, if any - to the Office for Agricultural Services
(OAS); and

- Other public enterprises functions, if any - to the Office of the Municipal
Mayor (OMM) (see the Functional Description of Offices).

There is clustering of offices to effect maximum coordination of office functions
without overloading the OMA:

- one cluster for management services; and
- two clusters for tachnical services.

Each cluster is headed by a chairman to be selectad on rotation basis from among
the heads of offices within the cluster. Each cluster chairman is responsible in
coordinating the functions of the offices in his cluster.

Veterinary function is not included as there is no Veterinarian in the
municipality, hence, positions related to this function (Meat or Livestock
Inspector), if any, are placed under the Office for Agricultural Services (OAS).
If professional veterinary services are needed, the municipal government
coordinates or enters into a joint agresment with the provincial government or
with another local government unit (LGU) which has a Veterinarian.

This organizational structure is one of the less expensive structures to maintair,
in view of the merging of two offices, the integration of several functions with
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related offices, the non-inclusion of legal services, architectural planning and TECHNICAL SERVICES - A Cluster
cooperatives development as separate functions and the distribution of Economic
Enterprises Development and Management functions, which reduce the personal 9. Treasury Office (TO)
services and administrative requirements. 10. Assessor’s Office (AD)
1. Office on Health and Social Welfare Services (OHSWS)
Service Priorities:
TECHNICAL SERVICES - B Cluster
As identified by the fourth and fifth class municipalities in their responses to the
survey questionnaires and during the interviews, the following are the service priorities 12, Office of the Civil Registry
for the model: 13, Office for Agricultural Services {OAS)
14. Engineering Office (EQ)
1. Public Works and Infrastructure 22. Office on Architectural Planning and Design (QAPD)
2. Health Sarvices
3. Agriculture (Extension & Research}
4, Public Markets
5. Environmental programs
6. Sociat Welfare
Offices:

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Office of the Secretary to the Sangpunian (0SS)
Office of the Municipal Administrator (OCMA)

$u U R wm

i ision of ici I
MANAGEMENT SERVICES CLUSTER

Planming and Development Cffice (PDO)

Budget Office (BO)

Accounting and Internal Audit Services (AIAS)
Office for Human Resource Management (OHRM)
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MUNICIPALITY Model O

May be Adopted by Fifth and Sixth Class Municipalities

Key considarations:

The municipality has enough funds to support the maintenance of the offices
included in this model; and

The merging of offices and integration of certain functions with related offices
have been considered to fit its financial capability without sacrificing effective
service delivery te its inhabitants.

Featurgs:

This model has thirteen offices, including one combined office (the Planning and
Buodgeting Office |PBOI.

it includes all the elective and mandatory positions and three optional positions
(Municipat Administrator, Agriculturist and General SeErvices Otficer).

As in Models ] and K, the municipality feels that maintaining a separate office
for Legal Services is not viable; hence, legal services function is undertaken by
the Office of the Municipal Mayor (OMM).

As in Modals J, K and L, human resource management and public information
are handied by the Office of the Municipal Administrator {(OMA).

As in Model M, social welfare function is attached to the Office on Health
Services (OHS).

As in Model L, enviconment and natural resonrces and cooperatives development
are integrated with the Office for Agricultural Services (OAS).

Veterinary function is not included as there is mro Veterinarian in the
municipality; hence, positions related to this function (Meat or Livestock
Inspector), if any, are placed under the Office for Agricultural Services {(OAS).
If professional veterinary services are needed, the municipal government
coordinates of enters into a joint agreement with the provincial government or
with another iocal government unit (LGLY) which has a Velerinarian.,

1.

Architectural planning and population development are not included as separate
functions, but as components of engineering and social welfare & development,
respectively.

As in Models C, D, G, K, L, and N, economic enterprises functions are
distributed as follows:

- Business permit/licenses and market supervision, if any - to the Office
of the Municipal Administrator (OMA);

- Slaughterhouse operations, if any - to the Office for Agricujtural Services
{OAS); and

- Other public enterprises functions, if any - to the Office of the Municipal
Mayor (OMM) (see the Functional Deseription of Offices).

