Depariment of Science and Technology
PHILIPPINE TEXTILE RESEARCH INSTITUTE

GUIDELINES ON THE GRANT OF THE PERFORMANCE-BASED BONUS (PBB) FOR FY 2017
AND SYSTEM OF RANKING OF DELIVERY UNITS/INDIVIDUALS

1.0 PURPOSE

The guisalines shall contain the criteris and conditions for granting the Performance-
Basad Bonus (PBEB) and system of ranking of delivery units and individuals for FY 2017
urdar Infzr-Agency Task Force (IATF) Mamarandum Circuler No 2017-1 dated Merch 9,
2017

20 COVERAGE

21 All officials and employess of FTRI holding regular plantils pasitions
.0 ELIGIBILITY CRITERIA FOR PTRI

PTRI and its corraspanding delivery units shill

31 Achieve agency perdormance targets under Major Final Outputs (MFOs) undar the
Performance Informed Budgat (PIB) of the FY 2017 GAA, and the targets for Suppart
to Operations (STO) and General Administration and Support Services (GASS) (|ATF
MC 20171 Section 4.1)

&2 Good Governance Conditions: Satsfy 100% of Good Govemance
Conditions for FY 2017 set by the AO 25 Inter-Agency Task Force
{IATF) s provided in Secticn 5.0

B Performance Tergets: Achisve each one of the Congress-approved
performance targets for the defivery of Major Final Qutputs (MFOs)
under the Performance Informed Budgel of the FY 2017 General
Appropnations Act, and the fargets for Suppor 1o Oparafions (STO)
and General Admimnstration and Suppor Services [GASS) (IATF MC
2077-1 Bac. B.0)

c Use of Civl Service Comrmussion (CSC) approved PTRI Stretegic
Performance Mansgemant System (SPMS) |n rating the parformance
of First and Second Level officials and employees (LATF MC 2017-1
Sechan 4.1.¢)

40 GOOD GOVERMANCE CONDITIONS (GGCs)

4.1 The following good govermnance conditions are baseo on the ewsning performance
drivers of the Results-Based Performance Manasgement System [RBPMS) and the
thrusts of the Duterte Administration for trensperency, accountability and people-
focused public service, [IATF MC 2017-1 Bectlen 5.1)

a. Maintain'Updata the FTRI Transparency Seal io enhance iransparsncy
and enforce accountability. The PTRI Transparency Seal page should
be accessibie by clickng TS logo on the Home Page. a&nd should
contain the following documants: [JATF MC 5. 1.a),
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43

473

a1 Mandates, funchons and names of PTRI officials with thair =z
poaition/oesigration and cantact information, \3’
=

a2 DOBM-Approved Budgst and Tergets far FY 2017

23 Budget and Financial Accountabiliyy Reparm: 5

a1 FY 2013w FY 2017 FAR No 1: SAADBDB
a2 FY 2013 to FY 2017 Summary Repor on Disbursements

ad FY 2013 fo FY 2017 BAR No. 1 Quarterly Physical Reports of
Operplions/Phyaical Plan

Crng

a4 Status of Programs, Projects and Activines for FY 2017 mplementation

as FY 2017 Annual Pracurement Plan (APP-non CSE)
FY 2018 Annual Procurement Plan for common uss of supplies and

T

eqguipment (APP- CSE) 5,
B
g8 Qualty Managemant Syslem |50 Certficate from an intemabonal :

cartifying body accredited by an Intemational Acoreditation Farum {IAF) %

B 7. Syslem of Ranking of Daiivery Units E
a8 The (Fresgom of informatien) FOI Manual I I:I‘\
e,
b Mantan‘update tha posting of all Invitations to Bids and awarded N

contracts in the Philipping Governmant Electrenic Procurement System
{PHIKGEPS) pursuant to the Government Procurement Reform Act (RA
Mo, 5184} for fransactions from Movamber 18, 2018 to November 158
2017 {IATF MC 51.8)

