MASTER copy |

BUREAU OF CUSTOMS

MAKABAGONG ADUANA, MATATAG NA EKONOMIYA
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MEMORANDUM

TO : ALL DEPUTY COLLECTORS (or EQUIVALENT OFFICER)
FOR ADMINISTRATION
AND OTHERS CONCERNED

FROM : DO B. SAN JUAN
Dep ommissioner, IAG and Chief of Staff, OCOM EI%I}]

m BOC-03-11029

SUBJECT ; Conduct of Actual Disposal of Valueless Records
Authorized by the National Archives of the Philippines
(NAP)

DATE : 02 June 2022

1. In order to facilitate the conduct of disposal of valueless records, the
following shall be observed:

a. The Request for Authority to Dispose of Records (NAP Form
3) shall be forwarded by the Office of the Deputy Collector for
Administration or Equivalent Unit to the corresponding NAP office:

For Luzon Collection Districts —

Records Management Services Division

National Archives of the Philippines (NAP)

PPL Building, 1000 UN Avenue corner San Marcelino Street
Ermita, Manila

Tel. No. (02) 85213034

For Visayas Collection Districts —

Cebu Regional Archival Network
National Archives of the Philippines (NAP)
Trade Arcade Building, Hernan Cortes Street
Mandaue City, 6014 Cebu

. Tel. No. (032) 346 8040 / (032) 4227224

-
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For Mindanao Collection Districts —

Davao Regional Archival Network
National Archives of the Philippines (NAP)
2nd Floor, NAP New Office Building
(Formerly Polintan Building)

Diversion Road, Carlos P. Garcia Highway,
Bangkal, Davao City 8000

Tel. No. (082) 2974705

b. Once the request is approved, the Office of the Deputy Collector for
Administration or Equivalent Unit shall coordinate with their Resident
Auditor or Regional Commission on Audit (COA) Office and the
corresponding Regional Archival Network/NAP for the date/schedule
of the actual disposal.

Copies of the following shall be forwarded to COA:

1) Notice of Approval or NAP Form No. 5 (Authority to Dispose)
2) NAP Form No. 4 (Records Management Analysis)
3) NAP Form No. 3 (Request for Authority to Dispose)

c. Should NAP recommends disposal by sale, the office of the Deputy
Collector for Administration or equivalent unit may opt to avai/ the
services of the NAP official buyer, for economic reasons and/or
instead of conducting a public bidding to select the official buyer of
the valueless records. In which case, a Letter of Availmentshall
be issued to the NAP office. (Format, Annex-A)

d. Three (3) days after the conduct of actual disposal, a certified copy
of the accomplished Certificate of Disposal of Records (NAP
Form 6) shall be transmitted to the CRMD, for recording and
consolidation purposes.

2. Requests for Authority to Dispose of Records applied by the
groups/central offices shall be coursed thru the Chief, Central Records
Management Division (CRMD), who shall evaluate the request and if
found in order, shall endorse the same to the NAP. Once the request is
approved, the CRMD shall coordinate with Office of the Resident Auditor
(COA) and NAP for the date/schedule of the actual conduct of disposal.

3. No disposal of records shall be conducted without the presence of COA
and NAP representatives.

4. Be guided accordingly.
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Annex-A

LETTER OF AVAILMENT

(Date)

National Archives of the Philippines
6th Floor PPL Building

1000 UN Ave., corner SAN Marcelino Street
Ermita, Manila

Dear

Relative to NAP Authority No. , may we inform that for economic
reasons, this- Bureau/PortySubport will avail the services of your accredited buyer of
valueless records.

Also, may we transmit a copy of the letter informing the COA4, of the
scheduled actual conduct of disposal which is on
(date)
Thank you.
Very truly yours,

(Signature Over Printed Name of
The Deputy Collector for Administration
Or Equivalent Officer)
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legitimate reasons for consulting or using
them in accordance with approved rules and
regulations.

Rule 1 Audit

The National Archives of the Philippines
shall conduct periodic inspection of records
of all government offices.

. Recor

All heads of government agencies shall
have the duty to grant access to all of its
records for audit purposes. Records found
not included in the agency's Records
Disposition Schedule shall be entered in
NAP Form 2 (RDS) for approval of the
Executive Director, NAP.

Such audit shall be conducted five years
from the effectivity of R.A. 8470 and every
five years thereafter.

