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Foreword

Working Wholly Well
Foreign-Assisted and Special Projects Service

Compendium of Operations Manuals

The tagline – working wholly well – heralds and celebrates Nature’s laws of diversity,
connectivity, and sustainability. The rich biodiversity in all forms, sizes and colors that
reside in Nature’s land, coastal and sea ecosystems continuously albeit quietly
influence and shape their native habitats into exhilarating landscapes, coastscapes, or
seascapes of magnificent, breathtaking, durable yet fragile beauty. As each life form
naturally performs its essential work in connection with and amidst the orchestration 
and rhythm of Nature’s inherent flow and seasons, the entire created world works well 
as one big whole.

The foregoing Nature-drawn behavior and pattern of working easily resonates with us at
FASPS since it very well captures the essence of how we work at the Service. It
highlights the interconnectedness and interrelatedness of the FASPS’ Office of the
Director and the four Divisions, as well as those of the functional mandates that we
respectively perform. Such mandates align themselves to the Project Cycle
Management’s (PCM) inherent functions, that while distinct from each other, are in
reality and practice do interface seamlessly with each other to forge a single entity that
is FASPS, which is committed toward contributing to sustainable development. The
same mandates have been carefully and conscientiously elaborated and described into
work fields, core processes, activities and steps under the banners of the five PCM
functions which now make up the five Operations Manuals compiled in this
Compendium.

Surely, this Compendium of Operations Manual will be a strong force toward the
realization of the FASPS vision as an “agent of innovative change for sustainable
practices in the environment and natural resources sector” of the country.

Director for Foreign-Assisted and 
Special Projects Service
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Message from the 
DENR Secretary

 

I congratulate the entire Foreign-Assisted and Special Projects Service (FASPS) Team 
for embarking on an ambitious project of coming up with this updated, consolidated 
and user-friendly Compendium of Operations Manuals that documents, preserves 
and standardizes the core processes, activities and steps being performed at the 
FASPS Office of the Director (OD) and in its four Divisions, namely – Project 
Preparation Division (PPD), Project Management Division (PMD), Project Monitoring 
and Evaluation Division (PMED), and Project Accounts Management Division. This is 
definitely a welcome innovative pursuit that will further enhance FASPS’s effectiveness 
and efficiency as it performs its Project Cycle Management (PCM) mandate and 
responsibilities.   

The FASPS, in more ways than one, is serving as a show window for the way we 
work at DENR to other national government agencies, the civil societies, the 
local government units, and among development partners from the international 
community. This is because, FASPS is among the first offices in DENR, if not the very 
first, that is being contacted for any inquiry on matters that relate to foreign-assisted 
and special projects that are being developed, are currently being implemented or 
will soon be implemented by the DENR and its partners. As such, it is imperative that 
FASPS should, indeed, model the best work practices that DENR employees stand for 
and are known for. Toward this end, I am certain that this knowledge product – FASPS 
Compendium of Operations Manuals – would bolster its personnel’s modelling role as 
exemplars of quality work practices in the DENR.
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Message from the
PPIA Undersecretary

The Department of Environment and Natural Resources continues to uphold its 
mandate to be the vanguard of environmental sustainability. It implements programs 
and projects that aim to ensure conservation and protection of the country’s 
environment and natural resources with the support and participation of various 
stakeholders. The achievement of our mandate is governed by a motley of statutes, 
rules and regulations to achieve efficiency and responsiveness in government service. 

The advent of the Knowledge Society compels reforms and changes in the 
bureaucracy as it requires new structures, systems and procedures that would lead 
to observable and measurable outputs if we have to achieve our vision and mission. It 
requires harmonizing, unifying, updating, and enhancing operational systems to meet 
the challenges in pursuing our goals. 
 
It heartens me to know that the Foreign-Assisted and Special Projects Service has 
updated and simplified over a hundred systems and procedures the Service has 
been undertaking to meet its avowed objectives. It is laudable that as the office that 
oversees the implementation of foreign-funded projects, the Service has come up with 
this set of Operations Manuals with detailed but simply described and easy to follow 
work steps. 
 
