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TO :  All Revenue Officials and Employees
SUBJECT 1 Strategic Training and Development Process
L BACKGROUMD

Strategic human capital management centers on viewing people as assets whase
value te an organization can be enhanced through investment.! Like many
organizations, government agencies are trying to determine how best to manage their
human capital in the face of significant and ongoing change. One of the most important
management challenges facing public offices is the need to transform their cultures to
‘help change the way that government does business in the 21st century. Government
agencies must continue to build their fundamental management capabilities in order to
effectively address the nation’s most pressing priorities and take advantage of emerging
opporiunities,

To accamplish this undertaking, government agencies will need to invest
resaurces, including time and moneay, to ensure that employees have the information,
ckills, and competencies they need ta work effectively in a rapidly changing and camplex
environment. This includes investments in training and developing employees as part of
an Agency's overall effort to achieve cost-effective and timely resulis.?

The Training and Development System of the Bureau of Internal Bevenue is
being redesigned and developed with the prime concern to ensure that its training and
development investments are targeted strategically and are not wasted on efforts that
are irrelevant, duplicative, ar in-effective. Further, this system is considered as an
intervention to successfully meet the needs of the business and the achievement of
Bureau operational targets/goals. Effective training and development programs are an
integral part of a learning environment that can enhance the Bureau's ahility to attract
and retain employees with the skills and competencies needed to achieve results for the
benefit of the Filipino people. Training and developing new and currant staff to fill new
roles and work in different ways will be 2 crucial part of the BIR: endeavors 1o meat its
reform challenges. \Ways that employees learn and achieve results will also continue to
transform how BIR Offices do business and engage employees in further innovation and
improvements.
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Il. OBIECTIVES

This Order is issued to:

1. assist the BIR in achieving its mission and goals by improving individual and
ultimately, organizational performance:

2. establish a strategic training and development framework, policies, guidelines and
processes that will provide effective training 2nd development programs to addrass
performance problems by analysing human performance gaps, planning related
improvements, developing and implementing the interventions, and evaluating the
financial and nonfinancial results;

3. address identified competency gaps to help management and employees cope with
organizational changes, such as process reengineering and administration of
foreign-assisted projects, and cther external facters that challenge the Bureaw; and

4, establish a Bureau-wide curriculum of programs znd courses for learning and
develepment for potential successors attuned to replacement planning and
succession management or for professional and/or individual growth aligned with
the strategic thrusts and directions of the Bursau,

. SCOPE

L. All.permanent employees of the Bureau who will be developed for the purposs of
enhancing individual performance and/er for future career advancement:

b

All learning interventions that are managed and coordinated by the BIR Training
Divisions or conducted by external training providers;

Training and Development includes, but not limited to, short courses, workshops,
education trips, on-the-job training, benchmarking, coaching, counselling,
mentaring, echoing sessions, symposia and other careerfwerk related training
exercises; and

1l

4. Other special andfor interest group such as special Projects or Foreign Funded
Frojects.

. Definition of Terms

Training and Development? - refers 1o the process to obtain or transfer knowiedge,
skills and abilities needed Lo carry aut a specific activity or task.

O, 5.4 Frazad, Diractor, Mew Horizon Leadasship Institutedirectornhli@newhorizonindla.ed o
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Strategic training? - is a form of training in which you deal an the main issues thus
praviding employees with taals and information needed to complete their tasks
effectively. This leads to motivation and finally increased productivity and job
satisfaction.

Training® - can be defined as making available to employees planned and coordinated
educational programs of instruction in prefessicnal, tachnical, or other fields that are or
will be related to the employee's job respansibilities. Training can be accomplished
through 2 variety of approaches, such as classroom training, e-learning, and professional
conferences that are educational or instructional in nature,

Development® - is generally considered to include training, structured on-the-job
learning experiences, and education. Developmental programs can include expeariences
such as coaching, mentaring, or rotational assignments.

Goals’ — what the company hopes o achieve in the medium- and leng-term future,

Business strategy® — 2 plan that integrates the company's goals, policies, and actions.
The strategy influences how the company uses: physical capital, financial capital, and
human capital.

Learning® — the acquisition of knowledge by individual employees ar groups of
employees who are willing to apply that knowledge in their jobs in making decisions and
accarmplishing tasks for the company.

Knowledge'® — what individuals or teams of employees know as well as company rules,
processes, tools, and routines. It is either tacit knowledge or explicit knowledge,

Explicit knowledge!! - knowledge that can be formalized, codified, and communicated.

Tacit knowledge'® — personal knowledga based an individual experience that is difficult
to explain to others.

Misslon®® — the campany's reasan for existing.

Vision® —the picture of the future that the company wants ta achieve.

* httpyfwenw.chow,com/Mist 6650004 _benefits-strategl...
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Values'S — what the campany stands for.