Rule 19. tablishment of enc
Siorage / Mini Archives

Each agency shall maintain and operate
records storage / mini archives of non-
current records preparatory to their transfer
to the NAP, Records Center or to Archives
repository.

ARTICLE V
PENAL PROVISIONS
Rule 20. A person who, willfully or

negligently, damages a public record or
disposes of or destroys a public record other
than in accordance with the provisions of
R.A. 8470 or contravenes or fails to comply
with any provision of said Act or any
regulations made under this Act shall be
deemed to have committed an offense.

Rule 21. Any public officer committing any
of the unlawful acts of omissions mandated
under R.A. 9470 shall be punished by a
fine of not less than Five Hundred Thousand
Pesos (Php 500,000.00) but not exceeding
One Million Pesos (Php 1,000,000.00) or
be imprisoned for not less than five (5) years
but not more than fifteen (15) years and/or
both fine and imprisonment at the discretion
of the court without prejudice to the filing
of administrative charges that would
result to such public officer's perpetual
disqualification from public office, and
forfeiture, in favor of the government, of his
salary and other lawful income.

ARTICLE Vi
MISCELLANEOUS PROVISIONS

Rule 22. Repealing Clause

All orders, rules and regulations or part
thereof, which are inconsistent herewith are
hereby repealed or amended accordingly.

Ruie 2

ivi

This Circular shall take effect fifteen (15)
days after its publication in the Official
Gazette.

NAP Generat CircuLAR No. 2
January 20, 2009

To : HEADS OF ALL BRANCHES OF THE

GOVERNMENT, CONSTITUTIONAL
OFFICES, LOCAL GOVERNMENT UNITS
(LGUs), GOVERNMENT-OWNED AND
CONTROLLED CORPORATION {GOCCs),
GOVERNMENT FINANCING INSTITUTIONS
(GFls), STATE UNIVERSITIES AND
COLLEGES, PHILIPPINE EMBASSIES,
CONSULATES AND OTHER PHILIPPINE
OFFICES ABROAD.

SussecT: GUIDELINES ON THE DISPOSAL OF
VALUELESS RECORDS IN GOVERNMENT

AGENCIES

RA 9470, the National Archives of the
Philippines Act of 2007 renamed Records
Management and Archives Office as the
National Archives of the Philippines
mandated to plan, develop, prescribe,
disseminate, and enforce policies, rules and
regulations and coordinate government-
wide programs governing the creation,
general protection, use, storage and
disposition of public records.

In compliance with Section'9 (1) (2) of
Article Il and Section 18 of Article Ili, the
following guidelines on the disposal of
valueless records in all agencies of the
government are hereby fixed and issued for
the guidance of all concerned.

All other issuances or parts thereof
inconsistent with this Circular are hereby
superseded and amended accordingly.

(Sgd.) MarieTTA R. CHou
Acting Executive Director
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GUIDELINES ON THE DISPOSAL OF VALUELESS
RECORDS IN GOVERNMENT AGENCIES

ARTICLE |
COVERAGE

Rule 1.

This circular prescribes uniform standards
or guidelines to be followed by government
agencies in the disposal or destruction of
their valueless records.

These guidelines on the Disposal of
Valueless Records in Government Agencies
consist of six (6) parts: (1) Coverage, (2)
Definition of Terms, (3) General
Requirements on the Disposal of Valueless
Records, (4) Records Disposal Procedures,
(5) Offenses and Penalties, and (8)
Miscellaneous Provisions.

Attached to these guidelines is the
General Records Disposition Schedule
{GRDS) common to ALL GOVERNMENT
AGENCIES.

ARTICLE I
DEFINITION OF TERMS

Administrative Value - refers to the
usefulness of records to the originating or
succeeding agency in the conduct of current
business;

Agency ~ refers to any agency other than
the National Archives of the Philippines;

Agency Personne{ Concerned - refers to
Agency Records Officer/Archivist/Records
Custodian;

Appraisal - refers to the study of records,
their relationships and contents, to
determine their utility values as to
administrative, fiscal, legal, and archival
value and time values whether temporary
or permanent;

Authorized Representative - refers to
official/lemployee given the right to act as
witness in the disposal of valueless records:

Authority — refers to a conclusive statement
leading to an official decision;

Authority to Dispose of Records - refers to
written permission issued by the Executive
Director of the National Archives of the
Philippines (NAP) to government agencies
for the destruction of valueless records;