This Compendium of FASPS Operations Manuals is definitely a game changer in DENR 
as I can foresee that other offices would be inspired to follow the same path that 
FASPS has boldly led. 
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Message from the
Current Assistant Secretary

Workplaces everywhere like the Department of Environment and Natural Resources 
(DENR), are practically challenged in ever-increasing ways by the volatility, uncertainty, 
complexity and ambiguity (VUCA) of their internal and external environments. One of 
the often recommended responses by management experts to these hard-to-predict 
environmental realities is for organizations and their employees to strengthen and 
accelerate their learning and adaptive capacities. A management field that has been 
supporting organizations and people globally in enhancing their learning and adapting 
pursuits is Knowledge Management (KM). By mainstreaming and actively applying 
in organizations the five knowledge processes, namely – knowledge identification, 
creation, storage, sharing, and (re)use – KM is able to contribute toward revving up 
organizational learning and adaptation capacities even in trying times.

The preparation and publication by the Foreign-Assisted and Special Projects Service 
(FASPS) of this Compendium of Operations Manuals is commendable as this initiative 
is quite an exemplar of a KM-informed action that harnessed the five knowledge 
processes cited above and engaging almost entirely the whole FASPS personnel 
body. For example, the knowledge identification process was actively used in the 
determination of the FASPS work fields and their corresponding core processes. 
The knowledge creation process, in turn, was very much at the core of the gathering, 
organizing, testing, and validating activities done leading to the development and 
publication of knowledge products like the Operations Manuals. The availability this 
publication in both print and digitized formats has facilitated the knowledge storage 
and sharing processes that, eventually, will pave the way for the greater (re)application 
of the knowledge contained in these Manuals by the FASPS personnel on the job. On 
the whole, the earlier-referred to ‘learning and adapting’ prescription for organizations 
has been demonstrated successfully by this single and hugely successful FASPS 
initiative.

Congratulations!
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Message from the
PPFASP Assistant Secretary

Good governance is an approach of measuring how a government conducts its 
programs and manages its resources through participation, responsiveness and 
inclusiveness in the most efficient and effective manner.

Pursuing good governance is the hallmark of government bureaucracy guided by 
a path of administrative systems and procedures that are put in place to achieve 
transparency and accountability in public service. To achieve organizational goals and 
objectives, officers and employees should uphold systems and procedures as they 
provide direction and clarity in program implementation.
 
It is in this context that I congratulate the officers and staff of the Foreign-Assisted 
and Special Projects Service (FASPS) in coming up with a consolidated set of rules, 
systems and procedures that cover the multifarious but complementing work of the 
various units of FASPS. Producing a body of systems encompassing the project cycle of 
project preparation, management, monitoring, and evaluation and accounting is a feat 
that other offices may emulate. The manual should only prod us in public service to 
dedicate our work with zeal, speed and enthusiasm.

Moreover, this compendium is indeed laudable in itself since it will definitely serve as 
an important knowledge resource for FASPS personnel in carrying out their work to 
attain efficiency and effectiveness in the quality of the products and services that they 
provide to clients in and out of DENR.

Well done, FASPS, and congratulations! 
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Message from the
Current FASPS Director

The Foreign-Assisted and Special Projects Service (FASPS) is the office under the 
Office of the Secretary that leads in the development and resource generation of 
foreign-assisted projects, oversees project implementation and promotes institutional 
mainstreaming of learning and innovations. Anchored on professionalism, integrity, 
reliability and innovation, the FASPS shall be the agent of innovative change for 
sustainable practices in the environment and natural resources sector.

Given this vision and mission backdrop, the FASPS occasioned to collect a series 
of standard operating procedures of its entire operations into a Compendium of 
Operations Manuals to efficiently respond to the constantly changing demands 
of the bureaucracy and globalizing development partners to deliver relevant and 
responsive development service to the environment and natural resources sector and 
stakeholders.

This Compendium of Operations Manual takes one in an interesting journey that 
walks through the introductory volume that answers the what, why, who and how of 
the collection and the five operations manuals covering the project cycle management 
governance, project preparation and design, project implementation, project evaluation 
and project administration and finance without losing sight of the interdependence of 
each functional cycle.

More than just the step-by-step presentation of FASPS activities and programs, this 
Compendium engages and engrosses as it guides and educates the reader showing, in a 
detailed and systematic manner, the processes of project development and completion 
following the pillars of efficiency and effectiveness that are aligned to DENR mandate 
of natural resource conservation and protection.

I enjoin the FASPS family to adopt this Compendium as its ‘bible’ in the effective 
development, management and mainstreaming of projects driven by our role as 
responsive public servants.