. Complance with the Presidents direclive on improwing all fronffine
sefvices consistant with the objectives of the Anti-Red Tape Act of 2007 o
(RA Mo B84B5) and the President's directive o cul down processing ime .
of all applications from submission o relsase, end ensurs Bccessible
and convenieni dallvery of sarvices to the public as reflacted in CSC

i

Bl
Memaorandum Circular No, 14 s-2016 IATFMC 51¢ |
&1 Mantam/updats the Citizen's Charter: ’;t
c2 Self-assessment snd reparfing of improvements made ;
by the PTRI fo implement fthe CSC Memorandum \
Circular Ne. 14, = 2018
1
d. Dewelop the PTRI's FOI Manual pursuant 1o reguiremeants &nd provisions Ii'
of EQ No. 2 & 2016 and should be uplsadad in the PTRI Transparency ™
Seal on or before Octobar 1, 2047, for validstion by the Presidential L e
Communications Dperations Office (PCOD), (IATF MC 5/1.d) "|'
"

Man-compliance with any Good Govermances Conditions will rendar the entine
PTRI meligibie for tha PEB, [IATF MC 5.2)

Agsassment of PTRI complisnce with the GGCs reguirements shall be canducted
by the PTRI designated focal parson starting Oclobar 1, 20017

2



5.0 FY 2017 PERFORMAMNCE TARGETS

5.1

&2

53

54

MFO Targats. All MFD indicators and targets m the FY 2017
Peformance-Informed Budge! approved Congress shall be the basis for
assessing eligibility for the PES

STO Targets. The STO indicators and targets shall
include the fallowing:

a). Qualty Management System (QMS) Cermficaton
b). Information and Communication Technology {ICT)

GASS Targets. The PTRI GASS targets shall include the following:
a Budget Utiization Rate (BUR)

a1 Obligations BUR computed as coligations agams? all allatments,
both continuing and curreni yvear from all eppropriation sources
including those released under the "GAA as the allotmant order
policy, for Maintenance and Operating Expenses (MOOE) and
Capital Outlgy (CO) in FY 2017, and

a2 Disbursements BUR which & messured by the mtio of total
disbursemeni (cash and non-cash, excluding personnel services)
io 1otal abligations for MOOE end CO in FY 2017

b. Quarterly submission of Budget and Financial Accountability Reports
{BFARs) oniine using the DBM's Unifed Reparting System (URS) 30
days after end of asch quarter

€. Tha PTRI shail have fully complied wilh at least 30% of the prior years
audit recommendations of the Annual Audit Report (AAR)

In case FTRI B sssessed 1o heve deficiencies in meelng s pedormance
commitmants the Head of Agency (HoA) may reguest for re-evaluation and
submil jusiifications on faciors thal are considered oulside of the cantral of the
FTRI

6.0 ELIGIBILITY OF INDIVIDUALS

8.2

6.3

The HoA is eligible only if PTRI is eligibla If elgiole, the PBE rate for FY 2017
shall be equivalent to B5% of the monthly basic salary. The HoA shall not be
ineluded in tha form 1.0 — Report an Renking of Delivery Units

Employeaes belonging to First, Sscand and Third Lavels should receive a rating
of at least "Gatisfectory” based on PTRI's CSC-approved Biralagic
Ferformance Management System (SPMS) or CESPES Paymenl of the PEB
to Third leve!l official shall be contingent on the release of results of the
CESPES.

Persannel who transferred from one government agency 10 another shall be
rated and rankad by the agency where he'she senved the longest |f equai
months were served for each agency. helshe will be included in the racipiant

agency
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An offcial or employes who has mndered 3 minimum of ning (9] months of
service n FY 2097 and with 81 lesst Satisfactory rating mey be elgible ta the
full grant of the PEB

#An official or employes who rendsred iess than nine (8) months but &
rrimimum of three [(3) months of service and with &t least Satisfaciory rating
shall be gligible 1o the grant of PBB on 8 pro-rafa basis comesponding fo the
actual length of sarvice rendared, as follows:

The following are the valid reasons for an employes who may not meat the
nine-month: actusl service requirement o be considersd for PBE on & pro-
rata basis

Baing a nawly hired employes,
Retirarmant

Resignation,

Rehabilitstion Lesve:

Maternily Leave and'or Patemity Leave
Vacation or Sick Leave;
Echolarship/Study Leave;

