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d Common observations in accomplishing BBP Forms for Personnel
Services (PS)

d Other Personnel Services (PS) concerns




Personnel Services (PS)

Refers to provisions for the payment of salaries, wages, and other compensation (e.g.,
merit, salary increase, cost-of-living allowances, honoraria, and commutable allowances)
for government employees. In general, the major cost of delivering government activities is

the cost of stalff.




Updated format of the Bangsamoro
Budget Preparation (BBP) Forms for
Personnel Services (PS)




Bangsamoro
Budget
Preparation
(BBP)

Forms




BBP FORM TITLE

100 Program Budget Matrix (Current Program)

110-a Program Budget Matrix (Proposed Program Tier 1)

110-b Program Budget Matrix (Proposed Program Tier 2)

200 Ministry/Office Performance Measures (Programs)

300 Summary of Proposed Programs/Projects

300-a Proposed, by Object of Expenditure - Personnel Services (PS)
300-al Staffing Summary of Permanent Positions

300-a2 Staffing Summary of Non-Permanent Positions

300-a3 List of Retirees

Bangsamoro
Budget
Preparation

@OO\I@U'I-POONI—‘-

B B P 10 300-b Proposed, by Object of Expenditure - Maintenance and Other Operating
( Twenty-four Expenditure (MOOE)
(24) 11 300-c Proposed, by Object of Expenditure - Financial Expenses (FIinEx)
F O r m S BBP 12 300-d Proposed, by Object of Expenditure - Capital Outlays (CO)
Forms 13 310-a Details of Ongoing Program/Project (Tier 1)

310-b Details of New or Expanded Spending Proposal (Tier 2)

400 Summary of Outyear Requirements

500 Climate Change Expenditures

600 Statement of Revenues (General Fund)

600-a Statement of Revenues and Expenditures (Earmarked Revenues)

600-b Statement of Other Receipts/Expenditures (Off-Budgetary and Custodial

Funds)

600-c Statement of Donations and Grants (In Cash or In Kind)

710 Profile and Requirement of Nationally Funded Projects

710-a Profile and Requirement of Foreign-Assisted Projects

800 Convergence Programs and Projects

900 FY 2025 Proposed Provision



Bangsamoro Budget Preparation (BBP) Forms for
Personnel Services (PS)

| BBPFORM TITLE

1 300-a Proposed, by Object of Expenditure - Personnel Services (PS)
2 300-al Staffing Summary of Permanent Positions

3 300-a2 Staffing Summary of Non-Permanent Positions

4 300-a3 List of Retirees




Updated format of the Bangsamoro Budget Preparation (BBP) Forms for

(1)

Personnel Services (PS)

BBP FORM 300-a
Proposed, by Object of Expenditure - Personnel
Services (PS)

« Indicate the Appropriation Source

 Presented by Year
1. 2024 Current Program
2. 2025 Total Proposed Program — Tier 1
3. 2025 Total Proposed Program — Tier 2

 Provides the specific object of expenditure as
reflected in BBP Form 300-al, BBP Form 300-a2,
and BBP Form 300-a3.