This organizational structure is one of the less expensive to maintain, in view of
the reduction in personal services and administrative requirements, due to the
merging of two offices, the integration of several functions with related offices,
the non-inclugsion of architectural planning, population development and
veterinary services as separate functions and the distribution of E¢onomic
Enterprises Development and Management functions.

Service Priorities:

Listed below are the service priorities identified by fifth and sixth class

municipalities in their responses to the survey questionnaires and during the interviews:

oW pe b

Public Works and Infrastructure
Health Services

Agricoltural Extension.and Research
Social Welfare

Environmental Programs

Public Markets
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Offices:

Office of the Municipal Mayor (OMM)
Sangguniang Bayan (SB)

Office of the Secretary to the Sanggunian {055}
Office of the Municipal Administrator (OMA)

o Ld b o—

I n ision of

5. Planning and Budgeting Office (PBO)
. Accounting and Internal Audit Services {AlAS)
7. Office on General Services (OGS)

i ner isi nici

8. Treasury Office (TO)

9. Assessor's Office (AD)

10, Dffice on Health Services (OHS)

1t.  Office of the Civil Registry {OCR)

12. Office for Agricultural Services (JAS)
13,  Engineering Office (EO)
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MUNICIPALITY Model O-1

May be Adopted by Fifth and Sixth Class Municipalities

Key gonsidgrations:

1.

The municipality has enough funds to support the maintenance of the offices
included in this model;

2. The merging of offices and integration of certain functions with related offices
have been considered to fit its financial capability without sacrificing effective
service delivery to its inhabitants; and

3. [t is concerned with lessening the burden of the Office of the Municipal
Administrator {OMA} in office coordingtion by grouping the offices into clusters.

Egaturas:

1. This model has thinteen offices and is basically the same as Model O.

2. It inclodes all the elective and mandatory positions and three optional positions
{Municipal Administrator, Agriculturist and General Services Officer).

3. As in Models J and K, the municipaiity feels that maintaining a separate office
for Legal Services is not viable; hence, lagal services function is undertaken by
the Office of the Municipal Mayor (OMM).

4, As in Models T, K and L, human resource management and public information
functions are handled by the Office of the Municipal Administrator {OMA).

5, As in Model M, soctal welfare function is attached to the Office on Health
Services {OHS).

6. As in Model L, environment and natural resources and cooperatives development
are integrated with the Office for Agricuitural Services (OAS).

1. Veterinary fonction is not included as there is no Veterinarian in the

municipality; hence, positions related to this function (Meat or Livestock
Inspector), if any, are ptaced under the Office for Agricultural Services (OAS).
If professional wveterinary services are needed, the municipal government
coordinates or enters into a joint agreement with the provineial government or
with another local government unit {LGU) which has a2 Veterinarian.

10.

11.

12,

Architectural planning and population development are not included as separate
functions, but as componenis of engineering and social welfare and development,
respectively.

As in Models C, D, G, K, L, and N, economic enterprises functions are
distributed as follows:

- Business permit/licenses and market supervision, if any - to the Office
of the Municipal Administrator (OMA);

- Slaughterhouse operations, if any - to the Office for Agricultural Services
(OAS); and

- {ther public enterprises functions, if any - 10 the Office of the Municipal
Mayor {OMM) (see the Functional Description of Offices).

There is clustering of offices to effect maximum coordination of office functions
without overloading the Office of the Municipal Administrator (OMA):

- one cluster for management services; and
- two clusters for technical services.

Each cluster is headed by a chairman to be selected on rotation basis from among
the heads of offices within the cluster. Each cluster chairman is responsible in
coordinating the functions of the offices in his cluster,

This organizational structure is one of the less expensive t0 maintain, in view of
the reduction in personal services and administrative réquirements, due to the
mesging of two offices, the integration of several functions with related offices
and the non-inclusion of architectural planning, population development and
vederinary services as separate functions and the distribution of Economic
Enterprises Development and Management functicns.
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Service Priorities: TECHNICAL SERVICES - B Cluster

Listed below ar¢ the service priorities identified by fifth and sixth class il Office of the Civil Registry {OCR)
municipalities in their responses (o the survey questionnaires and during the interviews: 12, Office for Agricultural Services (OAS)

13 Engineering Office (ED)
Public Works and Infrastructure
Health Services
Agricoltural Extension and Research
Social Welfars
Envirenmental Programs
Public Markets

I

1CE5.