Strategic training and development initiatives'® — learning-related actlons that a
company should take to help it achieve its busineszs strategy.

Human Resource Management (HRM) Practices'’ — the management activities related
to investments, staffing perfarmance management, trzining, and compensation and
bensafits,

Staffing strategy®® = the company's decisions regarding where to find employees, how
to select them, and the desired mix of emplovee zkills and statuses.

Human resource planning™ — identification, analysis, forecasting, and planning of
changes needed In the human resource area to help the company meet changing
business conditions.

Centralized training® - training and development programs, resources, and
professionals are primarily housed in one location and decisions about training
investment, programs, and deflvery methods are made from that department. It helps
companies better integrate programs for developing leaders and managing talent with
training and learning during times of change.

Outsourcing® = the use of an cutside company that takes complete responsibility and
control of some training or development activities or that takes over all or most of a
company’s training including administration, design, delivery, and development.

Organizational Analysis® — involves diagnosing erganizations to determine areas that
will require interventions. Focus may be on any number of areas: performance gaps,
issues, threats,

leb Analysis™ — this is the process of collecting Infarmation for use in developing
training programe. This assessment should include questions specifically designed to
agsess the competencies needed to perform the job.

Parson Meeds Analysis’ - after information about the job has been collected, the
analysiz shifts to the person. A person needs analysis identifies gaps between a
person's current capabilities and those Identifled as necessary ar desirable,
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Off-the-lab training™ - Off the Job training refers to the training done on behalf of emplayers
and is usually conducted away from their working location, This training may involve theories
and practical application, including appraisal and examinations done at provider's site or anline,

L1 POLICIES
In order to zchieve the above objectives, the following palicies shall be observed:

1. Human Resource Management (HRM) strategy shall suppart the tax administration's
key strategic objectives and its averall business strategy. Areas covered by this HRM
shall include skills development, and leadership and talent management.

2. Appropriate HR policies shall be adopted to meet Bureau's needs. These include
policles, systems and pracedures for staff training and professional development to
meet projected needs and motivate and support employees.

3, Institutional framewark for capacity development of all BIR employees shall be
employad in erder to establish a systematic training and retraining system for
revenue officers and employees which will provide effective training programs to
enable them to keep pace with recent developments in tax administration.

4. As reform advances, a training strategy shall be in place to better align staff skills
with business needs.

5. Any learning strategy involves core characteristics that contribute to a strategic
training and development approach. And each characteristic is a crucial part of each
component, thus, the TMD and the Training Delivery Division [TDD) shall ensure that
these core characteristics shall be integrated throughaut the training and
development process of the BIR.

6. A framewark of strategic training and development process shzll be set in the BIR to
help in designing systematic and effective training programs that will give 3 sense of
diraction, purpose, and completensss.

7. An overall training strategy to upgrade staff skills and fill the gaps between future
business neads and actual gualifications of the workforce shall be in placa.
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10.

115 b

12

13.

14,

15.

Training Meads Assessments shall be regularly carried out, These are based on gap
analyzis thru crganizational and job analysis as well as surveys of staff competence,
strength, daily work and identification of staff skill requirements.

Training Needs Analysis shall be conducted to provide link between the Bureau's
Vision/Mission and its training activitles, and set the annual training directions by
determining the validity, scope and extent of both organizational and employees’
capability building needs. It shall likewise determinge non-training needs that impact
on performance improvement in the workplace,

Design and development shall invalve identifying specific training and developmant
initiatives that BIR will uss, along with other strategies, to improve individual and
agency parformance,

A long term training strategy for the Bureau employees shall be devsloped and
implernented including systematic on-the-job and off-the-job training courses in
house and/or externally provided.

The training delivery process shall ensure that the delivery of the learning and
development interventions directly contribute to the attzsinment of the specified
learning objectives of the Bureau's employses, and cansistent quality training
delivery shall be conductad.

In-house training programs  shall be scheduled based on the fallowing
considerations: appraval of the learning design and budget, availability of
particlpants, resource persans and training venue, non-canflicting schedules of
institutional, social and cther training events, and time allotment for pre-training,
traiming proper and post-training activities,

With emphasis on leaming results rather than on compliance, the TMD and TOD
shall secure that after the delivery of any learning intervention, the knowledge, skills
and attitudes acquired are effectively transferred back in the workplace.

Evzluation shall involve assessing the extent te which training and develepment
effarts contribute to improved performance and results. Evaluation mechanism shall
daetermine the achievement of the following results: a.) that the trainee learned the
essential competency for which tralning was developed; and b, that the
organization received a return on the investment through improved employee
perfarmance and team work.
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Vi,

16. The Training Management Division [TMD) shall periodically zssess staff motivation,
perceptions and workplace satisfaction and make greater use of them for job
analysis purposes. TMD shall also conduct surveys to evaluate perceptions of
taxpayers and other stakeholders regarding the level of professionalism of BIR
employeess.