Disposal - refers to the act of selling, landfill/
burying, or any other way of discarding
valueless records in accordance with the
provision of R.A. 9470;

Disposal Procedures — refer to series of
steps in the disposal of valueless records;

Economical Disposal - refers to
management ways of discarding valueless
records that will generate savings in terms
of space, equipment, manpower and other
source of income;

Evaluation — refers to the act of examining
disposable records in order to assess their
value, quality, importance and extent of
physical condition;

Examination — refers to the process of
looking at and considering something
carefully;

Executive Direcfor — refers to the head of
the National Archives of the Philippines;

Financial Records — refer to records created
and maintained by the agency about their
financial transactions and obligations;

Fiscal Value — refers to the relative worth
or usefulness of records pertaining to
financial transactions and obligation of
agencies and organization;

General Records Disposition Schedule —
refers to a records control schedule
governing the disposition of specified
recurring records series common to all
government agencies issued by National
Archives of the Philippines;

Inventory — refers to a descriptive listing of
the records holding by record series
indicating its specific location, inclusive
dates and volume in cubic meters; conduct
of related activities to locate. idantifv
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describe, count, and measure all records in
the office and storage area including all
loose and bound papers, microfilms, optical
disks, and magnetic tapes and disks;

Legal Value ~ refers to the value of records
containing evidence of legally enforceable
rights or obligations of government and/or
private person;

Letter of Availment — refers to letter of
agencies availing the services of the NAP
official buyers of valueless records;

Mode of Disposal — refers to destruction of
valueless records by Sale, Landfill/ Burying
or any other ways;

Permanent Records — refer to records which
usefulness are worthy of preservation
because of their administrative, legal and/
or archival (historical and research)
significance;

Public Records - refer to records or classes
of records, in any form, in whole or in part,
created or received, whether before or after
the effectivity of R.A. 9470, by a government
agency in the conduct of its affairs, and
have been retained by that government
agency or its successors as evidence or
because of the information contained
therein;

Records — refer to information, whether in
its original form or otherwise, including
documents, signatures, seals, texts, images,
sounds, speeches, or data compiled,
recorded, or stored, as the case may be:

(1) in written form on any material; or

(2) on film, negative, tape, or other
« medium so as to be capable of being
reproduced; or

(3) by means of any recording device or
process, computer, or other electronic
device or process;

Records Disposition ~ refers to the
systematic transfer of non-current records
from office to storage area, identification and
preservation of archival records and the
destruction of valueless records:

Records Disposition Schedule — refers to a
listing of records series by organization
showing, for each records series the period
of time it is to remain in the office area, in
the storage (inactive) area and its
preservation or destruction;

Records Series — refer to a group of related
records arranged under a single unit or kept
together as a unit because they deal with a
particular subject, result from the same
activity or have a special form;

Request for Authority to Dispose of
Records ~ refers to NAP Form No. 3 used
in the disposal of valueless records;

Requesting Agency - refers to any agency
other than the National Archives of the
Philippines who have filed a request for
authority to dispose of records:

Retention Period - refers to the specific
period of time established and approved by
the National Archives of the Philippines as
the life span of records, after which they
are deemed ready for permanent storage
or destruction;

Temporary Records — refer to records that
already serve the purpose for which they
had been created:

Valueless Records ~ refer to all records that
have reached the prescribed retention
periods and outlived the usefulness to the
agency or the government as a whole;

Volume of Records — refers to quantity of
records in terms of cubic meter.

ARTICLE Il

GENERAL REQUIREMENTS ON
DISPOSAL OF VALUELESS RECORDS

ral Reguirements

3.1. Use the General Records Disposition
Schedule (GRDS), Agency Records
Disposition Schedule (RDS) and/or
specific laws and regulations in
determining public records for disposal.

3.2. Ensure that only records with a
Disposal Schedule are destroyed after

tha rrrmandatine af e mastad fow adaos oo
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3.3

3.4

3.5,

3.6.

3.7.

3.8.

4.1,

Ensure that records to be disposed
have a number and subject/titie as in
the Agency Records Disposition
Schedule and General Records
Disposition Schedule.

Conduct periodic examination of
agency files at least once a year to
identify valueless records that can be
requested for disposal.

Separate the records for disposal from
those for further retention as
suggested by the National Archives of
the Philippines.

Do not dispose any public records
under their administration and control
without authority from the National
Archives of the Philippines.

Do not dispose public records that are
involved in any case until they are
finally-decided upon or settled.