BEP FORM 300-a
PROPOESED, BY OBJECT OF EXPENDITURES
Indicate the name PERSONNEL SERVICES
_ : - ~ ofthe Indicate the
Minigtry'Officel Agency: MIr]ISLry."OTﬁEEh" AFPROPHJA‘I‘IIJHSEI.IRCE_ — : - year for the
Agency (MOA). [ Mew Appropration (Regular Fund) - Determine the [ 2024 cument Program -—— BBP Form
[ crtner {Transfer from SPF, Suppiemental) appropriation [ 202s Tetdl Prepesed Program 300-a
SOUFCE. L Tert i
1 Tier2
SALARIES AND WAGES OTHER COMPEMSATION OTHER BEREFITS FIXED PER®0OMNNEL EXPENDITURES
Wages Total Subsisience, Total i Todal
PROGRAM/ Salaries of | of Non- | Salaries Laundry & Widyear & other Tarminal Total & Lifa Fixad
ACTIVITY/ UACE | Permanent | Permanent |  and Quarters | Produstivity Hazard | Longevily| Year-end | Cash | Compensa- | Leave Ratirement| Other Inaurancs PAGHEBIG | PHILHEALTH Peraonnel
PROJECT Code(z) | Positions | Positions | Wages | PERA| RATA | UICA | Allcwancs Incanlive | Homoraria | Pay Pay Bomus Gift tion Benafita | Panai Gratuity | Bensfits | Premi Contributi Contributi ECIP Exp. TOTAL
[ ] [H] [4) (5} 1] [7] ) )] {0 1 17 13) (4] [15) (16) (7 18y {19 (20 [21) (23] (23] (243 {25) [26) |
A, COET ETRUCTURE
I. Genesal Adminii=stion and Suppori
». hckivity 1
Winisty
Local Cffice 1
Local Office 2
b. Project 1
Ministry
Local Cffice 1
Local Cffice 2
TOTAL L]
IL Eupgartio Dpemtions
& hckivity 1
Ministry
Local Office 1
Local Office 2
b. Proect 1
Linisty
Local Cffice 1
Local Office 2
TOTAL &1
I Operations
Pricrity 1
PROGRAM 1
BUB-PROGRAN 1
& hckivity 1
Ministy
Lozl Gffice 1
Local Office 2
b. Proect 1
Linisty
Lozl Gffice 1
Local Office 2
Pricrity Agenda n
PROGRAM n
BUS-PROGRAN n
a. Ackivity n
Ministy
Lozl Gffice 1
Local Office 2
b. Projectn
Linisty
Local Office 1
Local Cffice 2
T Shall be duly
:TCIT.N.WE-TS'RLPC"URE PROGRAME, SigﬂEd hy
} ~1 .
ACTMTES AWD PROJECTS — authorized
a personnel.
TOTAL FROPOSED -
Prepared by: - Approved by: Date:
BUDGET OFFICER PLAMNING OFFICER HEAD OF MINISTRY/OFFICE/AGENCY MM DD YT




BEP FORM 300-a
PFROPOSED, BY OBMECT OF EXPENDITURES
PERSONNEL SERVICES

Indicate the name

of the

APPROPRIATION SOURCE

Miniatry/Dffice/Agency: . Ministry/Office/

Agency (MOA).

1 mew sppropriction (Regular Fund) Detaermine the

I

1 cher {Transfer from SPF, Suppiemental) appropriation

Source.

SALARIES AND WAGES CTHER COMPENSATHIM

Wagss Taotal Subsizence, Tokal

PROGRAMT

ACTINITY
PROJECT

UACSE
Code(s)

Salaries of

Permanant
Positiona

of Non-

Peamansnt
Poaition=s

Ealaries

and
Wages

FERA

RATA

LC.a

Laundry &

Quarters
Allowance

Productivity
Incantive

FPay

Lomgawity
Pay

Other

Companaa-
thon

Midyear &
Year-and

Caah
Bonus i

Gift

(1}

]

(]

[£h

5}

(E)

(7]

]

1]

(113

11:2]

{13]

i14] (16} (1E]

& COST ETRUCTURE
|. Genessd fdminei=sbion and Support
a. Ackvity 1
Minikry
Lozal Csfice 1
Local Cffice 2