The painstaking effort and thoroughness in coming up with this comprehensive 
Compendium gives me reason to commend the FASPS officers and personnel.

Director for Foreign-Assisted and Special Projects Service
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Gateway Volume 0:
An Introduction

Again, a warm welcome to you to this Gateway Volume 0 (GV0) of the FASPS 
Compendium of Operations Manuals. The GV0 is divided into two parts – 1) Short 
Explanatory Words on the GV0 and the FASPS Compendium of Operations Manuals, 
and A General Description of the Operations Manuals, and 2) An Overview of the 
Institutional Context of the Foreign-Assisted and Special Projects Service (FASPS). 

The GV0, the Compendium 
and the Operations Manuals

… of the Gateway Volume 0 takes up some of the questions that you may be asking 
right now and provides quick, clear and sufficient answers to them. This is being done 
now to make sure that your sojourning into this Gateway Volume 0 will be both 
meaningful and productive in preparing you to take a deep dive into the five FASPS 
Operations Manuals that are included in this Compendium.

What?

Two ‘what’ questions are probably running in your head right now as you read this far 
into this publication. These are – 1) What is Gateway Volume 0?, and 2) What is FASPS 
Compendium of Operations Manuals?

On the first question, the Gateway Volume 0, as its name suggests, is the ‘door’, 
the ‘passage way’ and the ‘entry point’ that directs and leads you to a series and a 
collection of five FASPS Operations Manuals (FASPS OMs). It is Volume 0 since its 
very reason for being is simply to introduce, acquaint and usher you to the five FASPS 
OMs, which are the real documentary sources for accessing and getting guidance on 
how work is done systematically at FASPS. As such, these five OMs are the worthy 
recipients of the serial tags – Volumes 1, 2, 3, 4 and 5.

On the second question, the FASPS Compendium of Operations Manuals is the 
overall essential title of this entire package of documents comprised of the following
Volume Title Responsible FASPS Office/Division

0 Gateway to the FASPS Compendium 
of Operations Manuals Not Applicable

1 Project Cycle Management Governance Office of the Director

2 Project Preparation and Design Project Preparation Division

3 Project Implementation Project Management Division

4 Project Evaluation Project Monitoring and Evaluation Division

5 Project Administration and Finance Project Accounts Management Division
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FASPS, which stands for Foreign-Assisted and Special Projects Service, is the office 
in the Department of Environment and Natural Resources (DENR) that elaborated 
this package of documents. As such, FASPS is the principal owner and user of this 
Compendium of Operations Manuals.

Compendium, because the package, as already mentioned, is a collection and a series 
of documents composed of not only one but five Operations Manuals and one 
Introductory Volume.

Why?

The ‘why’ question probes into the rationale why the FASPS management team 
decided to come up with these Operations Manuals.

The FASPS management team offers the following reasons.

	y Best practice – Having a documented Operations Manual, also known as a 
standard operating procedure (SOP) manual, is a best practice applied by more 
than eight of ten organizations, according to a survey involving over 1,000 
business owners (Kiisel, 2020) [8].

	y Eases up newbies training – The use of Operations Manual in onboarding 
new hires is commonly practiced by leading organizations worldwide. It 
allows these new work team members to gain a quick yet comprehensive 
appreciation of the policies and procedures that the organization adheres to.

	y Time Saver – With a readily available and accessible Operations Manual, new 
and younger employees saves precious work time by having an ever-ready 
resource to go to should they have questions related to their job – instead 
of wasting their time looking for answers around and/or wasting other team 
members’ time by asking them for the answers they need. The Operations 
Manual, when put to good use, is definitely an excellent time saver and 
productivity enhancer in the workplace. 

	y Prevents knowledge loss – With the older employees retiring and younger 
team members resigning to pick up job opportunities elsewhere in a much 
faster pace now than ever before, an immeasurable amounts of organizational 
knowledge assets are lost from the organization. With a documented 
Operations Manual, such knowledge asset loss is prevented to a large degree 
even with a fast-paced employee turnovers.

	y Adds value  – The existence of a documented Operations Manual adds value 
to an office in that it demonstrates rationality, adherence to quality, and thus 
promotes respectability, positioning and prestigious image for the organization.
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Who?

The ‘who’ question can take two directions – for whom are the Operations Manuals 
developed and by whom? 