I Office of the Municipal Mayor (OMM)

2. Sangmmiang Bayan (SB}

3. Office of the Secretary to the Sanggunian {OS5)
4 QOffice of the Municipal Administrator (OMA)

MANAGEMENT SERVICES CLUSTER

5. Planning and Budgeting Office (PRO)
6. Accounting and Internal Audit Services (ATAS)
7. Office on General Services (OGS)

Line Offices Under the General Supervision of the Mynicipal Mayor:
TECHNICAL SERVICES - A Cluster
5. Treasury Office (TO}

0. Assessor's Office (AQ)
10. (Office on Heglth Services (OHS)
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MUNICIPALITY Model P

May be Adopted by Fifth and Sixth Class Municipalities

Key considerations:

2.
3.

The municipality can financially afford the maintenance of the offices included
in this modal;

Tts chief executive can directly handle coordination of office functions; and
Merging of offices and integration of functions are considered without neglecting
the delivery of basic services to its constitnents.

Features:

This model has twelve offices including one combined office (Planning and
Budgeting Office |PBO]) and an office with a new title, the Office on
Administrative and General Services (DAGR).

It includes all the elective and mandatory positions {although one of them, the
Budget Officer, is attached to the PDO), one optional position {Agriculturist) and
one new position with combined title, the Administrative and General Services
Cfficer {AGSQ).

As in Models T and M, there is no Office of the Municipal Administrator
(OMA); hence, coordination of office functions is directly handled by the Office
of the Municipal Mayor {OMM) which also undertakes public information
function.

There is no Office for Legal Services (OLS) nor a Legal Staff. In this case,
there is no available lawyer/lawyer-applicant in the municipality; hence, the
municipal government takes care of its legal services requirements through joint
agreement with the provincial government or with another local government unit
{LGU) which has a Legal Officer or with a non-governmental organization
{NGQ) which offers legal services.

Human resource management is integrated with the Office on Administrative and
General Services (QAGS).

As in Madel O, social welfare function is integrated with the Office on Health
Services (OHS).

10,

1i.

As in Models L and O, environment and natucal resources and cooperatives
functions are integrated with the Office for Agricoitural Services (GAS).
Veterinary function is not included as there is mo Veterinarian in the
municipality; hence, positions related to this function (Meat or Livestock
Inspector), if any, are placed under the Office for Agricultural Services (OAS).
[f professional veterinary services are oeeded, the municipal government
coordinates or enters into a joint agreement with the provincial government or
with another iocal government unit (LGU) which has a Veterinarian.
Architectural planning and population development are not included as separate
functions, but as components of engineering and socia) welfare and development,
respectively.

As in Models F, 1 and M, economic enterprises functions are distributed as
follows:

- Business permit/licenses and market supervision, if any - to the Treasury
{Otfice (TOY;

- Slaughterhouse operation, if any - to the Office for Agricultural Services
(OAS); and

- Other public enterprises functions, if any - to the Office of the Municipal
Mayor (OMM) {see the Functional Description of Offices).

This organizational structere is one of the less expensive to maintain, in view of
the merging of two offices (Planning and Development Office [PDO] and Budget
Office [BO]), the integration of certain functions with related offices, the non-
melusion of the Office of the Municipal Administrator (OMA), the non-inclusion
of legal services, architectural planning, population development and veterinary
services as separate functions and the distribution of Economic Enterprises
Development and Management functions.
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Service Priorities:

Listed below are the service priorities identifised by fifth and sixth class
municipalities in their responses to the survey guestionnaires and during the interviews:

Public Works and Infrastructure
Health Services

Agricultoral Extension and Research
Social Welfare

Envircnmental Programs

Public Markets

Sk~

Offices:

1. Qffice of the Municipal Mayar (OMM)
2. Sanpguniang Bayan (SB)
3. Office of the Secretary to the Sanggunian (0SS}

Staff ;_}ngﬁ ﬂndﬂ the General Sﬁﬂ!iﬁjﬂn of the Mu;gigipﬂl Mﬂi‘ﬂ[:

4, Planning and Budgeting Office (PBO)
5. Accounting and Internal Audit Services {AIAS)
6. Office on Administrative and General Services (OAGS)

Lin L 15} f M

7 Treasury Office (TO)

8. Assessor's Office (AD)

g9, Office on Health Services {OHS)

10.  Office of the Civil Registry (OCR)

I, Office for Agricultural Services (OAS)
12, Engineering Office (EQ}
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MUNICIPALITY Model P-1

May be Adopted by Fifth and Sixth class Municipalities

Key gonsiderations:

The municipality can financially afford the maintenance of the offices included
in this model;

Its chief executive can directly handle coordination of office functions;
Merging of offices and integration of functions are considered without neglecting
the delivery of hasic services 1o its constituents; and

It is concerned with lessening the burden of the Qffice of the Municipal Mayor
{OMM) in office coordination, by grouping the offices into clusters.

Featyres:

—

This model has twelve offices and is basically the same as Madel P.

it includes all the elective and mandatery positions (although one of them, the
Budget Officer, is attached to the PDO), one optional position {Agriculturist) and
one new position with combined title - the Administrative and General Services
Officer (OAGS).

As in Models I and M, there is no Office of the Municipal Administrator
(OMA); hence, coordination of office functions is directiy handled by the Office
of the Municipat Mayor {OMM) which also undertakes public information
function.

There is no Office for Legat Services (OLS) nor a Legal Staff. In this case,
there is no available lawyer/lawyer-applicant in the municipality; hence, the
municipal government takes care of its legal services requirements through joint
agreement with the provincial government or with another local government unit
(LGU) which has a Legal Officer or with a non-governmental organization
{NGO) which offers legal services.

Human resource management is integrated with the Office on Administrative and
General Services {{JAGS).

As in Model O, social welfare fanction is integrated with the Office on Health
Services (OHS).

10.

12,

As in Models L and O, environment and natural resources and cooperatives
functions are integrated with the Office for Agricultural Services (QAS).
Veterinary function is not included as there is no Veterinarian in the
municipality; hence, positions related to this function {Meat or Livestock
Inspector), if any, are placed under the Office for Agricultural Services (QAS).
If professional veterinary services are needed, the municipal government
coordinates or enters into a joint agreement with the provincial government or
with another local government unit (LG which has a Veterinarian.
Architectural planning and population development are not inciuded as separate
functions, but as components of engineering and social welfare and development,
raspectively.

As in Models F, [ and M, economic emterprises functions are distributed as
follows:

- Business permit/licenses and market supervision, if any - to the Treasury
Oifice (TOY;

- Slaughterhouse operation, if any - to the Office for Agricultural Services
{OAS); and

- Other public enterprises functions, if any - to the Office of the Municipal
Mayor {OMM) (see the Functional Description of Offices).

There is clustering of offices to effect maximum coordination of office functions
without overloading the Office of the Municipat Mayor {OMM}.

- one cluster for management services; and
- two clusters for technical services.

Each cluster is headed by a chairman to be selected on rotation basis from among
the heads of offices within the cluster. Each cluster chairman i5 responsible in
coordinating the functions of the offices in his cluster.
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13. This organizational structure is one of the less expensive to maintain, in view of
the merging of two offices {Planning an¢ Development Office [PDO] and Budget
Office [BOY), the integration of certain functions with related offices, the non-
inclusion of the Office of the Municipa! Administrator {OMA), the non-inclesion
of legal services, architectural planning, population development and veterinary
services as separate functions,

Sgrvice Priorities:

Listed below are the service priorities identified by fifth and sixth class
municipalities in their responses to the survey guestionnaires and during the interviews:

L. Public Works and Infrastructure
2. Health Services
3. Agricuitural Extension and Research
4 Social Welfare
5. Environmental Programs
. Public Markets
Offices:

1. Office of the Municipal Mayor (OMM)
2 Sangguniang Bayan (SB)
i Office of the Secretary to the Sanggunian (OSS)
il n r ision of nigi r:

MANAGEMENT SERVICES Cluster

4. Planning and Budgetieng Office (PBO)
5. Accounting and I[aternal Audit Services {AIAS)
6. Office on General Services (OGS)

™ der th ¥ ision M

TECHNICAL SERVICES - A Cluster

7.
8.
9.