Do not dispose financial records that
are subject of audit by the Commission
on Audit until they are post-audited and
finally settled.

ARTICLE IV
DISPOSAL PROCEDURES

Rule 4. Determination of Valueless
ords for Disposal

S

Agency personnel concerned shall
determine the valueless records by
checking their specific and authorized
retention periods using the agency's
RDS, GRDS and/or specific laws and
regulations as the legal basis.

4.2, Agency personnel concerned shall

estimate the volume of the valueless
records to determine and facilitate
economical disposal.

5.1 Agency personnel concerned shall
accomplish the Request for Authority
to Dispose of Records (NAP Form No.
3) in three (3) copies and properly fill-

5.2,

6.1.

6.2,

covered, volume and authorized
retention periods in the Agency RDS,
GRDS and/or specific laws and
regulations are complied with such as:

5.1.1. financial records that are subject
of audit by the Commission on
Audit (COA) were post-audited
and finally settled, and

5.1.2.the records involved in a case
or investigation were finally
decided upon or settled.

Upon completion of Request for
Authority to Dispose of Records and
the agency officials concerned have
approved and signed the request,
agency personnel concerned shall

- submit the same to NAP.

LE

Upon receipt of the Request for
Authority to Dispose of Records, the
same shall be forwarded to the Chief
of Records Management Services
Division (RMSD) for NCR and Luzon
requests; Head of Cebu Regional
Archival Network (RAN) for Visayas
requests and Head of Davao Regional
Archival Network (RAN) for Mindanao
requests.

The Chief of RMSD/Cebu RAN/Davao
RAN concerned shall assign a division
staff to evaluate the valueless records
requested for disposal who shall then
prepare and submit an analysis report
based on histher evaluation and/or
examination.

ule 7. ity Di

8.1

7.1. The Executive Director, upon the

recommendation of the Chief of RMSD
and based upon hisfher final evaluation
and judgment shall issue the Authority
to Dispose of records indicating therein
the mode of disposal.

Upon approval of the Request for
Authority to Dispose of Records, the
requestina acgencv shall ha natifisd An
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8.2

8.1.1. In case the mode of disposal
is by Sale, the guidelines on
Government Procurement shail
be followed in the selection of
contracted buyer. A copy of the
contract shall be submitted to
NAP prior to the actual
disposal. For agencies that
opted to avail the services of
NAP official buyer, a letter of
availment shall be submitted
to NAP.

The Chief of RMSD/Cebu RAN/Davao
RAN concerned shall inform the
requesting agency on the actual date
of disposal, who in turn will notify its
Resident Auditor on the date of actual
disposal.

Rule 9. Segregation and Custody of

8.1

ul

10.1

10:2.

Rule 1

111

s

The Records Officer/Archivist/Records
Custodian of the agency shall
supervise the segregation of valueless
records and be responsible for their
safekeeping until their actual disposal.

10. Actual Disposal

. Actual disposal shall be witnessed b

Authorized Reprasantatives from the
| fequesting agency\INAP an®COA to
ensure that the records to be disposed
of are the same records that were
authorized for disposal.

Witnessing of actual disposal by
NAP authorized representative shall
be dispensed with for those
agencies that have been compliant
with all the government recordkeeping
requirements as ascertained by NAP
or in instances deemed appropriate
and expedient by the Executive
Director based on economy, nature
of records series involved and track
records of the agency.

ificate isposal

. A Certificate of Disposal shall be

prepared in three (3) copies by the
NAP authorized representative who

11.2.

1.3,

will witness the actual disposal of
records and ensure that all pertinent
data are complete.

In cases where the witnessing by NAP
authorized  representative s
dispensed with, Records Officer/
Archivist/records Custodian of the
agency shall prepare the said
Certificate of Disposal in three (3)
copies.

The distribution of copies shall be as
follows: Requesting Agency — Original
Copy: NAP — 2" Copy and COA — 3~
Copy.

Rule 12. Proceeds of Sale

12

13.1.

All proceeds realized from the sale of
valueless records shall be remitted
either {o the National Fund, Local
Government Fund, Revolving or Trust
Fund.