These questions can be simply answered by the phrase – ‘For FASPS By FASPS’. 
This means that – 1) The FASPS team is the main target user of the FASPS OM, and 
2) The FASPS team is essentially the author of the Operations Manuals since the SOPs 
contained there were provided, documented, reviewed, and validated by the FASPS 
personnel themselves.

The role of the Consultant was more of a collaborative facilitator, technical 
adviser, process expert and content integrator for the entire Operations Manuals 
developmental work. 

How?

The ‘how’ question would probably be along the lines of how can a reader or user like 
you benefit the most from this publication?

Benefitting the most from the use of the Operations Manuals would necessitate 
having a familiarity and an understanding of the logic behind the structure of the five 
Operations Manuals. Consider the following.

	y FASPS is the only DENR Service whose divisional configuration is anchored 
on the Project Cycle Management (PCM) concept (Figure 1). Owing to the 
Service’s mandate that aligns itself with the PCM functions – PCM Governance, 
Project Preparation and Design, Project Implementation, Project Evaluation, 
and Project Administration and Finance – the process of developing and 
structuring the FASPS OM also drew inspiration from and followed these PCM 
functions.

From the foundation of each PCM function, the pillars of the major work fields 
were identified. From these work fields, the corresponding core processes were 
then named, which eventually were further analyzed and described in terms of 
activities and steps (Figure 2).

	y The steps under each activity have been further described in terms of their 
responsible personnel, collaborators, standards (in terms of quality, 
quantity and timeliness), reference documents, and tools.

For greater understanding and appreciation, each of these terms are explained below.

	Responsible Personnel – staff member in the FASPS Office of the 
Director, unless specifically stated otherwise, duly designated to perform 
the Step.
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	Collaborators – individual personnel, division, office or agency within 
and/or outside FASPS and/or DENR whose performance of its/their 
mandate(s) or provision of support is essential for the Responsible Person 
to be able to deliver fully the envisaged Milestone | Major Final Result. For 
the purpose of these Operations Manuals, Collaborators are of two types 
– 1) Those that the Responsible Personnel work, consult or coordinate 
with in performing the Step, and 2) Those to whom the Responsible 
Personnel submits the Step’s output(s) for further and appropriate action, 
i.e. endorsement and/or approval. The former are those found under the 
‘WITH’ column and the latter are those found under the ‘TO’ column 
under the heading ‘Collaborators’.

	Standards – prescriptions in terms of quality, quantity and timeliness that 
need to be observed and complied with by the Responsible Personnel 
in performing the Step to ensure its output’s or result’s high level of 
acceptability.

	Reference Documents – publication resources in print or digitized 
formats containing laws, policies, issuances, and other base documents of 
government, development partner, and agency that are relevant and useful 
to know in the performance of the Step concerned.

	Tools – standard and prescribed proformas, templates, outlines, checklists, 
criteria and similar documentary frameworks intended to be used in the 
performance of the Step concerned.

	Milestone | Major Final Result – Milestone is an interim yet vitally 
significant output and/or lower level outcome leading to the Major Final 
Result; Major Final Result is the intended high level outcome resulting 
from the proper execution of an Activity.

	y Toward the end of each Operations Manual, a List of Tools is provided to 
summarize and put in one place all the tools that are being used in performing 
the activities and steps for each core process.

	y Inasmuch as each PCM function has been elaborated into a distinct, self-
contained Operations Manual, it has been packaged also as a pull-out 
document for a more convenient use. 

When? Where?

When to use the FASPS OMs? Practically at any time when the need for any of them 
arises. Since this is also available in digitized versions in the DENR-FASPS website, 
the FASPS OMs can be accessed 24/7 at your most convenient time and place as its 
reader or user.
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Figure 1. The PCM Stages and FASPS Structure Interface.
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An Overview of FASPS’ 
Institutional Context

For a better appreciation of the bigger organizational environment where the FASPS 
is a part of and operating in, this brief overview of its institutional context is provided.

The Foreign-Assisted and Special Projects Service (FASPS), at the time of elaborating 
this edition of the FASPS Operations Manual, is one of the 10 services within 
the Department of Environment and Natural Resources (DENR) [1], one of the 
national government agencies (NGAs) within the executive branch of the Philippine 
government. It is directly under the Office of the Undersecretary for Policy, Planning,  
and International Affairs (OUPPIA) [2] and the Office of the Assistant Secretary for 
Policy, Planning and Foreign-Assisted and Special Projects (OASPPFASPs) [3][4], FASPS 
is currently headed by a Director [2].