17, It is the policy of the Bureau to subscribe to the BIR's Training Concept and Training
Philosophies as stated in Revenue Memorandum Order [RMO) Mo, 6-99,

ROLES AND RESPONSIBILITIES

1. The Assistant Commissioner of Internal Revenue Human Resource Development
Service [ACIR-HRDS) shall;

Bp e

o

Implement the Training Management and Delivery System of the Bureau;
Endorse training and development programs ta the BIR Schalarship Committes;
Recommend allocation of funds for the conduct of training courses;

Submit gualified nominees to trainings, conferences, seminars, workshops and
other related activities;

Enhance Training Management and Delivery System as deemed necessary; and
Frovide direction to all reguests relative to the managament of trainings.

The Training Management Division (TMD)/Training Delivery Division
(TDD}fHuman Resource Management Units (HRMUs) shall:

d.

Supervisa the training and development functions of the divisions;

b. Initiate, consolidate, implement, monitor and evaluate the BIR Annual Training

Programs;

Ensure that Human Resource Management proprams are carried out as
specified in the Approved BIR Training Plan and Training Calendar;

Prepare timely reparts an all internal developmental training programs
attended by BIR employees and maintenance of database therean;

e. Undertake periodic Training Meeds Analysis;

f. Ensurae that all Bureau training needs are addressed in the annual training
program;
g. Serve as technical secretariat ta the Schalarship Committes;
h. Coordinate with external organizations giving trainings and scholarships; and
i. Formulate and generate the following autputs:
7 reanAl, REVENUE
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I, Training needs aszessment reports for personnel
il. Competency Prafiles
iii. Annual Training Flan
iv. Training Program Reports
v, Reports on internal and external scholarships/trainings
vi. Ewvaluation reports ontrainings/schalarships.

3. The Scholarship Committee shall:

8. Screen, deliberate and conduct related activities necessary in the selection of
gualified nominees for invitational training courses, scholarships, and other

developmental programs;

b. Submit recommendations for the approval of the Commissioner of Internal
Revenue;

¢, Maonitar and evaluate the Implementation of the Bureau’s Scholarship
Programs;

d. Review and make recommendations relative to complaints and grievances on
training and develapment managemeant;

e. Review and make sppropriate actions relative to requests for trainings,
particularly those undertaken outside the country: and

f.  Review and recommend approprizte actions to training proposals.

Wi, GUIDELINES AND PROCEDURES
1. Characteristics

2. Strategic alignment. Clear linkages exist between the BIR's mission, goals, and
strategic abjectives and its training and development effarts, The BIR's mission
and goals drive a strategic training and development approach and help ensure
that the Bureau takes full advantage of an aptimal mix of strategies to improve
perfarmance and enhance capacity to meet new and emerging challenges.

b. Leadership commitment and communication. BIR Management Committes
{MANCOM) and managers consistently demaonstrate that they suppert and
value continuous learning, are receptive to and use feedback from employees
on developmental needs and training results, and set the expectation that fair
and effective training and development practices will imprave individuzl and
organizational perfarmance.
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¢. Stakeholder involvement. BIR stakeholders are involved throughout the
training and development process to help ensure that different perspectives are
taken into account and contribute to effective training and development
programs. Stakeholders’ wviews are incorporated in identifying needed
performance enhancements, developing and effectively Implementing well-
thought-out strategies, and helping to conceptuzlize and use balanced
measures that accurately reflect the extent te which training and development
efforts contribute toward achieving results.

o. Accountability and recognition. Appropriate accountability mechanisms, such
a5 performance management systems, are in place to hold managers and
employees responsible for learning and working in new ways. Appropriate
rewards and incentives exist and are wsed fairly and equitably to encourage
innovation, reinforce changed behaviors, and enhance parformance.

a. Effective resource allocation. The BIR provides an appropriate level of funding
and other tools and resources—along with external expertise and assistance
when needed—to ensure that its training and development programs reflect
the impartance of its investment in human capital to achieving its missicn and
goals.

. Partnerships and learning from others. Coordination within and among BIR
partners achieve economies of scale and limits duplication of effarts. In addition
to benchmarking high-performing organizations, these efforts zllow Bureau
Offices to keep abreast of current practices, enhance efficiency, and increase
the effectiveness of its training and develepment pragrams.

g. Data guality assurance. The BIR has established policies and pracedures that
recognize and support the importance of quality data znd of evaluating the
guality and effectiveness of training and development efforts. It establishes
valid measures and validated systems to pravide reliable and relevant
information that is useful in Improving the BIR's training and development
efforts.

h. Continuous performance Improvement. BIR practices and policies foster a
culture of continuous improvement and optimal organizational performance
regarding training and other activities. Stakeholders rely on and use program
performance infarmation and other data to assess and refing ongeing training
and development efforts; target new Initiatives to improve performance; and
design, develop, and implement new zpproaches to train and develop
employvess.