Sabbatical Leave

ST eeAanon

An employes who 5 on vacalion of sick leave with or withoul pay for the
entire year i nat efigibla to the grant of the PBA

Personnel found guilty of admmstraive andior crminal cases by final and
exscutory judgment in FY 2017 shall not be antifled to the PEB  If the
panalty meted out is only & reprimand, such penalty shell not cause the
disguallfication o the PBR

Officialz and employess who falled to submil the 2018 SALMN as prescribed In
tha Fules provided undef C5C Memorandum Croular Ma, 3 5 2015, shall nat
be entitled 1o the FY 2017 PBE

Dficrals and emplovees who failed o igudate all cash advances recaived n
FY 2017 within the reglemantary period shall nol be sntitied to the FY 2017
PEE

Officials and employees who failed to submi her |PCRs shall not be enbied
ta the FY 2017 PBA.

The HoA should ensune tha! officials and employess coversd by RA& BT13
submitied their 2016 SALN fo the respective SALM repository agency
liguidated thair FY 2017 Cash Advancesz, and completed the IPCRE, as thun
will be the basis for the release of FY 2017 PER to individuals

Officials and empioyess responsible for submitting CO& Annual Financial
Reports and Statemants to include Financial Statements (FSs). Annual

a

Length of Service *% of PBE Rate
B manths bui kess than 9 manths B0%
T manths but less than & manihs BO%
6 months butless than 7 months T0%
§ manths but less than & months a0
4 manths but less than § months 50%
3 months but less than 4 months- _ 40%
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7.0
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618

Financial Reports and Annual Audit Reports (AARs) shall not ba enfitied fo
the FY 2017 PEB if FTRI fails o comply with the sald reporing requirarmenis

The HoAMHaad of Procuring Entity (HOPE), Chairman end Secretariat of the
Bids and Awards Cormmities (BAC) shali not be entitled ta tha FY 2017 PEB
if FTRI fails to submit the following

a FY 2017 Annual Procurement Plan (APP-non CSE) to the GPPE not
later than one month after the ssuance of |ATF MC 2017-1 dated
March & 201T.

b FY 2018 Annual Procurement Plan-Comman-Uss Supplies and
Equipment {APP-CSE} to the DBM-Procurement Service on ar
before Movamber 30, 2017

¢ Resufte of FY 2018 Apency Procurement Complance and
Perfarmance Indicatars (APCP1) System. per GPPE Resclution No.
10-2012 compéste with 1.) APCP| Self-Assessment Farm 2] APCPI
Consoldated  Procuremert  Maonioring Repord 3] APCP
Procurement Capacity Developrean! Action Plan and  the
Quastionnaire an o before March 31, 2017 (IATF MC. 7.15.2)

Officials and employses responsibéa for the non-compliance of prior years
audit recommendations shall not be entitléd to the FY 2017 PBB. [AITF Sac.
8.3z)

Officials and employees responsible for the QMS certfication shall not be
eniitied 1o the FY 2017 PBB if PTRI fails to comply with the sald requirement.

Cfficials end employees responsibie for posting and dissemination of the PTRI

system of ranking performanca of delvery units shall not be snfitled to the FY
2017 PBB If PTRI falls to comply.

RANKING OF DELIVERY UNITS

T

T2

T3

Based on [ATF Memarandum Corcutar 2017-1 dated March B, 2017, PTRI and i#e
comesponding delivery units gligible to the PEB shall ba forced ranked according
to the foliowing

Ranking Parformancs Catsgony

Top 10% Hest Delivary Unit
Maxl 25% Bettar Defivery Lini
Mewxt BEH Giood Delivery Unit

The delivery units of PTRI are as follows:

T.21  OHfice of tha Diracter

722 Finance and Administrares Deegion
7.2.3 Ressarch and Development Division
724 Technical Services Division

a. DOne dalnerny unit each will b& calegorined as Best and Batter and the
mast as Good Delivery Unite.