DENR Vision, Mission, Core Values

To mobilize our citizenry in protecting, conserving, and managing the environment 
and natural resources for the present and future generations. A nation enjoying and 
sustaining its natural resources and a clean and healthy environment

DENR Mandate

The Department is the primary government agency responsible for the conservation, 
management, development and proper use of the country’s environment and natural 
resources as well as the licensing and regulation of all natural resources as may be 
provided by law in order to ensure equitable sharing of the benefits derived therefrom 
for the welfare of the present and future generations of the Filipinos [3].

DENR Objectives

To accomplish its mandate, the DENR shall be guided by the following objectives that 
shall serve as bases for formulating policies and programs in delivering services [3]. 

1 Assure the availability and sustainability of the country’s natural resources 
through judicious use and their systematic restoration or replacement, 
whenever possible; 
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2 Increase the productivity of natural resources in order to meet the demands 
for forest, mineral and land resources of a growing population in a manner 
consistent with environmental protection and enhancement;

3 Enhance the contribution of natural resources towards the achievement of 
national economic, political and social development, and ecological integrity; 

4 Promote equitable access natural resources by the different sectors of the 
population; 

5 Maintain a desirable level of environmental quality;  and

6 Conserve specific terrestrial and marine areas representative of the Philippine 
natural and cultural heritage for the present and future generations. 

DENR Philosophy

The DENR shall carry out its mandate by adhering to the highest standards of public 
service. For the DENR to take the lead in managing the country’s environment and 
natural resources, its organizational units shall adhere to the principles of cohesiveness 
and complementation to deliver the required services, practicing high professional 
ethics, moral values and dedication to service [3]. 

DENR Structure

The organizational structure of the DENR shall consist of the different offices and 
attached agencies. The Chief Executive Officer of the DENR is the Secretary who 
has the authority and responsibility to carry out the mandates of the Department, 
discharge its powers, authorities and functions and accomplish its objectives. The 
Secretary shall be assisted by five (5) Undersecretaries, seven (7) Assistant Secretaries 
and other officers in the discharge of his functions [3]. 

OUPPIA Mandate

The Office of the Undersecretary for Policy, Planning, and International Affairs  
(OUPPIA) shall be responsible for assisting and advising the Secretary in the 
promulgation of office orders, rules and regulations related to departmental planning 
and policy studies, planning and management of foreign-assisted and special projects 
and setting of policies and standards for the effective, efficient and economical 
operations of the Department. It shall coordinate all functions and activities of the 
bureaus and offices in the department with regard to planning, policy studies and 
foreign-assisted and special projects. The Office further coordinates all international 
environmental concerns including implementation of international environmental 
treaties and participation in international bodies and conferences. The current 
Undersecretary of the Office also serves as the Philippine focal point in the 
International Review Panel Steering Committee of the United Nations Environment 
Program [3][5]. 
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FASPS Vision, Mission, Core Values

Vision

Agent of innovative change for sustainable practices in the environment and natural 
resources sector.

Mission

Leads in foreign-assisted and special projects’ development and resource generation; 
Oversees project management; Promotes institutional mainstreaming of learning and 
innovations.

Core Values

Professionalism   Integrity   Reliability   Innovation

FASPS Mandate

The Foreign-Assisted and Special Projects Service (FASPS) shall identify and generate 
project concepts and proposals for possible foreign or local assistance in close 
coordination with other appropriate government agencies. It shall also represent 
the Department in negotiating for foreign loan or grant assistance; provide oversight 
functions in support of the implementation of foreign-funded and special projects; 
evaluate project results and promote mainstreaming of learning and innovations; 
and perform other functions that may be assigned by the higher authority [3]. The 
FASPS is composed of the Office of the Director and four Divisions, namely : Project 
Preparation Division (PPD), Project Management Division (PMD), Project Monitoring 
and Evaluation Division (PMED), and Project Accounts Management Division (PAMD) [6].

Functional Statements

This section describes the functional statements of the FASPS’ Office of the 
Director, PPD, PMD, PMED, and PAMD. They align with the provisions of the DENR 
Rationalization Plan.