UREAU OF INTERNAL REVENUE
\;\‘/ RECORDS MGT, DIVISION

RECEIVED



2. Strategies

a. Assessment
[. It is critical that assessment of BIR employess’ competencios is being done
regularly to find out what their goals are and where they think that they
need to improve their skills, Results of the assessmentfanalysis
[organizational, job, person) shall be used to develop training programs that
can improve BIR employee effectiveness.

. Develop and deliver a comprehensive training program to address the
identified essential competencies — knowledga, skills, and abilities — for each
career fiald,

Hl.  Training programs shall be identified and prioritized by the ACIR and
Regional Directors, evaluated and integrated by the TMD and TDD and
approved by the ACIR-HRDS.

b. Provide Introductory Training
l.  BIR employees need introductory training on new subjects.

Il.  Training programs shall be preferably developed in-hause and customized
external training programs shall be considered as tha nead arises,

lil.  Training programs shall be conducted and fzcilitated by a pool of trainers
cansisting of TMD and TOD officers and staff, officers’ from  other
Services/Offices. External Subject Matter Experts or Consultants shall ba
considered on a case-to-case basis,

t. Provide Hands-on Experience

l.  Develop and distribute a comprehensive listing of training and development
oppartunities  that include the best possible match between the
competencies to be developed amd the facilities, locations, methods,
technalogies, and strategies for delivery.

Il. Blended learning and practice andfor combination of presentation and
hands-on methods or practical application with adult learning principles
shall be integrated in the training design to promote active engagement of
participants in the process of learning as well as increase partlicipants’
ownership af their leaming.

d. Provide Coaching and Mentoring Programmes
. Develop and sustain career development programs for all BIR employees
bayond and apart from essentlal competencies training that will encourage
cozching and mentoring as developmental approachas,

)
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ll. Coaching shzall be closely linked with developmental activities to enhance
morale, motivation and productivity of Bureau employees,

. Mentoring programmes with senior leaders shall be included In the training
techniques to target the long-term development of those identified as
axceptionally high-performing or high-potential individuals or employees,
who ara critical to long-term Bureau success,

e. Provide Advanced Training

I, After several months or years of hands-on experience under the tutelage of
an experienced coach or mentor, employses are now prepared to attend
advanced training. The experience that they have gained gives them the
knowledge that they need to understand and absorb the material presented
in the advanced courses,

Il Support and promote existing advanced training programs for continuous
improvement within and beyond current jobs,

f. Provide Specialized Training and/for Scholarship Program

. In additicn to providing advanced tralning courses, the BIR alsp consider
supporting specialized training such as tax administration related courses,

ll. Expand training and developmental opportunities with governmental and
private sector partners through university courses, degree/diplomas,
professional certification to facilitate an exchange of information and
strategies,

. Training and schalarship programs, local and foreign, sponsored by elther
BIR or donor agencies shall be attended by the maost fit employee/s at BIR
who were nominated far training by their immediate bosses basad on their
gualifications and good work performance.

g. Maonitoring and Evaluation
I.  Establish & process for validating training courses and developmental
programs to assure that they result in arganizational and individual benefits
for which they were developed.
Il.  Adopt or develop an evaluation method to determine whether a training
course, program, or activity has produced intended results.
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3. Framework

Crganizatian Directions

[Wigion, Mission, Values, Strategies|
Crganization _.l Competencies {Care, Functional, Inbj
Analysls = =
¥
Meads Anakysis
Developrment Intervontions
T T
Training | hon-Training
Interventinn Intervention
il J:'L 3
b s
Org- Dt Learning Objectlves
Interventions JJ
Cortens
Methags

&

Instructional Materials

I

Implementation

&

Evaluation

Raference - Ateres CORD STHA for D18 Medule {2012)

W
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4.Process

Need Learning Delfvery Fvaluation
Analysis Objectives
What are the Objective Variety of Measure
training and should be techniques that | [ resction
deveiupmen.t meastrable engage the leaming,
needs for this andobservable | | adult leamer behavior, and
person and/or rasults
job?
Aplergnce - Ateneo COAD 5TRA for DR Module 42012)
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a. TRAINING NEEDS ANALYS!S [TNA)

Rules

Vi

Wil

The TNA shall be conducted to ensure that the different training
programs are aligned with the Bureau's Plans and Programis,

The THA process shall likewlse address the non-training needs that
impact on performance impravemeant in the workplace.

The THA shall be in callabaration with the different services/divisions
and fregional/district offices, and other target groups.

The TMA shall be undertaken Bureau-wide by the Training Management

Division (TMD) of the Human Resource Development Service [HRDS)
ohce 3 vear and as needed.

The TNA chall be conducted on official time and participated by target
group.

