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DIRECTING ALL HEADS OF UNITS/OFFICES IN THE OFFICE OF THE
PRESIDENT PROPER TO SUBMIT A MANUAL OF OPERATIONS

MEMORANDUM ORDER NO. 34, February 28, 2012

Read online (full-text search, related cases, audio case brief): https://batas.org/library/03b4d9d59b3c/

In the interest of service, all Heads of Units/Offices in the Office of the President (OP) Proper are directed to
submit their respective Manual of Operations or its functional equivalent containing the following information:

- Internal structure and functional configuration. This part should describe the organizational attributes and
functional arrangements of the Unit Office based on current issuances relating thereto (Samples in Annexes A-C)
This may include, at the minimum, the following:

a) Mandate;

b) Legal Basis/es;

c) Mission Statements;

d) Function Statements;

e) Approved Organizational Structure; and

f) Expected Outputs.

- Internal operations system {work flow and key processes). Contains the narrative description and explanation of
significant actions involved in a process (Sample in Annex D). The narrative should provide for the sequence of
steps involved, especially the control points, the names and positions of the people performing the actions and
taking decisions, and the timing of such actions.

The flow charts (Sample in Annex E) of each process should contain:

a) description of inputs and their sources:

b) description ot each sequenced step in the process of producing the output (evaluation, review, approval,
delivery);

c) description of the outputs and their destination or recipients;

d) description of document recording and storage/filing procedures;

e) frequency and timing of the process;

f) expected start-to-finish time duration;

g) determination of staff/officer and office/division involved in each step in the process; and

h) estimation of the monthly or regular workload by division based on the estimated frequency with which the wo
rk process operates.
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- Staffing patterns and personnel deployment plan. This includes information on the following (Samples in
Annexes F-H).

a) Approved Staffing Pattern based on the Notice of Organization, Staffing and Compensation Action (NOSCA);

b) Description of duties and responsibilities of each position as reflected in the Position Description Form; and

c) Qualification Standards required for each position.

The Manual of Operations or its functional equivalent shall be submitted in two (2) copies to the Office of the
Executive Secretary through the Malacañang Records Office (MRO) within sixty (60) working days from the
effectivity of this Order.

OP Proper Offices engaged in delivering Frontline services such as the Presidential Action Center and
Malacañang Recorcs Office (MRO) shall, in lieu of the Manual as herein required, submit a Citizen’s Charier and
Report of Compliance on the provisions of RA 9485 or the “Anti-Red Tape Act’ and its Implementing Rules and
Regulations.

Done in the City of Manila . This 28th day of February in the year of our Lord, Two Thousand and Twelve.

By authority of the President:

(SGD.) PAQUITO N. OCHOA, JR.
Executive Secretary
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ABOUT BATAS.ORG

Study smarter at BATAS.org
The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippine law library - free for everyone.
More than 100,000 Supreme Court decisions, Republic Acts, and executive issuances - full-text searchable, browsable
by category and year, and always free. No paywall, no login. This PDF came from it.

Audio case-brief lectures.
Any decision becomes a podcast-style lecture - facts, issues, ruling, and doctrine - with read-along highlighting and a
hands-free presentation mode. Study while commuting, working out, or resting your eyes.

Bar review built on the science of memory.
Complete, sequenced courses for all eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

The full law-school curriculum.
One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock exams that tell you where you stand.
Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keeps you on pace.
Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org
The law library is free forever - and your first lesson is one click away.

The text of this document is an official public record and remains in the public domain. Formatting, presentation, and compilation © 2026
batas.org.

Downloaded free from the batas.org Law Library. Share it freely - the library is free for every law student, bar reviewee, and practitioner.
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