1 Office of the Director, FASPS

 The FASPS Office of the Director (OD) provides overall governance and 
oversight to the entire project cycle management (PCM) function and the 
Service operations as a whole. Operationally, this translates to the Service-
level steering of the overall direction setting, planning, monitoring, controlling, 
evaluation, fiscal management, and decision making to support the DENR’s 
agenda for foreign-assisted and special projects (FASPs); and performs other 
functions that may be assigned by the higher authority.
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2 Project Preparation Division

The Project Preparation Division (PPD) is responsible for driving the 
development of project concepts and proposals for foreign-assistance and 
special funding; and perform other functions that may be assigned by the 
higher authority.

Seen through the lens of the Project Cycle Management model, PPD’s scope of 
work covers the entire range of activities within the project preparation and 
design (PPaD) stage. In the December 2018-updated functional description 
of PPD, the following areas of work are listed – a) Provision of input to the 
preparation of the DENR Public Investment Program (PIP); b) Identification 
of financing gaps for Official Development Assistance (ODA); c) Provision 
of guidelines on FAS program/project Development; d) Development, 
packaging and evaluation of foreign-assisted and local funded program/project 
proposals; e) Appraisal of program/project proposals for foreign funding; and f) 
Coordination of loan and grant negotiations. 

3 Project Management Division

The Project Management Division (PMD) provides oversight functions in 
terms of monitoring, coordination and facilitation of the implementation of 
DENR’s foreign-assisted and locally-funded special projects; and performs 
other functions that may be assigned by the higher authority. 

Seen through the lens of the PCM model, PMD’s scope of work covers the 
entire range of activities within the project implementation (PI) stage, many of 
which are undertaken in collaboration with the PAMD.

 In the December 2018-updated functional description of PMD, the following 
areas of work are listed – a) Participation in the appraisal of program/project 
proposals for foreign funding; b) Facilitation of Project startup activities of 
approved projects covering, among others, the following areas: 

(i) Setting up of project management structures; 
(ii) Orientation and training of project implementers and partners; 
(iii) Preparation and formalization of implementation arrangements; 
(iv) Development of systems, procedures and manual of operations; 
(v) Conduct of Inception Workshop; 

c) Conduct of project progress monitoring and reporting requirements; d) 
Provision of guidance and technical assistance on the fiduciary requirements 
of donor agencies, procurement, contract administration, implementation 
guidelines and other requirements of oversight agencies; e) Taking the lead in 
coordinating project implementation activities; f) Ensuring proper management 
of project procured assets; and g) Ensuring and coordination of proper project 
closure activities.
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4 Project Monitoring and Evaluation Division

The Project Monitoring and Evaluation Division (PMED) focuses on evaluating 
project results based on the achievement of outcomes and their overall 
contribution to national and ENR sector priorities and targets; establishes 
and operationalizes a FASPS evaluation system; documents and promotes 
mainstreaming of learning and innovations; and performs other functions that 
may be assigned by the higher authority.

Seen through the lens of the PCM model, PMED’s scope of work covers the 
entire range of activities within the project evaluation (PE) stage. 

 In the December 2018-updated functional description of PMED, the 
following areas of work are listed – a) Coordination and facilitation of the 
submission of the FASPs Portfolio Report (i.e. ODA projects and other 
grant-assisted projects) as prescribed by NEDA; b) Leads in the evaluation 
(i.e. midterm, end-term and ex-post) of projects in terms of set evaluation 
criteria; c) Documentation, production and dissemination of knowledge 
products containing innovative approaches (e.g. good practices) gained 
from FASPs implementation (for possible mainstreaming as policies, future 
regular programs and projects, and improved systems and procedures in the 
ENR sector or DENR); and d) Development and maintenance of the FASPS 
knowledge management (KM) system. 

5 Project Accounts Management Division 

The Project Accounts Management Division (PAMD) takes charge of 
developing and managing a sound financial management system of FASPs in 
accordance with the generally accepted government budgeting, accounting and 
auditing procedures consistent with loan and grant agreements of the funding 
institutions; and performs other functions that may be assigned by the higher 
authority. 

Seen through the lens of the PCM model, PAMD’s scope of work covers the 
entire range of support activities within the realm of project administration 
and finance (PAF). 