The TNA report shall be officlally approved by the Commissioner of
Internal Revenue priar to distribution of copies to the different offices,
The TNA Report shall be the basis of the TMD in drafting the Training
and Development Plan for all BIR employees.

Procedures

Preparing Training Needs Analysis {TNA) Plan
a. Initiate the activity
Ensure the availability of funds
Schedule/timetable of the THA
Establizh the THA objectives
Identify target respondents
Understand the job, function and erganization

R AN o

Developing THNA Instruments
a. Define target job/functional competencies
Choose method for data-gathering
Daetarmine paints of contact in the office/group
Devalop instruments
Revise the TNA Instruments/tacls, if necessary
Finalize TMA instruments
Identify competency requirements for the respective retpondent
groups

®m e oRRT

BUREAU OF INTERNAL REVENUE
13 arCORDS MGT. DIVISION

=y,
RECEIVED



IV,

h. Define each competency areas with key behavioral indicatars
I.  Design the TNA instrument/toal. Any of the following can be used
depending an the scope of the TNA objectives:
1. Questionnaires
2. Interview Guide
3. FGED Guide

Administration of TNA

d. Prepare 2 Revenue Special Order for signature of the CIR, which s
intended for the Tralning Management staff

b. Prepare Memorandum Order, addressed to the Reglonal Directars
and signed by the ACIR-HRDS, which is issuad for information
purpases relative to the TMNA conduct

€. Gather the respondents and explain the following:
1. Purpose of the THA
2. Instructions in accomplishing the THA tool
3. Confidentiality of responses

d. Facilitate the conduct of the TMA activity

Analysis of the TNA Results

Tabulate and summarize the data

Validate data

Translate data into graphs, charts and tables
Use apprapriate statistical technigues
Interpret data treatment and statistical results

® a0 oW

Preparation and Submission TNA Reports

a. Write the TNA Report with the fallowing informatian:
Rationale and Objectives

acope

Data Gathering Methodolopy

Identified Competency Gaps

Highlight/General Findings

Identified Training and Developmental Interventions
Recommendations

o S L R b

Reguisites

W

Consult existing documents
a. BIR Vision/Mission/Core Values/Strategic Objectivas
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Annual Plans and Programs
Revenue lssuances
Performance Appraisals

. Current Personnel Strength

. THA Instruments

Interview Guide

Focus Group Discussion Guide
Process Observation Form
TOMA Plan

TNA Summary Repart

R TR RN - ¢
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b, TRAINING DESIGN/LEARNING OBJECTIVES
Rules

I Dewvelopment af the Training Designs shall be prioritized according to the
interventions specified in the approved Training Development Plan.
Training designs of courses not part af the training plan may also be
conducted provided that the course has been approved as a priarity
program by the BIR Management Committee,

Il.  ldentification of needed performance improvements and consideration
of 3 mix of solutions needed to achieve the improvements shall be
complied with.

I, Design and use of training and development initiatives intended to
complement targeted performance improvement effarts shall be
priaritized.

.  TMD shall select the delivery system that will mast appropriately
address the Identified learning objectives, content and target
participants. When considering the options of mechanisms for delivering
training, TMD needs to consider essential Issues such as the goals and
objectives for the training, the type of audience intended for the
training, the nature of the training content, the availability of technology
and resources, and the timing far delivering the training. Apencies can
use a variety of instructional approaches to achieve leaming—in the
tlassroam, through distance learning, or in the workplace.

V. When warranted, TMD shall consider blended learning that combines
different teaching methods (e.g., Web-based and Instructor-led) within
the same training effort and provide trainees with the flexibilities to
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choose amang different training delivery methods while leveraging
resources in the most efficient way possible.

VI, The Invelvemeant of middle managers, technical experts, human capital
professionals, and others needed to develop an integrated way to
address specific performance gaps or necessary enhancements shall be
encouraged.

Vil.. However, in cases where there are no available SMEs, the course design
and development shall be gutsourced to the most appropriate Training
Service Praviders in accordance with existing criteria in contracting TSP's
set by the Bids and Awards Committes {BAC).

Vill.  Course decuments shall consist of the: Course BrieffOutline, Trainer's
Guide, Participant's Guide, lob Aids, and Evaluaticn Plan.

X TMD shall not give any copy of the training materials to any parson,
office or BIR Trainer without the written request Indicating the
purpose/reason for securing a copy to ensure that the training materials
shall nat be used for any other purpose/s ather than in the conduct af
trainings in the Bureau. ** Relative hereto, TMD shall give the soft copy
of training materials only In PDF farm.