Treasury Office (TO)
Assassor's Office (AQ}
Office on Heaith Services (OHS)

TECHNICAL SERVICES - B Cluster

10.
1L,
f2.
i3

(Hfice of the Civil Registry (OCR)

Office for Agricultural Services {OAS)

Engineering Office (ECQ)

Office on Architectural Planning and Design (OAPD)
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MUNICIPALITY Model Q

May be Adopted by Fifth and Sixth Class Municipalities

Key considerations:

2.

The municipality has enough funding to suppert the maintenance of the offices
included in this model ;

Its chief executive can directly handle coordination of office functions and
supervise some personnel performing certain functions which cannot be integrated
with existing offices; and

It considers merging of offices and integration of functions with related offices
without sacrificing the delivery of basic services to its constitnents.

Eﬁﬂu res.

This model has eleven offices (including the combined Planning and Budgeting
Office [PBC}), the least number of offices compared with all other organizational
structure models for municipalities.

1t includes all the elective and mandatory positions (although the Budget Office
[BO] is attached to the Planning and Development Office [PDO]) and one
optional position {Agriculturist).

As in Models T, M and P, there is no Office of the Munricipal Administrator
{OMA); hence, coordination of office functions is directly handled by the Office
of the Municipal Mayor (OMM), which also supervises the personnel handling
functions that cannot be attached to the other otfices (Information Assistant and
Human Resource Management Assistant).

There is no Office for Legal Services (OLS) nor a Legal Staff. 1In this case,
there is no available lawyer/lawyer-applicant in the municipality; hence, the
municipal government takes care of its legal services requirements throigh joint
agreement with the provincial government or with another local government unit
(LGU) which has a Legal Officer or with a non-governmental organization
(NGO} which offers legal services.

General services is attached to the combined Planning and Budgeting Office

(PBO).

10.

11

As in Models O and P, social welfare and development is integrated with the
Office on Health Services (OHS).

Envircnment and natural resources function is undertaken by the Office far
Agricultural Services (OAS).

Veterinary function is not included as there is no Veterinarian in the
municipality; hence, positions related to this function (Meat or Livestock
Inspector), if any, are placed under the Office for Agricultural Services {OAS).
If professional wveterinary services are needed, the municipal government
coordinates or enters iBle a joint apgreement with the provincial government or
with another local government unit {L.GU) which has a Veterinarian.
Architectural planning and population developmeant are not inciuded as separate
functions, but as components of engineering and social welfare and development.
As in Models F, |, M and P, economic enterprises functions are distributed as
follows:

- Business permit/licenses and market supervision, if any - to the Treasury
Office (TO);

- Slaughterhouse operation, if any - to Office for Agricultual Services
{OAS); and

- Other public enterprises functions, if any - to the Office of the Municipal
Mayor {(OMM) (see the Functional Description of Offices).

This organizational structure is the least expensive to maintain, in view of the
reduction in the personal services and administrative requirements, due to the
merging of two offices {Planning and Development Office [PDO] and Budger
Office [BO]), the integration of several functions with related offices, the non-
inclusion of the Office of the Municipal Administrator (OMA), the nop-inclusion
of certain functions {legal, population development, veterinary, architectural
planning and cooperatives development) and the distribution of Economic
Enterprises Developmetn and Management functions.
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Service Priorities:

Listed below are the service priorities identified by fifth and sixth class
municipalities in their responses to the survey questionnaires and during the interviews:

l. Public Works and Infrastructure

2. Health Services

3. Agricultural Extension and Research
4, Social Welfare

5. Environmental Programs

6. Public Markets

Offices:

. Office of the Municipal Mayor (OMM)
2. Sangguniang Bayan (SB)
3. Office of the Secretary to the Sanggunian (OSS)

ff Offices r ner isi icipal I:

4. Planning and Budgeting Office (PBO)
5. Accounting and Internal Audit Services (AIAS)

ision of the Munici

6 Treasury Office (TO)

7. Assessor's Office (AO)

8. Office on Health Services (OHS)

9. Office of the Civil Registry (OCR)

10.  Office for Agricultural Services (OAS)
11 Engineering Office (EO)
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MUNICIPALITY Model Q-1

May be Adopted by Fifth and Sixth Class Municipalities

Key considerations:

1.

