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MUNICIPAL BUDGET AND MANAGEMENT OFFICE 

Mandate: The Municipal Budget and Management Office (MBMO) is responsible 

for the formulation and implementation of the local budget. Its primary goal is to 

support the municipality's socio-economic plans and objectives through the 

efficient and sound utilization of government funds and revenues to achieve 

sustainable development. 

 

1. CERTIFIES THE OBLIGATION REQUEST 

Service Description: The Municipal Budget Office certifies the existence of 

appropriation/allotment that has been legally made for specific purposes. 

• Time to Avail of Service: Monday to Friday 

• Processing Time: 30 minutes 

Steps for Certifying the Obligation Request: 

Step 
Applicant/Client 

Activity 
Office Activity Duration Person In-Charge 

1 

 

 

 

Present the 

Obligation Request 

to the MBMO in 

triplicate copies with 

complete supporting 

documents 

 

 

Check attached 

documents for 

completeness 

 

15 

minutes 

Renato/Janice/Corazon 

  
Verify the 

availability of 

allotment 

5 

minutes 
Renato/Janice/Corazon 

  
Assign the 

Obligation 

Request Number 

2 

minutes 
Renato/Janice/Corazon 



  

 

Classify 

expenditures and 

post to the 

record book and 

computer 

4 

minutes 
Renato/Janice/Corazon 

  

 

Confirm and sign 

the Obligation 

Request 

2 

minutes 
Melodina 

2 

 

 

 

Receive the 

approved Obligation 

Request and 

proceed to the 

Accounting Office 

for payment 

processing 

 

 

 

Release the 

Obligation 

Request to the 

client or forward 

to the concerned 

office 

2 

minutes 
Renato/Janice/Corazon 

 

2. TECHNICAL ASSISTANCE ON BUDGET MATTERS 

Service Description: The Municipal Budget Office provides assistance and 

clarifies queries related to budget matters. 

• Time to Avail of Service: Monday to Friday 

• Clients: Barangay and municipal officials, employees, and other 

stakeholders 

Steps for Providing Technical Assistance: 

Step 
Client 

Activity 
Office Activity Duration Person In-Charge 

1 

Visit the 

MBMO for 

technical 

assistance 

 

Verify/check the 

record for the 

balance of 

appropriation 

allotment 

3 minutes Renato/Janice/Corazon 

  Advise the client 

on the process of 

Up to 1 hour 

(depending 

on the topic) 

Melodina 



budget 

preparation 

 

3. REVIEW OF BARANGAY BUDGETS 

Service Description: The Municipal Budget Office assists barangay officials and 

employees in preparing their budgets to ensure compliance with mandatory 

obligations and budgetary requirements prior to the final review by the 

Sangguniang Bayan. 

• Time to Avail of Service: Monday to Friday 

• Clients: Barangay officials and employees 

• Requirements: Annual and supplemental budget documents 

Steps for Reviewing Barangay Budgets: 

Step Client Activity Office Activity Duration 
Person In-

Charge 

1 

Submit a 

complete 

barangay 

budget 

Receive the budget 

documents 
- Janice/Corazon 

2 Wait for advice 

Conduct a quick review of 

the submitted budget for 

document completeness 

30 minutes 

or more 
Melodina 

3 

Leave the 

budget for 

further review 

Conduct an initial preliminary 

review 

30 minutes 

to 1 hour 

Janice/Corazon 

  Prepare an initial review of 

the barangay budgets 

55 minutes 

or more 

Janice/Corazon 

  Transmit the budget to the 

Sangguniang Bayan 

2 to 3 

minutes 

Janice/Corazon 

4 

Receive the 

final reviewed 

budget 

After the final review, return 

the budget to the client for 

implementation 

8 minutes Janice/Corazon   

 

Prepared by: 

Melodina C. Urbiztondo  

Municipal Budget Officer 
 