The resuinng ranking of oelhvery unes shall be indcated in Form 1,0 = Repon on
Ranking of Daiivary Units.
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8.0

T4

Only the persannel belangng o eligible delwery units are quslified for the PEB

Refer also to exclugion of individuals g8 cited in Sec & of this guldeiines While

individual ranking shall be the basis for menit increase. promotion. further training

-IL:-nlzi.f::rT :;Iuniplimrr action, indiwvigusl ranking shall no longer ba included in the
orm 1

RATES OF THE FY 2017 PBB

The FEB rates of indwidual’'employees shall ba based on the performance ranking of their
respecinve delivery unil with ihe rate of incantives es & mulliple of one's monihly basic
gslary of Decembar 31, 2017 as follows

Basl Dalivery Unit 0.65
Battsr Delivary Unit 0,575

| Good Dedlivery Unit .50

" Performance Category Multiple of basic Salary

SUBMISSION OF REPORTS

R

B2

8.3

PTRI should submit FY 2017 accomplishments using Forma A, A-1, and Farm 1.0
(Annexes & B'D, respactively] an or before January 31, 2018 through the AD 25
Secretariatl which shall endorse copies to the oversight’validating sgencies for
review/evaluation Al forms and reports should be signed by the HoA ar the duly
designaled officizl

FTRI gnould supmif 1o COA the Report on Ageing of Cash Advance with a cut-off
dgate of November 15, 2017 to PTRI COA resident suditor in acoordance with the
mendsted perod of submission

COA Annual Financial Reports and Statements snall be submitted directly to COA
in accordance with the mandated period of gubmissson

The Accountant shall moniics complignes of PTRI to the audil recommendations
in the AAR and manapgamant lafier

DBM financial reports Including BFARS shall be submilted directly to DBM anline
through the TS or io the URS a8 appropriate

Cartificate of compiance to the Transparency Sest and PhIGEPS are no longer
necegsary since the concemad oversighl agency shall ba conducting validabion
based on the agroed manitoring schedule

a PTRI should ensure that the status of notices in their PhIGEP-System
for all trengactiona for the perod November 16, 2015 to November 15,
2017 s updated on or bafore Decembar 1, 2017 Failed or cancelled
bid status should sfill be updatad in the PhilGEPS

if FTAI = unable to updats the sysiem ar post ine BAC Resaolution,
Motices of Award/Bid Results, Actual Approved/fAwarded Coniracts
and Nofices o Procesd/Purchase Orders for trensactions above One
Millian (Php 1,000,000} in the PRIGEPS due to factors that ars

b

Cnof



10.0

outside of the contral of PTRI, PTRI should submit a repart to aor
inform PhIGEPS and submit 8 lefter of axplanation (ses Annex C for
sample letier) addressad to the A025 |ATF on or before December 1
2017 Accepiance of the explanation/reasons shall be subject to the
recommendation of PhiGEPS

b To comply with Transparency Seal Guidelines

c

Once PTR| is found Nen-Compliant with the ARTA requirement stated in
Section 4.1.21, the PTRI will ba required to submil a Certificate of Compliance
directly to the concemned CSC ReganalFisid Office

Ta comply with the requirement on Section 4.1.6.2, PTRI with frontiine
services should submit their Cartificate of Compllance (CoC) with the Antl-Red
Tape Law and their saif-azsessment and report of improvermaents indicating all
frantiing transactions, currant processing tme standards of sach transaction,
actons that the PTRI has taken 1o improve esch transaction, and substantial
resuits as proof of successfully demonstrating each action taken.  For this
purposa. the CSC shall provide enmolled sgencies with frontline senvices a
copy of the Validation Guidelines amnd the corresponding Carfificate of
Compliance

PTRI compliance on substantial Improvemant of frontline services shall be
a3sassad through actual sudits by the oversigh! agencies to determine the
consistency with PTRI submissions. The CSC shall establish guidelines
relatve to campliance with this requirement,

87 The FY 2017 Annual Procurerment Plan (APP-non CSE) approved by the Head of
Procuring Entity (HOPE) shall be submitted ta the GPPE within one month sfier
issugnce of this CiroularAATF MC 2017-1 dated March 9, 2017

BB FY 2018 Annual Procurement Plan-Common-Usa Suppiies and Equipment (APP-
CSE} to the DBM-PS on or before November 30,2017

g4a The APCPI results should be submitted on or before March 31. 2017 to GPPB

890 A cedified-true copy of the PTRIs IS0 OMS Cerificate/s shall be submitted to the
GQMC thre the DBM Secretariai-Systams and Productivity improvement Bureau
not iater than December 31, 2017, The IATF shall conduet spot-check to validate
cleima and cartificstions made by PTRI,