Disposal of damaged permanent
public records and damaged public
records that have not yet passed their
prescribed retention periods shall be
considered for authorized disposal
only upon submission to NAP of the
following reguirements:

13.1.1. Official Report pertaining to
the non-usability and extent of
damage done to the records;
causes of the damage to the
public records; photo docu-
mentation and information on
what other agency records
series can the data or
information of the damaged
public records be found:

13.1.2. Request for Authority to

Dispose of Records (NAP

Form No. 3) in three (3)

copies and properly filled-up

with the specific records
series, period covered and

wesliimma ~f tha darwssmanrd o dalio
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records, approved and signed
by agency officials concerned;

13.1.3. Certification that the said
damaged public records that
are subject of audit by the
Commission on Audit were
post-audited and finally
settled, and/or the records
involved in a case or
investigation were finally
decided upon or settled; and,

13.1.4. If expediency demands and
upon the order of the
Executive Director, an official
report from NAP Repre-
sentative who shall conduct
an actual physical inspection
and evaluation of the
damaged public records.

13.2. Upon issuance of authority to dispose,
the same disposal procedures in
these guidelines shall be strictly
complied with.

ARTICLE V
OFFENSES AND PENALTIES
Rule 14, Offenses

14.1. A person who, willfully or negligently,

damages a public record or disposes
of or destroys a public record in
violation of the provisions of R.A. 8470
and its IRR or contravenes or fails to

comply with any provision of said Act
and its IRR shall be deemed to have
committed an offense.

15.1. Any public officer committing any of
the unlawful acts of omissions
mandated under R.A. 9470 shall be
punished by a fine of not less than
Five Hundred Thousand Pesos
(Php 500,000.00) but not exceeding
One Million Pesos (Php 1,000,000.00)
or be imprisoned for not less than five
(5) years but not more than fifteen
{(15) years and/or both fine and
imprisonment at the discretion of the
court without prejudice to the filing of
administrative charges that would
result to such public officer’s perpetual
disqualification from public office, and
forfeiture, in favor of the government,
of his salary and other lawful income.

ARTICLE VI
MISCELLANEQUS PROVISIONS

All orders, rules and regulations or part
thereof, which are inconsistent herewith are
hereby repealed or amended accordingly.

This Circular shall take effect fifteen (15)
days after its publication in the Official
Gazetis.
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National Archives of the Philippines

REPUBLIC OF THE PHILIPPINES
NATIONAL ARCHIVES OF THE
PHILIPPINES
PAMBANSANG SINUPAN NG PILIPINAS
TNL BLDG., T.M. KALAW STREET, ERMITA
MANILA 1000
TEL NOS. 521-8830/525-0021/525-1407 LOC. 103

NAP GenerarL CircuLar No. 1
January 20, 2009

TO THEADS OF ALL BRANCHES OF THE

GOVERNMENT, CONSTITUTIONAL
OFFICES, LOCAL GOVERNMENT UNITS
(LGUS), GOVERNMENT-OWNED AND
CONTROLLED CORPORATIONS (GOCCs),
GOVERNMENT FINANCING INSTITUTIONS
{GFls), STATE UNIVERSITIES AND
COLLEGES {SUCs), PHILIPPINE
EMBASSIES, CONSULATES AND OTHER
PHILIPPINE OFFICES ABROAD.

SussecT: RULES AND REGULATIONS GOVERNING
THE MANAGEMENT OF PUBLIC
RECORDS AND ARCHIVES ADMINISTRA-
TION

These rules and regulations are issued
under the provision of RA 9470 otherwise
known as the National Archives of the
Philippines Act of 2007 and its Implementing
Rules and Regulations, to effect better
coordination in the management of
government records and public archives.
The National Archives of the Philippines is
mandated to plan, develop, prescribe,
disseminate, and enforce policies, rules and
regulations and coordinate government-wide
programs governing the creation, general
protection, use, storage and disposition of
public records including the acquisition,
storage and preservation of public archives
and providing facilities for reference,
research or other purposes.

(Sgd.) MARIETTA R, CHou
Acting Executive Director

ARTICLE |
COVERAGE

Rule 1

These rules and regulations have been
promulgated to be followed by all
government agencies empowering better
coordination in the management of
government records and public archives.