b. Propact 1
Linistry
Local Office 1
Local Cffice 2

TOTAL A

IL Eupport io Opemtions
a. Ackivity 1
Kinitry
Local Cffice 1
Local Cffice 2

b. Projact 1
Linirtry
Local Cifice 1
Local Office 2

TOTAL Ll

V. Oigezratfion=
Pricrity &genda 1
AROGRAM 1
SUS-PRCEAEN 1
m. Achvity 1
Kinitry
Loecadl Office 1
Loscal Cffice 2




BEP FORM 300-a
PROPOSED, BY DBJECT OF EXPENDITURES

PERSOMNNEL SERVICES
. Indicate the
SMIRCE__ . | = year for the
W Appropriation (Reguiar Fund) +—— Delermine the [ 2024 Cument Program -+ 1 BBP Form
her (Transfer from SPF, Suppiemental) appropriation 1 2025 Total Propesed Program 300-a
source. 1 Tier1 '
[ Tier2
OTHER COMPENSATION GTHER BENEFITS FIXED PERSONNEL EXPENDITURES
Total Retirement Total
Midyaar & Other Terminal Tatal & Life Fixed
roduciivity Hazard | Longewity| Year-end | Cash | Compensa- | Leave Refiremant| Oiner Insurance PAGHBIG | PHILHEALTH Peraonnsl
Incentive | Honoraria | Pay Pay Banus Gift tHan Benafita | Pensions | Gratwity | Bensfits | Premiums | Contibution] Contribution | ECIP Exp. TOTAL
i1y [11) i12] 113] 114 [15) (16] (7 (18} 19 (200 [21] (23] (23] (24} 5] {26}




s e § o

I00-a.
Tetal

: 2025 Totl P e EXPE
e
3 _Terz .
R EEREFITE FIXED PERSOMNEL T
Total remant fits
Otiner =
oo iy IMBLran e
‘bon Banefits ions | Gratuity T
z 2 :-m”g 18] (200 [21) (221

Personnsl
TOTAL

appropriation
Exp.
25 j25) |

COUNCeE.
ECIP

n| Contribution
[24)

(23)

I { from SPF, Suppiemental) | ‘
PAGHBIG
1 cner (Transfe Coatributio

OTHER CO
ﬂiw‘ ! -
d| cash
Baonus LS
) (153

SLDABNGE,
Lawndry &

ES AMD WAGES
SALARI Tatal

af Nen-

it
Pama ion
Pouki I T

Quarbsrs .
a| Pay
Homo [EET LT

UcA] Allowancs
- — [11)

RATA

PROGRAM/
ACTIVITY)

PROJECT
{2

{1}

ki
I Genessl Adminiabation and Suppert
8. Ackivity 1
Meniky
Lazal Cfice 1
Lozsl Office 2

b. Project 1
Miniky
Lazal Office 1
Lazsl Cffice 2

TOTAL A

IL Suppadio Dperstions
u. Ackivity 1
iy
Leza :ﬁ . :
Leca :

b, Project 1
Meniby
Lazal Cffice 1
Lozel :

TOTAL AT

It Operalions
Pricrily Aguods 1
PROGRAM 1
SUB-PROGRAM 1
u. Bekivity 1
Miniky
Loeal Cfice |
Leca :

b, Project 1
Miniky

Lazsl Cfice 1
Lozal Cfice 2

. Agendan

PROGRAM »
SUE-FROGIRAM n

8. hckiviiy n

Miniiy

Logal Office 1

Logal Office 2

b. Projectn
Meniby
Lazal Cffice 1
Lecs :

Dae

Shall be duly

signed by

MWD YYYY

authorized
personnel.

TETAL AN

TOTAL COST STRUCTURE, PROGRANS,

ACTMTIES AND PROJECTS

Approved by:

HEAD OF MINISTRY/OFFICE/AGENCY

[ToTAL FROFCSED

BUDGET OFFICER

PLANNING QFFICER




Updated format of the Bangsamoro Budget Preparation (BBP) Forms for

(2)

Personnel Services (PS)

BBP FORM 300-al
Staffing Summary of Permanent Positions

* Prepared by Tier
_____ N 1. Tierl
e —————— 2. Tier 2 (New Positions Proposed)
S 3. Tier 2 (Step-Increment)

» For proposed Step Increment, provide an attachment with the
following details:

b) Organization Unit g) Salary grade
c) Iltem Number h) Current Step
d) Position Title 1) New Step