COMPLIANCE VALIDATION

The foliowing aversigh! agencies are lasked fo conduct the compliance valldation af the

FHB requirements

PEB REQUIREMENT VALIDATING AGENCY
Transparency Sesl _DBM-OCID
PhiGEPS Posting PriGEPS
. Citiwen's Charter . CSC
Assessment of Agency Frontine Services OF PM5 CSC

FOI Manual | PCOD

e



PEE REQUIREMENT VALIDATING AGENCY

“Submission of SALN of empioyees CHfice of the President, Ombudsman,
C8C
Nofe. the Agency shall submit the lisf
of SALN non-filerms

Sutmiesian af Annual Financal COA

Etatermeants and Reports on Agemg of Cash

Advances

Submission of APP-CSE and APP non CSE GPPB-TSO-DBM-PS
_AE:rmlad by the HOFE and APCPI resulls

MFO Physical Accomplishmenis DBM-Bureau E
ST Accompiishments

- QME Certification GOME

- _ICT DBM-Bureau E
GASS

- Budget Utilization Rate DEM-Bureau E

= Public Financial Managemeni Report DBM-Bursau E

- Financial Statemanis COA

- Ageing of Cash Advances Repari COA

= Budget and Financial Accountability DBEM-Bureau E and COA

Reports

= Repor on Status of implemeaniation of
Priof years Recommeandations in the
Annual Audit Reporn COA

PTRI Ranking of Delivery Lints DBM-OPCPB

11.0 EFFECTS OF NON-COMPLIANCE

111 W PTRI is unable 1o comply with all 1he good governance condificns i shall ba
cargidered ineligibhe for the PEE FY 2017,

11.2  Prohibtea Actsr PTRI, which, after due process by the ovefsighl agency, has
been determined o have committed the following prohiblied acts, zhall ba
disgualified fram the PBE in the succeeding year of its implemantation
Moraover, the CSC of Ombudsmean shsll file the approgriate sdminisirative casa

8. Miisrepresentalion in the submitted repors required for the f=]=1=4
commissicn of fraud in the payment of the PBB, and walation of the
provisions of |ATF MC 2017-1, and

b, Evanly distnbuting the PEE among empioyess in PTRI, = violation
of the policy of paying tha PBBE based on tha ranking of dalivery
units.

120 FEEDBACK AND CHANGE MANAGEMENT

121 The HoA with the support of the Performance Management Team (PMT) shall
develop -and implement an internal communications strategy on Perormance
Basad |ncentive System (PBIS). and fuifil the following:

8 Engage itz employess in understanding the PBIS, Ihe perdormances
tergats of PTRI, as well g3 ihe sarvices and outputs that if will need
i dedivier in ardei to mesl thesa targats



13.0

a

Dissaminate the PTRI performance targets and accomplishments
through the intranat and other means, as well as publish thess on
PTRI wabsita far public's informalion

Planning and |ICT Staff (PICTS) shall respond to aueries end
comments an ihe targets and accomplishments of PTRI Halp Desk
can be Bocessad through PTRI wabsile
{hitp e piri dost, gov phihaipdesk)

PMT shail respond (o the PBIS-relalzd issues and concerns raised
by officials and employees of PTRI

i:;fl“{ﬂfu«'b"'/#f

122 The HoA shall designate the Chief, FAD as PBB Focal Person
INFORMATION AMD COMMUMICATION

13 %  The HaA shall confirm with the IATF tha name, position and contact detalls
(e-mail, landiine. facsimita, cellular phone) of the PBE Focal Parson

