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PURPOSE:
To establish a documented procedure in the preparation for the budget hearing.

SCOPE:
Applies to all Budget and Cost Department employees of Dr. Pablo O. Torre
Memorial Hospital

PERSON RESPONSIBLE:
Budget & Cost Supervisor, Budget & Cost Manager, Controller, Corporate Finance
Officer

GENERAL GUIDELINES:

1. It is the policy of the Management to have a proper documented procedure on
how to go about the budget hearing.

2. The budget hearing for the succeeding year starts every second quarter of the
current year or depending on the time table set by the Head Office.

Unauthorized duplication of this policy in whatever forms is strictly prohibited.
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PROCEDURE:

1

The Budget & Cost Manager prepares a detailed schedule of the Budget Hearing
for each of the budget holders.

The Budget & Cost Manager submits the detailed schedule to the Controller for
review and comments.

The Budget & Cost Manager reflects the changes made by the Controller, if
deemed necessary.

The Budget & Cost Manager generates the corrected schedules, noted by the
Controller, and forwards the same to the Corporate Finance Officer, for approval.

The Budget & Cost Manager submits the approved detailed budget hearing
schedule to the Human Resource Department for posting via the Bulletin Board in
the Communicator.

Each budget holder prints his/her respective budget hearing schedule.

The Budget & Cost Supervisor reminds each budget holder for his/her scheduled
budget hearing.

In the event that the budget holder is not available on the given schedule, the
Budget & Cost Supervisor reflects the change in the schedule made by the budget
holder and makes sure that it will not conflict with the other budget hearing
schedules.

Unauthorized duplication of this policy in whatever forms is strictly prohibited.
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1. Prepares a detailed schedule of the Budget
Hearing for each of the budget holders.

2. Submits the detailed schedule to the Controller
for review and comments.

3. Reflects the changes made by the Controller, if
deemed necessary.

4. Generates the corrected schedules noted by the Budget & Cost Manager

Controller, and forwards the same to the Corporate
Finance Officer, for approval.

5. Submits the approved detailed budget hearing
schedule to the Human Resource Department for
posting via the Bulletin Board in the
Communicator.

6. Prints his/her respective budget hearing schedule. Budget Holder

7. Reminds each budget holder for his/her scheduled

; Budget & Cost Supervisor
budget hearing.

8. Routes the official memo to the different
: Cost Researcher
departments and/or sections concerned.

Unauthorized duplication of this document in any form is strictly prohibited.
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Prepares a detailed schedule of the
Budget Hearing for each of the budget
holders

v

Submits the detailed schedule to the
Controller for review and comments

'

Reflects the changes made by the
Controller, if deemed necessary

v

Generates the corrected schedules noted
by the Controller, forwards the same to
the Corporate Finance Officer for
approval

Submits the approved detailed budget
hearing schedule to the Human Resource
Division for posting via the Bulletin Board
in the Commmunicator

Prints the respective budget hearing
schedule

A

Reminds each budget holder regarding
the scheduled budget hearing

END
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