e) Name of Incumbent l



Indicate the name

BEP FORM 300-a1

STAFFING SUMMARY OF PERMANENT POSITIONS

of the - ;
— o ) — Indicate the Tier
" - = Tier
Ministry/Office/Agency: < Ministry/Office/ P T:r; . - for the presented
0 Tier 2 §tep-nesement Differenial particulars of
. Other Compensalion Lo
onsodon | O | e | o | S | Con | Sy | 007 | sy co corponn| | PO
PERA | PHIC | IBIG |ECIP|RLIP| MYE | YEB | U/CA | PEI Gilt RATA | Others
(1 (2) (3) (4) (5) (6) m ® {9 (10) |y | 02 (3[04 | (15) | (8) | (1) | (18) | (19) (20) | (21) (22)
[GRAND-TOTAL:
Prepared By: Approved By: Date: Shall be duly
- signed by
authorized
________________________________________ — e personnel,
Personnel Officer Head of Ministry/Office/Agency MMDDIYYYY
L*(E) Eibed_{U) Unblled_{P) Propased
SUMMARY OF POSITIONS
Classification No. of Positions
Y Permancnt ) e Ensure that the
(CT1) Co Temmimss " Summary of Positions
FT) Fixod-term reflects the data above,
TOTAL




EBP FORM 300-a1

Indicate the Tier
for the presented
particulars of
permanent
positions.

MARY OF PERMANENT POSITIONS
= Tier 1
[ Tier 2 (Mew Posifions Proposad) 4
] Tier2 [ Sep-Increment Differengal)
Other Compensation
Salary | Salary Annual Sala Total
ry PAG- Cash Co
Grade | Step pera | phic | 1816 |Ecie|rup| mve | ves |uica| pei | cit | RATA |others| T
(7 (B) (9) (10) | (1) | (02) [ (13) | (4 [ (05) | (16) | (17) | (18) | (19) (20) | (21) (22)




el £ | et ETRRIL LATIRTRS ) | = pefmanem
o Other Compensation ' b
Organizational No.of | Staws | Classification | Salary | Salary Tonal silons.
PAP Atrbution Unit Position Title Positons |EVUVPY|  (PUCTOET) | Grade | Step | "o PAG Cash Compensation P
PERA | PHIC | IBIG |ECIP|RLIP| MYB | YEB| WICA| PEI | Gift | RATA | Others
(1) (2) (3 (4 (5) (6) U] 8) (9 [0 | (10 | 02 (O304 a5 [Oe) ) On | 08 | (09 | @0) | @21 (22)
GRAND-TOTAL:
Prepared By: Approved By: Date: Shall be dul'_,r
L signed by
| authorized
...................................... — e ———————— personnel.
Personnel Officer Head of Ministry/Office/dgency MWDDIYYYY
() Filled, () Unflled, (P) Proposcd
SUMMARY OF POSITIONS
Classification No. of Positions
2 24
{P) Permanent = = Ensure that the
— - Summary of Positions
:g;’:;; — - reflects the data above.
TOTAL




r-

Prepared By Approved By:
Personnel Officer Head of Ministry/Office:
SUMMARY OF POSITIONS
Classification No. of Positions
23 24
(CTI) Co-Terminus Summary of Positions
(FT) Fixed-term reflects the data above.

TOTAL




BBP FORM 300-a1

: STAFFING SUMMARY OF PERMANENT POSITIONS , ,
Indicate the name Indicate the Tier
Ministry/Office/Agency: p, of the TTert for the presented
Agency Ministry/Office/ ] ier 2 New Posiions Proposed) + particulars of
(D Tier 2 Sep-haremment Dffrena) —
§ Other Compensalion positians
PAP Attribution °'9“:::';m' Position Title Bastall] et [t Sf';':g S;::;’ Annual Salary PAG- Cash cm:“’,n;m
¥, PERA | PHIC | IBIG Ff?ll MYB | YEB | UICA | PEI | Gift | RATA |Others
(1) i2) 3 (4) {5) (8) 1] (8) () \‘\. (o ﬂ‘ (12) . (14| ‘ﬂ{ (18) | (17) | (18) | (19) (200 | (21) (22)
|~
\ =
%
The following reflects
changes because of the
slep-increment.
LGRAND-TOTAL:
Prepared By: Approved By: Date: Shall be duly
- signed by
authorized
Personnel Officer Head of Ministry/Office/Agency MMDD/YYYY ot
SUMMARY OF POSITIONS
Classification No. of Positions
(23) 24) Ensure that the
(F) Permanent Summary of
CT1) Co-Terminus + Pasitions reflects
{FT) Fixed term the data above.
TOTAL