2.

The municipality has enough funding to support the maintenance of the offices
included in this model;

Its chief executive can directly handle coordination of office functions and
supervise some personnel performing certain functions which cannot be integrated
with existing offices;

[t considers merging of offices and integration of functions with related offices
without sacrificing the defivery of basic services to its constituents; and

It is concerned with lassening the burden of the Office of the Municipal Mayor
(OMM) in office coordination, by grouping the offices into clusters.

Eeatures:

|

This mode! has eleven offices and is basically the same as Model Q.

It inchudes all the elective and mandatory positions (although the Budget Office
is attached to the Planning aDO} and one optional pesition (Agriculturist).

As in Models T, M and P, there is no Office of the Municipal Administrator
{OMA); hence, coordination of office functions is directly handled by the Office
of the Municipal Mayor (OMM}, which also supervises the personnel handling
functions that cannot be attached to the other offices (information Assistant and
Human Resource Management Assistant).

There is no Office for Legal Services (OLS) nor a Legal Staff. In this case,
there is no availabie lawyer/lawyer-applicant in the municipality, hence, the
municipal government takes care of its legal services requirements through joint
agreement with the provincial government or with another local government unit
(LGUY which has a Legal Officer or with a non-governmental organization
(NGO) which offers legal services.

General services is attached to the combined Planning and Budgeting Office
{FBO}.

10.

11.

As in Models O and P, social welfare and development is integrated with the
Office on Health Services {OHS).

Environment and natural resources function is undertaken by the Office for
Agricultural Services (OAS).

Veterinary function is not included as there is no VYeterinarian in the
municipality; hence, positions related to this function (Meat or Livestock
Inspector}, if any, are placed under the Office for Agriculural Services {OAS).
If professional veterinary services are needed, the municipal government
coordinates or enters into a joint agreement with the provincial government or
with another local government unit (LGU) which has a Veterinarian.
Architectural planning and population development are not included as separate
functions, but as components of engineering and social welfare and development,
respectively.

As in Models F, I, M and P, economic enterprises functions are distributed as
follows:

- Business permitflicenses and market supervision, if any - to the Treasury
Office {TOY;

- Slaughterhouse operation, if any - to Office for Agricultural Services
(OAS); and

- Other public enterprises functions, if any - to the Office of the Mumnicipal
Mayor {OMM) (see the Functional Description of Offices).

There is clustering of offices to effect maximum coordination of office functions
without overtoading the Office of the Municipal Mayor (OMM):

- gne cluster for management services, and
- two clusters for technical services.
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12. Each cluster is headed by a chairman to be selected on rotation basis from among
the heads of offices within the cluster. Each cluster chairman is responsible in
coordinating the functions of the offices in his cluster.

13. This organizational structure is the least expensive to maintain, in view of the
reduction in the personal services and administrative requirements, due to the
merging of two offices (Planning and Development Office and Budget Office),
the integration of several functions with related offices, the non-inclusion of the
Office of the Municipal Administrator, the non-inclusion of certain functions
(legal, population development, veterinary, architectural planning  and
cooperatives) and the distribution of Economic Enterprises Development and
Management functions.

ervice Priorities:

Listed below are the service priorities identified by fifth and sixth class
municipalities in their responses to the survey questionnaires and during the interviews:

1. Public Works and Infrastructure

2, Health Services

3 Agricultural Extension and Research
4, Social Welfare

5 Environmental Programs

6. Public Markets

Offices:

l. Office of the Municipal Mayor (OMM)
2, Sangguniang Bayan (SB)
3, Office of the Secretary to the Sanggunian (0SS)

staft Offices Under the General Supervision of the M unicipal Mavor:

MANAGEMENT SERVICES Cluster

4, Planning and Budgeting Office (PBO)
5. Accounting and Internal Audit Services (ATAS)

Line Offices Under the General Supervision of the Municipal Mayor:

TECHNICAL SERVICES - A Cluster

a. Treasury Office (TO)
7. Assessor’s Office (AQ)
8. Office on Health Services (OHS)

TECHNICAL SERVICES - B Cluster
9, Oftice for Agricultural Services (OAS)

10. Engineering Office (EQ)
11. Office of the Civil Registry (OCR)
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p 164 C. SUMMARY OF BASIC MODELS FOR MUNICIPALITIES
age &
WODEL .
-, B o~ =] E F L] H I g L% L L M Q = Q
OFFICE
1. Office of tha .
Hunicipal Wayor (OWM} e L] Ol Le U] Crel N QMM /i [ L] [+ U] DM/ p i DM/ | s DM 1 s [ ] OMMsp | O L L FEEEY DM/ p (WM
I. Smnggunisng Bayan (58] 5B 5B 58 5B 5B 5B 58 58 5B 5B 5B 5B 58 5B 5B 5B B .
1, Office of the Secretary |
ta the Sanggunian (055) 055 a55 255 55 55 055 055 055 055 0ss o5s 055 05% | 05s 413 oss ass
4. DOffice of the Municipal M OMA s Osay A Oy Oy OMA s OMay .
Administrator {OMA) oEA OMA 0P D OMA/DHRM | OMASOPT OHRM o i ==n DHRM /R i OHRM B | == hre/pi hrefpi hrmfpi wea pslpi hrmipi i | e
5. Accounting ard Internal .
Audit Services (AIAS) AIAS AIAS ALAS ATAS ATAS ATAS ATAS ATAS ATAS ALAS ATAS ATAS ALAS ATAS ATAS ATAS ATAS
6. Budget Office (BO) B0 BO ] BO Bo BO BO * " BO BO BO " . " . - .
7. Planning and Development
Office (FDOY o] DO (1] PDO FOO PDO FOO PDOSED POO/BO POO PRO OO PROSBD PR/ BO PROSBO PO/ BO FDOSBOD .
8. Office for Legal Jaint Joint Joint Joint Jaint
Services [OLS] oLS oLs OLS oLs oLs oLs aLs oLs oLs Lo - Agressent |Agresnent | Agresment it Agresment | Agreement
#. Dffice on General .
Servicea (0G5) 0G5 0G5 0G5 005 0G5 G5 OGS HFS DG5S 05 o565 bas oGS e 0G5 OGS/ hre =
18, Tressury 0ffice (TO) o 1o To To 1o To To o To To To ™ TO TO TO TO TO '.
11. Assessor's Office (AQ) Al Al aD A A A AD A AD A A A Al AD AD A0 Al .
1E. OFffice of the
Civil Registry (QCR) OcR OCR OCR OCR OCR OCR OCR OCR OCR DCA OCR DCR OCR OCR OCR OCR DCR
13. Office on OHSY OHSF OHS/ .
Healih Services (OHS) OHE OH S DHS OHS OHS OHS OHS DHS OHS swds/pd swds/pd O#S OHS/awda | swds/pa OHEfawds | OHS/swds| OHS/awds
14. Dffice on Social Welfare & .
Development Services [OSWDS O5SwWDs DEWhS OSWOE/OPD | DSWDS/pd | DSOS/ pd OSWDS/pd| OSWDS/pd| OSWDS/pd OSWDS/S pd s e OSWDS/ pd =rn L] === == ==
15. Office oan Population CcompoRent companent | component | component|
Development {OPD) oFD QFD - . s ol - - == - of swds e of swds of swds of swds .-
16. Englpeering Office (EQ) EQ EO/sOAPD EG/OAPD Edsapd E0/apd EQsapd EC/ apd EQ/ mpd E0fapd EQ/apd Ed/apd EDfapd EQ/ apd ED EQ ED EQ .
I7. Office on Architectural companent | component | component | component
Flanning and Design (DAPD] DAFD L] L] - - —— === woim - == - e = of EQ of EQ aof EQ of EQ
1B, Office for OAS A5/ oAS/ 085/ DAS/ OAs s DAS/ oA/ i
Agricultural Servicea (DAS) a5 oS DAS/OVE | OAS/ODC OAS/vs CASAvs | OEHRAvs OAS/vs DENR/vs | OAS/vs dedvs errfde | ODC/enr snrfvs enrdde sarfde | DASSenr
19. Office on Environment and
Hatural Resources {CGENR) OENR | DOEMA OEKR QENA OEMA QENR L GEMR L GEKR OEWR e === == = s== === .
. Office for Jaint Jaint Jaint Jaint Jaint
Veterinary Services (OVS) Vs ovs avs L] ovR sy i ——— e L oL agreesent | agresmant A Bgremment (agreement | sgresment .
21, Office for the Development
of Cooperatives (0ODC) o0 . Qo L] e [ilsls [lele L] ooc == i e L] no CoOps. s = no coaps.
22. DOffice on .
Publie Information (OPI) OFI - ol . - [ - — — - - S - ——— —ma — 2
23, Office for Human .
Resource Management {OHRM) HAM CHEM - OHRM L] OHAM L] L] DR —— - —— CHEM GHRAM e - #
4. Office on Econemic distri- disiri- distei- distri- diskr|- diatei- distri= distri= diatri= diatri= digdri= diatri=
Enterprise Development DEEDW GEEDHSODC buted buted DEEDM/ cd buted buted DEEDMS de buted QEEDMSde buted buted buted buted buted buted buted .
and Management {OEEDM) [ |
24 21 14 19 148 18 17 17 11 16 15 15 i4 14 13 12 11
affices offices affices of fices afficen affices affices affices offices of fices offices offjcen offices affices affices effices effices .
Legend: B - The Office haw beer merged "= = The Office has been deleted, # - Only one (1) position each
with another its functions masigned 1o aitached to Mayor's Office. .
anather affice.