ARTICLE i

RECORDS AND ARCHIVES
TERMINOLOGY

Rule 2. Definition

Access ~ refers to the granting of permission
to:

(1) use the reference service of an
archives institution:

(2) examine and study individual
archives and records or collections
held by archives; and

(3) extract information from archives and
records for research or publication;

Accession — refers to the process of
transferring non-current / archival records
from the custody of an operating agency to
the administrative control and guardianship
of a records center / archival agency;

Agency - refers to any agency other than
the National Archives of the Philippines;

Archives ~ shall refer to:

(1) public records, papers, periodicals,
books or other items, articles or
materials, whether in the form of
electronic, audio-visual, or print,
which by their nature and
characteristics have enduring value,
that have been selected for
permanent preservation;
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(2) the place (building/room/storage
area) where archival materials are
kept and preserved; and

(8) an organization (or part of an
organization) whose main function is
to select, coliect and preserve
archival records and make such
records available for public use:;

Acquisition — refers to:

(1) the act of obtaining records for the
archives, through donations,
transfers, loans, or purchase both
from public and private archives:

(2) the terms of agreement, procedures
and documentation used by archival
repositories to obtain physical and
legal ownership of archival materials
from depositors; and

(3) a unit of archival material that has
been recently collected or acquired;

Authority — refers to a conclusive statement
leading to an official decision pertaining to
records and archives management;

Classification Scheme or Guide ~ refers to
a systematic arrangement of subjects
according to a plan as an aid in classifying
file materials;

Conservation ~ refers to the physical care
and maintenance of archival materials,
including cleaning, storage, and repair;

Controlling Government Agency — shall refer
to:

(1) public office that controls the public
records;

(2) public office that has the power to
determine the conditions of access
to the public archives; and

(8) any successor of a public office that
is abolished, merged or reorganized;

Document - refers to recorded
information regardless of medium or
characteristics. Frequently used
interchangeably with “records™

File — refers to;
(1) a folder containing records: or

(2) a collection of records involving a
specific name or topic; or

(3) a class of records in a separate group
or series of file drawers; or

(4) the operation involved in arranging
records in systematic order:

File Break — refers to the termination of filing
activity for a particular file at a
predetermined time, or after a lapse of a
specific event and the beginning of a new
filing period;

File Containers — refer to steel filing
cabinets, open wooden shelves, vaults,
corrugated boxes, file jackets and the like
used to keep the records of the agency,;

General Records Disposition Schedule —
refers to a records control schedule
governing the disposition of specified
recurring records series common to all
government agencies issued by National
Archives of the Philippines;

Non-current Records ~ refer to files that deal
with completed or adjourned business not
needed for action or reference in continuing
agency transactions but have continuing
research or historical value to the
government and public;

Preservation ~ refers to all actions taken to
retard deterioration of, or prevent damage
1o, cultural materials and controlling the
environment and conditions of use and may
include treatment to maintain materials as
nearly as possible in an unchanging state;

Public Records ~ refer to record or classes
of records, in any form, in whole or in part,
created or received, whether before or after
the effectivity of R.A. 9470, by a government
agency in the conduct of its affairs, and
have been retained by that government
agency or its successors as evidence or
because of the information contained

E 4 RSP
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Records — refer to information, whether in
its original form or otherwise, including
documents, signatures, seals, texts, images,
sounds, speeches, or data compiled,
recorded, or stored, as the case may be:

(1) in written form on any material: or

{2) on film, negative, tape, or other
medium so as to be capable of being
reproduced; or

(3) by means of any recording device or
process, computer, or other electronic
device or process:

Records Center / Storage Area — refers to
an Intermediate repository in which non-
current records of various government
offices are stored until they can be
destroyed or transferred to the National
Archives of the Philippines:

Records Creation — refers to the:

(1) organization's operation wherein
exchange of written ideas between
two sources ocour:

(2) act of controlling records and
retaining them in records keeping
system; and

(3) bringing of records into_existence as
evidence of any administrative
process;

Records Custodian — refers to any agency
employee with responsibilities over a
particular set of records. A records
custodian must keep the Records Officer
informed of any issues regarding the records
in their custody;

Records Disposition Schedule — refers to
the listing of records series by organization
showing, for each records series the period
of time it is to remain in the office area, in
the storage (inactive) area and its
preservation or destruction:

Records Maintenance and Control ~ refers
to the creative process of records
management that includes the proper
handling and operations of records, the
arrangement of written materials into usable

filing sequence, and the selection of the
most efficient type of filing equipment:

Records Management — refers to the
managerial activities involved with respect
to the records creation, records
maintenance and use, transmission,
retention, and records disposition in order
to achieve adequate and proper
documentation of policies and transactions
of government for its efficient, effective and
economical operation;

Records Management Audit — refers to the
periodic inspection of the records holdings
of government offices, whether national or
local for purposes of identifying and
incorporating records series that are not yet
included in the agency's Records
Disposition Schedule:

Records Management improvement
Committee ~ refers to a group of key
officials and employees designated by the
head of the agency responsible for the
improvement of their records activities;

Records Management Manual - refers to a
guide which contain the functions,
organizational chart of the records office,
policies and standard operating procedures
on records management activities of an
agency,;

Records Office ~ refers to an organizational
unit responsible for planning, developing,
prescribing, disseminating and enforcing
policies, rules and regulations and
coordinating  agency-wide records
management program;

Records Officer — refers to the employee
responsible for overseeing the records
management program and providing
guidance on adequate and proper
recordkeeping;

Records Series ~ refer to a group of related
records arranged under a single unit or kept
together as a unit because they deal with a
particular subject, result from the same
activity or have a special form:

Reference Service - refers to the function
and activity of makina avaitahia ta fea.too .
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records, reproduction of records, or
information from or / about records, the last
in conference or in writing;

Restriction — refers to the limitation placed
by authority on access to records or
information;

Restricted Access Records — refer to
records which access have been restricted
because there exists a legal impediment
and/or standard or advice issued by the
Executive Director, NAP, that requires such
public records to be withheld from public
access,

Retention Period — refers to the specific
period of time established and approved by
the National Archives of the Philippines as
the life span of records, after which they
are deemed ready for permanent storage
or destruction;

Transfer of Records — refers to the
systematic movement of records out of high
cost space and equipment to less expensive
storage area / Records Center;

Valueless Records — refer to all records that
have reached the prescribed retention
periods and outlived the usefulness to the
agency or the government as a whole:

Vital Records — refer to records containing
information essential for: emergency
operation during a disaster: the resumption
and/or continuation of operations: the re-
establishment of the legal, financial and/or
functional status of the organization; and
the determination of the rights and
obligations of individuals and corporate
bodies with respect to the organization.

ARTICLE {1

RECORDS MANAGEMENT AND
ARCHIVES ADMINISTRATION

nuie 3. Requirements of Reco o

Archives Management

3.1. Establishment of OF
Archi anagement Program

All government agencies shall establish
and maintain an active continuing
program directed to the application of
efficient and economical records

management methods relating to the
creation, utilization, maintenance,
retention, preservation and disposal of
public records.

Establish

ffi ni

All government agencies shall each
establish their records and archives
office / unit in coordination with the
DBM and the NAP from their organic
personnel within a year from the date
of effectivity of R.A. 9470. The
Records Officer or Archivist of a
government agency shall head the said
office/unit.

Agency’s Records Officer

Each agency shall appoint a qualified
Records Officer for the purpose of
implementing and overseeing a
records management program and to
serve as liaison with the NAP.

In the absence of a qualified Records
Officer, a Records Custodian may be
designated temporarily by the head of
the agency or appointing body.

3.2

3.3

3.4 Rec s _Manage

Each agency shall create a Records
Management Improvement Commitiee
(RMIC) as an advisory body on the
development of records management,
the Chairman and members of which
shall be designated by the Head of
the Agency.

3.5

Re

Each agency shall develop and
maintain a records management
operations’ manual which shall contain
the functions, organizational chart of
the records office, policies and
standard operating procedures on
records management activities.

. h.:. D _'_' ‘,,.I o Jndana

S _Management

conduct nationwide training programs
on records and archives manamameamd

MASTER GOFY...
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including the establishment of an
archival system for both public and
private sectors.

4.2 It shall assist government agencies in
their in-house training programs
concerning records and archives
management.

5.1 Each agency shall have an integrated
program in the creation of necessary
records and copies thereof, including
reports, forms, and issuances of the
absolute minimum in the most effective
way consistent with efficiency and
economy.,

5.2 Each agency shall keep and preserve
a logbook in which shall be recorded
in chronological order all final official
acts, decisions, transactions or
contract, pertaining to their functions.
The logbook shall be in the custody
of the Records Officer/Custodian
concerned and shall be open to the
public for inspection.

5.3 The NAP shall provide assistance to
each agency in the classification of
issuances, including the conduct
of studies for developing sub-
classifications and guidelines to meet
peculiar needs.

Each agency shall have a centralized
receiving and releasing unit of all
communications for proper recording
and routing procedures under the
accountability of Records Officer/
Custodian,

6.2 File Classificatic
Filing System
Each agency shall develop a File
Classification Guide or Scheme based
on its organization and functions for a
uniform filing system.