132 PTRI shall conguct general assembly 1o anent employeses on the implementatian

af the FY 2017 PBB Guideiines

13.3  PTRI shall maintaln the follawing eommunication channais

a PTRI Bulletin Board
b. PTRI Help Desk (nily, eww ptri dost gov phhslp-cesk)
e PTRI Email: ptri@iptri dost qov. phiptridostd7@gmad com [
d PTRI Facebook [hitp /ww facebook com/ptridost) -l- %
e. PBB Focal Person Email, citepulgod@ioln dost. gov.ph | e T
setapuigo@yahoo com) .
140 TIMELINE FOR FY 2017 IMPLEMENTATION s
Particulars | Division/Section Deadline Recipient | J,_:;
Responaible Agency L
a. Submission to COA and DBM of 47 | FAD-Accounting | Onof before | COA
Quarter BFARS (previous year) thru danuary 31
__online URS B 2017 o
b Submission of FY 2017 AFP- FAD-PPGSS Withinone | DBM-PS yh
nan-CSE approved by the HOPE to manth after the i B
GPPB-TEO issuance af L
ITFC |
¢ Submission of FY 2018 Financial Acctg BTS Onor before | COA -
Raports March 31, 217 {
l-.,1"--.._
d Submission of APCP| Salf- PPGSS On or pefore | GPPB !
Assmesmant March 31, 2017 b 4
Results for FY 2016
_ Aectg!BTS On ar before COA/DBM /
& Submission of 1 Quaner BEARs Aaril 30 2017 |!I p
[ourrent year) thru onfime URS '|
HRRMS On orbefore | CSC =y
f Submssion of 2016 SALN April 30,2017
= -— i
0 Submission of 2 BFARS BTS/Accig Onor before  COADBM :
July 31, 2017 \
y
g {\ *



Farticulars Division/Section Deadline Recipisnt
| Responsible Agency
h Validstion of Trensparency Seal PEE focal persan
complianos
I \atdation of Cltizen's Charfzr HRRMS
campliance Ciotober 31,
| Validation af FOI Manusl PICTS 2017
k Pasting of Agency system of
Ranking dedivery units
| Submissicn of 3" Quarter BFARE BTS/Accig. On or before | COA/DEM
Dctober 31,
o 2017
m. Submission of FY 2018 APP-CSE PPGSS Onor bafore  OBM-PS
BS Mew, 30,2017
prescribed
n Submission of Report on Ageing of
Cash agvance Liquidation (with Accig Onof bafore COA
Moy, 15, 2017 as cut-off Dec. 1. 2017
o Submasion of Letter of
sxplanaton’  justification if unaole
to poat in PhIlGEPS (for PPGES
transactions above P1,000,000
with November 15, 2017 as cut-off
p. Posting of OQMS Cerfification in QMR GOMC
Agency Transparency Saal, on or before
q. Submission of report on compliance Decsmbear 31,
with 30%: of the audd 2017
recommendations as shown n the Aoy CoOA
Status of implementation of Prios
Year'=s Recommendations in the
Annusl Audit Repeit.
f. Submission of report an all HRRMS On or before | OSC
improvemants made by the agency Dacambar 37
to implement CSC Mamarandum 2097
Cirnular No. 14 5. 2016 o
s Submission of physical HRRMS/PICTS On o before. | AD 25/DBM
Bccomplishments using Forme A, January 31,
A1 and Form 1.0 {with December 2018
31, 2017 as cul-cHf date) — ses
Annexes 2 3. 4 §
PICTS
t. Validation of STO [ndicator as
identified by Head of Agency
QMR
u. Validation of QMS Cerification
[
/5
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15.0 EFFECTIVITY

Thi guidalines shall take affect mmediataly.

Performance Management Team:

o
CORAFOM I. TAPULGO
Chiaf, FAD & Chairpersan

|“ .l.r;_ -
REMEDIOS O, NOGUERA
AC Y. BTS. Mamoar

LBk

AV HHHM Memkes

A'?pl'ﬂ"lld by

Ltz P"’M -
CELIA B ELIJIIH!.
Directar i\

YAWON A I.IE11H A BOR

[Frdemy o,
y
MAY S, RI
Chief TTEI Metnbes

On Leave
MARMIE B. DONES
PO I, PICTS, Mamber

,__ LA L/A'E"

LLO, JR.
Prasident. PTRI-EA  Mamber

11

JEANNIE LYNN C.
PEREZ
Sr SRS, ROD, Member

0B
NORLY B. VILLAR
Suparvieing SRS, TIPS
Membear



