
✅ WORKFLOW OVERVIEW 

STAGE 1: PREPARATION 

1. Draft policy paper 

2. Budget analysis (MFEM) 

3. Legal review (SLO if needed) 

4. Submit final draft to DSPPAC 

STAGE 2: DCO SUBMISSION 

5. Submit by Friday noon 

6. Agenda finalized 

7. Meeting held (quorum: 7) 

8. Minutes & records logged 

STAGE 3: COM SUBMISSION 

9. DG PMO + PM finalize Agenda 

10. COM reviews & approves 

11. Decisions recorded & certified 

STAGE 4: POST-APPROVAL 

12. Draft bills (if needed) 

13. Implementation plans 

14. Track compliance bi-annually 

 

🔒 RECORDS & TRANSPARENCY 

 COM decisions archived  

 DCO papers archived 

 Requests via RTI Act reviewed by 
State Law Office 

 Compliance tracked through 
Excel/database 

 Bi-annual compliance reports to 
COM 

 

 

 

 

📞 CONTACT 

Department of Strategic Policy, 
Planning & Aid Coordination (DSPPAC) 
 

TEL: (+678) 23150 | VOIP: 2682 

Address: PMB 9053, Port Vila, Republic 
of Vanuatu 

Website: dsppac.gov.vu  

 

 

 

 

Scan to view the official SOP on the DSPPAC 
website 
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📄 PURPOSE 

To guide the preparation, review, and 
submission of high-quality papers to the 
Development Committee of Officials 
(DCO) and Council of Ministers (COM), in 
compliance with the Government Act (Cap 
243). 

 

📚 BACKGROUND 

The Government Act outlines the structure 
of DCO and COM but lacks clear workflow 
steps. To address this, a Standard 
Operating Procedure (SOP) was proposed 
to guide how DCO papers are developed, 
reviewed, and selected for COM 
consideration. The SOP ensures only 
well-researched, nationally significant 
submissions move forward—reducing 
agenda overload and improving decision-
making. It also strengthens record 
management and implementation 
tracking, with possible legislative 
amendments to support this structure.  

 

🔍 FUNCTIONS 

 Screens and approves policy 
submissions 

 Ensures strategic prioritization 
before COM 

 Coordinates inter-ministry 
consultation 

 Maintains quality, legal, and 
financial standards 

 

📂 SUBMISSION CRITERIA 

 Aligns with NSDP, 
Corporate/Budget Plans 

 Reviewed by: 

o Expenditure Analysts (MFEM) 

o Sector Analysts (DSPPAC) 

o State Law Office (SLO) if 
needed 

 

🔧 TOOLS & SUPPORT 

 Standard templates & checklists 

 Tablets provided for paperless 
review 

 All documents scanned and filed by 
DSPPAC 

 

📄 SCOPE 

This SOP applies to:  

 Government ministries, agencies 

 State-owned enterprises (SOEs) 

 Civil society organizations (CSOs) 

 Statutory/constitutional bodies 

 Provinces & municipalities 

 

📄 KEY DEFINITIONS 

 DCO: 13 DGs + 13 Political 
Advisors 

 COM: 13 Ministers + PM 

 DSPPAC: Secretariat & policy 
coordination 

 DCO/COM Paper: Formal 
submission on official template 

 EA/SA: Budget & policy review 
analysts 

 Urgent Paper: Fast-tracked for 
national emergencies 

 

 

 