¥.  Training materials designed and delivered by Training Sarvice Providers
as part of project deliverables (ie, process reengineering, system
development, ete.), together with Certificate of Acceptance issued by
the process owner, shall be officially forwarded to the HRDS for proper
turn-over before any training-related actions is provided,

Procodures

I Initiate the conduct af the training design for internal trzining programs
Il.  Design the training course
Make the course outline
Make the course brief
Define content of course brief
Define the topics and training methadalogy
Write the course design
Carme up with the Instructor’s Guide
. Make the Instructar’s Presentation Material
a. Usze PawerPaint program
b. Following the content of the PawerPoint presentation, come up with
cancise 2nd relevant particlpant's guide
£. LUisa web-bazed training

R RN
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d. Make development planning mandatory
2. Develop web sites for knowladge sharing
. Increase customer service training

V. Conduct pilot run of the training design for selected participants with the

end In mind of reviewing the design for any necessary
adjustments/chanpes.

Requisites

[, Training Design Outputs
a. Course Qutline
b. Trainer's Guide
c. Participant's Guide
d. Job Aids [for IT Trainings)

TRAINING DELIVERY

Rules/Procedures

Preparation of Revenue Special Order (RS0)

RS0 for in-house training, briefing, seminars, and workshops including those
spansored by donor agencies shall be coordinated with the Human Resource
Development Service {HRDS} through its Training Delivery Division (TDD)
which shall have the sole responsibility far the preparation and issuance of
these RS0s prior to conduct.

R50 and other pertinent documents for  local and  fereign
trainings/seminars/scholarships  shall be prepared by the Training
Management Division [ThD).

RS0 for in-house training shall be prepared at least one (1} month prior to
scheduled conduct and served te the participants at least two (2) weesks
before the training or seminar.

RS0 for foreign tralnings/seminarsfscholarships shall be prepared upon
receipt of the approved Travel Authority of the nominees fram the
Department of Finance [DOF).

R30 for local scholarship shall be prepared upan cenfirmation of hisfhar
acceptance to the local schelarship grant.

Grantee far foreign trainings/scholarships shall not be scheduled far any in-
house or other training within the same periad.
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For trainings/seminars coordinated by other Offices/Services, the RSO shall
be prepared and disseminated by the Office/Sarvice concerned. Said RSO
shall be coursed through the Chief, Training Delivery Division and the ACIR
and HREA of the Human Resource Development Service far initials,

. For decentralized trainings/seminars, the HRMUs shall prepare guldelines

based on this RMO,

Source of funding or the item in the agency budgst where the expenses for
the training shall be drawn, must be mentioned in the RS0 subject to the
audit by Commission on Audit (COA). Preparation and routing of the request
for tunding shall be the responsibility of the requesting Office/Sarvice,

R50 of Grantess to foreign trainings/seminars/scholarships shafl be
transmitted to Financial Service far initials of the Assistant Commissianer and
the Head Revenue Executive Assistant for the sllocation of the pre-departure
expenses of One Thousand Five Hundred Pesas (P1,500.00),

- signatory of all RS0s relative to learning and development of participants

and Resource Speaker shall be the Commissioner of Internal Revenue.

selection of Participants

- Participants shall be selected based an the evaluation of their training needs,

training paths, and special project/work assignments and with proper
recommendations from head of offices or consultation with approprizte line
management,

. ‘Those retiring shall nat be eligible for training within one (1) year from the

scheduled date of retirement, exeept for livelihcod trainings and pre-
resirement seminars.

Selection of Resource Persons/Speakers (RP/S) and Payment of Honoraria

RP/S for in-house trainings/seminars shall be selected based on their
expertise and interest in the Bureau. Preferably, they shall be taken from the
Speaker's Bureau identified in RSO Mo, 165-2010, the Tralners Paal and those
wha have undergane the Presentation Skills Development Werkshop [PSDW)
conducted by TDD,

. The RS0 shall be prepared by TDD one (1} month before the conduct

specifying the schedule of the training module/lecture, toples Lo be handlad,
date, time and venue,

Payment of honoraria shall be granted only ta Resource Speakers caming
fram the academe and the private sector. In-house Resource Speakers shall
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be given Certificate of Appreciation and In case of regional conducts,
transpartation expenses and per diem shall be provided but subject to the
availability of funds,

. Trainers/Resource Speakers shall coardinate with TDD Coordinator regarding

the materials they need in their session.
Compliance to RS0

Participants shall be required to attend at least 80% of the required training
hours per module before the issuance of the Certificate of Complation/
Training, except for courses that are conducted for less than & day which
requires 100% attendance on the training time.

. Ne deferment is allowed unless absences due to reasons beyond their

contral shall be validated and approved by their immediate ACIR/Regional
Director/Revenue District Officer/Division Chief and duly communicated to
the Chief, Tralning Delivery Division/Training Coordinator before the start of
the conduct date for acknowledgemeant.

In case the participant failed to attend training, hefshe shall be issued a
Memorandum signed by the Deputy Commissioner for Resource
Management Group requiring him/her written explanation why hie/she failed
ta comply with the issued RSO,

. Participant who failed to attend the training course and has not submitted

defermant letter within the prescribed peried of one week shall be subject 1o
disciplinary acticn.