e
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@ V. GLOSSARY OF TERMS AND ABBREVIATIONS USED IN THE GUIDEBOOK
&
& AGSO Administrative and General Services Officer OHS Office on Health Services
AIAS Accounting and Internal Audit Service OHSWS5 Office on Health and Social Werlfare Services (combined OHS AND
& AD Assessor's Office OSWDS)
BO Budget Office OLS Office for Legal Services
& Charts refers to the organizational structure models. OMA Office of the Municipal Administrator
Code refers to the new Local Government Code. OMM Office of the Municipal Mayor
8 EAPO Engineering and Architectural Planning Office (combined EO and OPD Office on Population Development
DAPD) OPI Office on Public Information
@ EEO Economic Enterprises Officer 0SS Office of the Sanggunian Secretary
EO Engineering Office OSWDS Office on Social Welfare and Development Services
& HRMO Human Resource Management Officer OVS Office for Veterinary Services
LGC Local Government Code PBO Planning and Budgeting Office (combined PDO and BO)
4 LGU Local Government Unit. It refers to either a municipality, a city, or a PDO Planning and Development Office
@ province. TO Treasury Office
Madel refers to the organizational structure or chart
) NGO Non-Governmental Organization
0OAC Office for Agriculture and Cooperatives (combined OAS and ODC)
b} OAENR Office on Agriculture, Environment, and Natural Resources (combined
OAS and OENR)
& 0OAGS Office on Administrative and General Services (combined office for
administrative and general services)
] OAPD Office on Architectural Planning and Design
OAS Office for Agricultural Services
& OAVS Office for Agriculture and Veterinary Services (combined OAS and
OVS)
2 OCR Office of the Civil Registry
oDC Office for the Development of Cooperatives
® OEECD Office for Economic Enterprises and Cooperatives Development
& (combined OEEDM and ODC)
OEEDM Office for Economic Enterprise Development and Management
¢ OENR Office on Environment and Natural Resources
OGS Office on General Services
g OHRM Office for Human Resource Management
L
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