NAME OF MINISTRY/OFFICE/AGENCY

LIST OF PERSONNEL
S . e . Date of Assumption (Effectivity No. of
Cost Structure Organization Linit Itern Number Position Title Parenthetical Mame of Incumbent dote of sisch Positions Salary Grade | Current Step | Mew Step
PREPARED BY: APPROVED BY:
Posilion Position




Updated format of the Bangsamoro Budget Preparation (BBP) Forms for

©)

Personnel Services (PS)

BBP FORM 300-a2
e Staffing Summary of Non-Permanent Positions

T

« Summary of Positions presents the particulars of
non-permanent positions

« Classify whether the non-permanent positions are
Casual, Contractual, Part-Time, Substitute.



BBP FORM 300-a2

'"dicaloe' igg name STAFFING SUMMARY OF NON-PERMANENT POSITIONS
mniwoﬁw“my: i Minislry/O!ﬁcel
No. of Months | Total No. of Total Salary Based Other C
- Organizational No. of Salary Total
Position | Employed ployed | peea | wic | 816 [ecie|rup| myve | ves| uica | pei | it |RATA| Compensation
(1) @) ) () (5) (6) m (8) 9 1ol (1) 1(2)](3)) (4 05| (16 | (7 | (18) | (19) (20) 1)
|GRAND TOTAL:
Prepared By: Approved By: Date:
Personnel Officer Head of Mn’sq/Oﬁice’Mz MMIDDIYYYY
SUMMARY OF POSITIONS
Classification No. of Positions
22 23y Ensure that the
Casual - Summary of
Contractual > Positions reflects
Porttime the data above.
Substitute
TOTAL




Indicate the name

BBP FORM 300-a2

STAFFING SUMMARY OF NON-PERMANENT POSITIONS

of the
MinistrylOffice/Agency: =1 Ministry/Office/
No. of Months | Total No. of Total Salary ot
PAP Attribution m;m' Position Tille No.of | erployedper | Months m on Months -
Poskion | Employed cmeioyed | pepa | HIC | IBIG | ECIP|RLIP| MYE
(1) (2) (3) (4) (5) (6) (7) (8) (9 | (o) | (1) | (2] (13) | (14)

IGCRAND TOITAL -



Prepared By: Approved By:
Personnel Officer Head of Ministry/Office/Agency
SUMMARY OF POSITIONS
Classification No. of Positions

(22 (&3] Ensure that the
Casual Summary of
Cm’trlﬂclual - — | Positions reflects
F’art*ulrnﬂ the data above.
Substitute
TOTAL




Updated format of the Bangsamoro Budget Preparation (BBP) Forms for

(4)

Personnel Services (PS)

[y

WSTOF RETIRERS
Y ;a8

BBP FORM 300-a3
List of Retirees

For Payment of Terminal Leave Benefits FY 2025

In the absence of a BBP Form 300-a3, any amount
Indicated under the TL column in the BBP 300-a will
be disapproved.

In case of discrepancy between the amount for TL
iIn the BBP Form 300-a and BBP Form 300-a3, the
amount in BBP Form 300-a3 shall prevail.




Ministry/Office/Agency:

[

Indicate the name
of the
MinistrywOffice/

BEP FORM 300-a3
LIST OF RETIREES
FY 2025

Agency (MOA). H
ney | : Date [MDJDH‘}NEE r] nghEEt TERMINAL _LEﬂVE
NAMES OF RETIREES AND Position at Ret. Monthly | No. of Leave Credits
RETIREMENT LAW Date Salary (Per Earned Amount
Birth | Orig. Appt. Ret. NOSA) VL sL
(1} (2) (3 (4) (5 (6) (7} (8) (9
For G515 Members:
[. Under RA Mo. 1616
II. COther Retirement Laws (pls. specify, e.g. RA 8291)
Sub-Total
For Non-GSIS Members: (e.g. Military/Uniformed)
Retirement Laws (pls. specify)
Sub-Total
TOTAL
PREPARED BY: APPROVED BY: DATE:
PERSONNEL OFFICER HEAD OF MINISTRY/OFFICE/AGENCY MMDDYYYY

Shall be duly
signed by
authorized
personnel.