 In the December 2018 - updated functional description of PAMD, the following 
areas of work are listed – a) Participation in the appraisal of program/project 
proposals for foreign funding; b) Development of  Financial Management 
Systems and Procedures for FAPs; c) Monitoring of financial progress and 
performance of projects; d) Provision of guidance and assistance to Project 
Management Offices (PMOs) and project implementing units (PIUs) on sound 
financial management, i.e. facilitation of the opening of project working funds 
in accordance with the provisions of the loan and grant agreements; e) Review 
recommendation of approval and monitoring of Project Work and Financial 
Plans (WFPs) vis-à-vis budget allocation, funding mix, component and expense 
categories per loan or grant agreements including regular funds; f) Facilitation 
of timely release of project funds; g) Review and consolidation of Statements of 
Expenditures (SOE); h) Preparation and submission of  withdrawal applications, 
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i.e. preparation of working fund reconciliation statement; i) Coordination  of 
the management of working fund; j) Provision of assistance in the preparation 
of funding strategy, i.e. securing of FOA issuance; k) Ensuring proper booking 
of project property, plant and equipment; l) Reconciliation of financial accounts 
and ensuring proper project closure; and m) Facilitation of compliance to audit 
requirements of COA and development partners.
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The Future rests 
on Today’s Youth …
hence, as the song goes –
“Teach them well and 
let them lead the way!”

If you look even casually at today’s personnel body in many government 
agencies, the Department of Environment and Natural Resources (DENR) 
included,  you would easily recognize the inter-generational character that 
it has become with the passage of time. 

From the human resource management point of view, this is a good thing 
since, when properly managed, the situation ensures that there is a steady 
inflow of talents who, in time and with some training, can already assume 
key technical and administrative posts. And then, perhaps with much 
longer time and experience, they can already assume even the managerial 
and leadership posts in the hierarchy. Aside from this, the younger 
personnel are more adept with the competencies of the digital age, hence, 
they are usually better equipped to bring into the organization the many 
advantages of the technological solutions and possibilities coupled with 
their youthful exuberance, idealism and freshness of perspectives. 

On the other hand, the more senior personnel have become the bearers 
and keepers of the organization’s institutional memory, work knowledge 
and insights, and cultural traditions that provide unique identity to the 
organization and high morale among the members of the team. They are 
also the models and direct supervisors of the younger staff who look up 
to them as their on-the-job mentors, coaches and trainers so important 
in reducing their learning curve period toward attaining optimal job 
productivity, faster staff capacity development, and overall workplace 
satisfaction and loyalty.

It is in this spirit of passing on the baton, so to speak, from the more 
senior personnel to their younger counterparts that inspired the 
Management Team of the Foreign-Assisted and Special Projects Service 
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(FASPS) to embark on an Operations Manual elaboration project that will 
document, preserve and communicate, to the newcomers and younger 
members of the FASPS team, the working culture, practices, procedures, 
and tradition at FASPS enshrined in its work fields, core processes, 
activities and steps. That vision has become a reality in the form of this 
knowledge product  – the FASPS Compendium of Operations Manuals on 
the five functions in the Project Cycle Management (PCM) given below.

Project Cycle Management 
(PCM) Function

Responsible 
FASPS Office or Division

1 PCM Governance Office of the Director
2 Project Preparation and Design Project Preparation Division
3 Project Implementation Project Management Division
4 Project Evaluation Project Monitoring and Evaluation Division
5 Project Administration and Finance Project Accounts Management Division

This knowledge product – now available and, in fact, is in our very 
hands now – is definitely a welcome resource toward helping you, I and 
the whole of FASPS usher the newbies and the younger FASPS team 
members, or ‘our workplace children’ in figurative language, into a deeper, 
more meaningful and efficient working engagement at the Service. True to 
the spirit of Whitney Houston’s 1977 hit song ‘Greatest Love of All’, let 
us at FASPS, with the help of these Operations Manuals do a good job in 
“teaching them well and letting them lead the way.”

Meet Joshua, Angela, Christian, 
Nicole, Kimberly and Kenneth

And speaking of the youth, your and my journey into the five Operations 
Manuals included in this Compendium will be made more interesting as 
we do it together with six young people, all Grade 12 Senior High School 
students, who have successfully hurdled the screening procedures for 
6 work immersion slots at the DENR-FASPS. One more time and with 
feelings, please meet –

Joshua, Angela, Christian, Nicole, Kimberly and Kenneth,

… and welcome to the shaping of their exciting individual life journeys in 
and out of FASPS work immersion program for SHS students. They will 
be waiting for you in the five Operations Manuals. Do meet them soon!
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