- In cz2se of notified deferment, the participant should submit a Letter of

Deferment to the ACIR, HRDS stating the reason/s for the deferment.
However, in the Memerandum dated 18 Movember 1988 re: COMPLIANCE
WITH REVENUE SPECIAL ORDERS - SERNINARS/TRAININGS, the Commissioner
stressed that the policy of NO DEFERMENT shall be enforced, except for
these two conditions:

l. A Certificate stating that he/she was hospitalized during the tralning

periad, and

il. <A written consent for deferment, signed by the CIR
Upon receipt of RS0, it shall be the duty and responsibility of the Resource
Speaker to attend and facilitate the training conduct. In case the Resource
Speaker requests for deferment, he/she shall look for 3 replacement.

. The grantee shall conduct an echo training/lecture on the important points

learned during the training to other members of officefunit as part of his
obligation to the Bureau.
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Conduct of Training fSeminar
Participants shall:

Come to the venue before the designated time (i.2.2:00 am.) If they arrived
after the attendance has been closed at B:15 am {far marning session) and
1:15 pm (for afternoon session}, they shall not be admitted. However, they
shall be advised to attend the next training schedula.

Complete the reguired training hours for the course. If they incur absences
or tardiness, the Certificate of Training shall not be awarded, They have to
make up for the absences to attain the required training hours and to be
awarded the certilicates,

Wear the prescribed uniform when in training at the Mational and Regional
Offices. |n case training is held outside the Bureau, participants are zllowed
to wear appropriate clothes/attire.

In ease the training has an examination after the conduct of the training, the
participants nesd to pass sald examination. In case a participant failed,
he/she shall be given a re-assessment which may affect his/her future work
assignmeant,

In case a participant shall be sent to a fareign training/seminar/scholarship, it
is obligatory on his part ta sign a Scholarship Service Contract with TMD for 2
correspanding service abligation.

Training Coordinators shall;

Be at the training venue at least 30 minutes before the start of the session to
ensure that all needed tralning resaurces are in order (e.g. attendance sheet,
supplies, laptop, LCD, slide presentation of each module, among others).
Close the attendance sheat 15 minutes after the start of the session,

Make sure that the resource speakers invited are on time for their assigned
modules, If a speaker requests that his/her time be adjusted, the training
coordinator shall assist him,her,

Administer the distribution of evaluation forms ta the participants and
collect the same. They shall go through the narrative comments to get
issuesfconcerns raised by the participants regarding the conduct.
Thereafter, transmit the duly accomplished evaluation ferms officially to
TMD that same day or at least first thing in the morning the fellowing day.
Conduct briefing with members of the Tralning Team {Trainers/Resaurce
Speakers/Training Officers/Manitors including the Chief/Assistant Chief and
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the Section Chiefs of the TDD and TMD) te discuss their roles/responsibilities
and to check training resources needed; and de-briefing or post evaluation
session to measure the progress of the course and class/participants’
reactians {0 the course. Briefing sessions shall be conductad at [east a weak
betore the training conduct while the de-briefing session shall be conducted
3 days after the conduct.

Trainers/Resource Speakers shall:

Be at the training venue at least 15 minutes before their scheduled sessions.

b. Attend the briefing and de-briefing sessicns scheduled by the TDD.

Requisites

The HRMUs as well as other offices/services in the Bureau shall submit the
Training Program Completion Report to the Chief, Training Delivery Division
within five (5} days after the conduct of the coordinated training/seminar
with the fallowing attachments:

a. Summary of Attendance tagether with the Dally Attendance Sheets

b. Photocopy of the Certificate of Appreciation of Resource Speakers

c. Pictures and ather doecumentatian

submission of Training Completion Report, with the attachments, shall be
mandatary for all training/seminars conducted {including coordinated
training of other offices/services} including briefings/seminars/workshops
conducted by the Training Service Providers on which shall be the
responsibility of the office/service concerned.

Trainers/Resource Speakers shall accomplish Caurse Evaluation Forms to he
submitted to TOD Coordinator befare they laave the training venus on the
same day.

d. TRAINING EVALUATION

Bules

The evaluation plan shall be developed in conjunction with the design and
development of a specific tralning program or course.

TMD shall ensure the conduct of level 1 training evaluation after every in-
house training program conducted. This is administered right after the
conclusion of the program.
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v,

WY,
VI,
VILL.

v

TMD shall ensure the conduct of at laast level 2 avaluations to determine an
employee’'s assimilation of training inputs. It shall also be responsible in
designing evaluation forms applicable per program. For external training,
the trainer's tarminal report serves as evaluation dacument.

All evaluation instruments prior to thelr use shall be pilot tested and
assessed with respect to its validity, reliability and degree of difficulty.