Ministry/Office/Agency:

F

Indicate the name
of the
MinistryOffice/
Agency (MOA).

BEBP FORM 300-a3
LIST OF RETIREES
FY 2025

Date (Mo/Day/Year) Highest TERMINAL _LEFILVE
NAMES OF RETIREES AND Position at Ret. Monthly | No.of Leave Credits
RETIREMENT LAW Date Salary (Per Earned Amount
Birth Orig. Appt. Ret. NOSA) VL SL
(11 (2) (2) (4 (5 (6] (7 (8} (=2

For G515 Members:

|. Under RA MNo. 1616

. Cther Retirement Laws (pls. specify, e.g. RA 8291)

Sub-Total

For Hon-GSIS Members: {e.g. Military/Uniformed)

Retirement Laws (pls. specify)

Sub-Total

TOTAL




Updated format of the Bangsamoro Budget Preparation (BBP) Forms for
Personnel Services (PS)

Summary

BBP Form 300-a

(Proposed, by OBEXx

- PS)

2024 Current
Program

2025 Total
Proposed
Program

—Tier 1

2025 Total
Proposed
Program

—Tier 2

BBP Form 300-al
(Staffing Summary of

Permanent
Positions)

— Tier 1

Tier 2 (New
—  Positions
Proposed)

Tier 2 (Step
Increment
Differential)

BBP Form 300-a2 BBP Form 300-a3

(Staffing Summary of

—

—

Non-Permanent

Positions) (List of Retirees)
: L Other Benefits
[ il — Tier 2
Tier 2 (New
—  Positions
Proposed)




Common Observations
iIn Accomplishing BBP Forms
for Personnel Services (PS)




Common Observations in Accomplishing BBP Forms for Personnel
Services (PS)

1. Incomplete details presented in the BBP > Ensure that all appropriate columns are filled
Forms. out and details are completely provided.

2. Amounts are inconsistent across all other BBP > Ensure that amounts are reconciled particularly
Forms. for forms that summarizes all amounts reflected
from other forms.

3. Lack of justification and supporting documents. > Submit justification and supporting documents
such as but not limited to the following:
a) Legal Basis
b) Position Description
c) Narrative justification
d) Updated Organization Structure reflecting
proposed positions

I e) Other supporting documents I



Common Observations in Accomplishing BBP Forms for Personnel
Services (PS)

4. Incorrect data for Position Title, Salary Grade, > Pursuant to the following:
Reclassification, and Conversion of Positions. « DBM Budget Circular No. 2022-2: Index

of Occupational Services, Occupational
Groups, Classes and Salary Grades, CY
2022 Edition

- DBM Budget Circular No. 2018-3:
Guidelines on the Reclassification of
Positions

« DBM Budget Circular No. 2004-3:
Conversion of Positions Performing
Staff/Non-Technical Functions




Other Personnel Services (PS) Concerns




Other Personnel Services (PS) Concerns

1. The appropriation for PS in FY BBC 2024-01: GUIDELINES ON THE

2024 GAAB shall be available RELEASE OF EUNDS FOR EY 2024
for release, obligation, and

disbursement valid only until

December 31, 2024. 4.10.3. In the use of savings, priority shall be given to

e & e Suliie> ON THE RELEASEOF FUNDS the payment of compensation, year-end bonus and cash

gift, retirement gratuity, terminal leave benefits, and other
personnel benefits authorized by law and in the FY 2024
GAAB, as well as the implementation of priority project or
activity covered in the FY 2024 GAAB.




Other Personnel Services (PS) Concerns

2. The M/O/As may submit Special Budget Request (SBR) for newly hired personnel during the
year without having to wait for the attested appointment by the Civil Service Commission (CSC).

3. M/O/As shall observe the monthly updating of the Summary of Incumbent Personnel (SolP),
and Changes to the Summary of Incumbents along with other required documents in support to
the changes.




Thank you.
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