TMD shall prepare necessary reports not later than one month after
completion of the evaluation.

TMD shall ensure the confidentizlity of the answers of the individual
participants in the Evaluation Sheets.

Procedures

Frogram Objectives & Design
Farameters for Evaluation
Evaluation Ohjectives

a. Formative

b. Summative
Levels of Evaluation

4. Level 1 =FReaction

b, Level 2 - Learning

c. Level 3 —Behavior

d. Leveld—Business Impact

&, Level 5= Return on Invesiment
Research Dezign
Data Gathering
Data Analysis and Interpretation
Recommendation

Reqguisites

hMonitaring Report
Training Evaluation Report
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Vill.  Scholarship/Outsource Programs

1. Invitational/External Training Programs

Rules/Procedures

.

-

Approved invitations from external training providers shall be disseminated to
all BIR offices thru Training Issuance for recommendation of qualified nominees.
All Invitationalfexternal training programs shall be reviewed and evaluated by
the Schalarship Section based on the following criteria:

i, Relevant tothe Bureau functions and needs;

ii. Sponsorship by partner institutions.,
Procedures to ensure fair selection of employees for training and development
opportunities shall be installed.
All Human Resource Management Unit Heads are directed to submit to TMD a
guarterly repart on training issuance dissemination not later than the 5" day of
the month following the end of each quarter.2*
Expression of interest to attend invitational/external training program by any of
the BIR employee shall be covered by a Matrix of Nomines Form duly signed
and submitted to the TMD together with other decumentary requirements.
Invitations addressed to BIR or any BIR official/femployee ta faoreign
trainings/seminars shall pass threugh the Scholarship Section of the TMD, wha
shall refer the same to the Scholarship Committee. The selection for nominees
to the said trainings/seminars shall be governed by the existing palicy and
procedural guidelines for foreign scholarship grants and foreign-zssisted
trainings.
Learhing and/or improvement in knowledge and skills which the grantee has
received, whether from foreign or local studies or trainings sponsared by either
the Bureau or some other arganization, shall be shared with other concerned
BIR personnel by means of lecture and/or open forum.*®
All grantees shall be required to submit a copy of course materials and other
related docurments apart from the Post Training Report to TMD within sixty (60)
days upon his/her return to duty.®
Applications for Study Leave in preparation for the Bar/Board Exam (including
Comprehensive Exam/Thesis Writing] shall be forwarded to the Scholarship
section of the TMD for evaluation and approval of the Commissioner of Internat

* hemarandum doted September 8, 2008
% premoranddm dated July 28, 2010

B infra

Iy’
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Revenue thru the Assistant Commissioner of the Human Resource Development
Service

- Al applications for study leave grants together with all the reguirements as
enumerated under RMO No. 45-2000 shall be submitted te TMD at least fifteen
(15} working days before the scheduled date of the propased study leave grant.
Mon-compliance with this lead time shall be considered as sufficient ground for
the non-processing of the study leava application.?*

k. Employees attending lacal and foreign scholarship grants and foreign-assisted
trainings and those availing of study leave grants shall render service to the
Bureau as prescribed in the Revenues Memeorandum Order No. 37-2003 dated
September 23, 2003 and Aevenue Memorandum Order No, 45-2000,.%2

I All Human Resource Management Unit Heads are directed to submit ta TMD a
guarterly repart on study leave privileges on or before the 10" day of every
guarter®?

Requisitos®

| Certificate of No Pending Nominatlon to other Local/Foreign
Schalarship/s and No Service Obligation/s from previous trainings
1. Nomination letter/s
M.  Scholarship Service Cantract
V.  Request for Travel Authority
Y. Revenue Special Order
WI.  Parmission to Travel Abroad
VIl.  Quarterly Reports
a. List of BIR Official: and Employees Wha have Attended Foreign
Trainings/Seminars
b List of Study Leave Grantess

2. Training Service Providers [TSP)
Rules

2. Engagement of a TSP shall follow existing contracting rules and procedures.
b. Contracting the services of a TSP shall be done only in any of the following
circumstancas:

U gevenue Memorandum Ordar Mo, 45-2000

i pemorandum dated February 28, 2012 BUREAU OF INTERNAL REVENUE
¥ Infra RECORES MGT. DIVESION
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I. Lost savings;
il. Time savings that zllow a company to focus on business strategy;
ili. Improvemnents in compliance and accuracy in training mandated to
comply with government laws and rules;
iv. The lack of capakility within the Bureau to meet learning demands;
v. The desire to access best training practices.

¥il.  REPEALIMG CLAUSE

All revenue issuances or portion/s thereaf inconsistent herewith are hereby amended
and superseded accordingly.

Will.  EFFECTIVITY

This Order shall take effect immediately.

KIn S, J EMARES
Cammissional offinternal Revenue

020001
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