6.3 Retention Code
Retention Code shall be effected by
each agency based on the General

Records Schedule and the agency's
Records Disposition Schedule before
the records are filed.

Each agency shall set standards and
criteria for the maximum utilization of
filing equipment and floor space for
maintaining and servicing files

File

The Records Officer and / or his duly
authorized personnel shall have the
sole access to the office files and shall
be responsible for the security of
records at all time.

6.5 Personnel Security and Access to the

Confidential records shall be kept
separately from the general files in
secured file containers.

S i .‘n E iz Fi
Each agency shall adopt requisition
and charge-out procedures in issuing
files. A follow-up device shall be
developed on charged out records.

Rule 7. Records Disposition

.1 rent Appraisal

Each agency shall prepare an
inventory and appraisal of its records
holding in the prescribed form (NAP
Form No. 1) as an initial step in
developing the Records Disposition
Schedule and for whatever purpose
the agency may deem necessary.

6.6

All  government agencies and
instrumentalities shall observe the
enclosed General Records Schedules
in determining the disposal of their
valueless records.

Agencies shall not dispose of their
records earlier than the period
indicated for each records series.
However, records may be retained for
longer periods if there is a need to
do so.
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7.3

Each agency shall establish a Records

Disposition Schedule, to be
accomplished in the prescribed form
{NAP Form 2) covering its substantive
records and those records not included
in the General Records Schedules to
serve as guide in the disposition of
records, subject to the approval of the
NAP,

Any revision or change in the Schedule
shall likewise be submitted for approval
to the Executive Director as the need
arises.

Rule 8. Turn over of Records to
successor

A person having custody of public records,
at the expiration of hisfher term of office or
employment, shall deliver to histher
successor, ornif there is none, to the National
Archives of the Philippines, all public records
in his/her custody.

: eI f ; d
Each controlling government agency
shall be responsible for ensuring that
non-current / inactive public records
are regularly reviewed and Records
Officer shall inspect the files and
recommend the transfer to the Records
Center Division, NAP or agency’s
storage area in accordance with the
approved Records Disposition
Schedule or General Records
Disposition Schedule.

9.2 Tra ' - of Non- nt

Inactive F ic Records

Transfer of non-current / inactive public
records of a controlling government
agency (national and local) to the
Records Center Division, shall be in
accordance with the approved Records
Disposition Schedule for public records
of more than five years retention
period, and upon recommendation of
Records Management Analyst /
Archivist based on their final
evaluation.

All public records which are in or shall
come into the possession of any
government agency shall, upon
abolition and/or absorption of such
agency, be transferred to the custody
of the NAP; provided, that such
transfer is consistent with the provision
of any law or ordinance that declared
the abolition and/or absorption of that
government agency or political
subdivision,

Authority to Transfer

Request for authority to transfer public
records to the Records Center Division
shall be effected upon the
recommendation of the Chief, Records
Center and approved by the Executive
Director, NAP.

9.4

Public records in the Records Center
Division, NAP may be requested for
loan or permanent withdrawal by the
owning agency.

Public records of abolished agencies
shall not be loaned or permanently
transferred for an indefinite period to
another office unless approved by the
Executive Director.

10.2

grred C Recoro

.N0S3 ansferred Publi
Public records in th custody of the
Records Center Division can only be
disposed of upon the final
recommendation of the Records
Management Analyst / Archivist and
with a written concurrence from the
owning agency.

Public records of defunct agencies
can be disposed of upon the
recommendation of the Chief, Records
Center Division based on the
final evaluation of the Records
Management Analyst / Archivist and
approved by Executive Director.

MASTER (‘OF’M
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Disposal of transferred pubic records
shall follow the guidelines on disposal
of valueless records.

10.3 Transfer of Public Records to Archives
Collection and Access Division

Public records from the Records
Center Division (RCD) adjudged /
deemed to be of archival value shall
immediately be transferred to the
Archives Collection and Access
Division (ACAD) for permanent
preservation.

Restricted records which have been
transferred by government agencies
are accessible only to authorized
personnel of the transferring agencies.

11.41 Direct Transfer
The ACAD is authorized to take into
its custody all government records with
enduring value and other historical
materials for research and preservation
purposes.

11.2 Donations
Donations may be accepted from
public and private sectors or entered
into exchange policy agreement,
subject to existing Philippine laws and
evaluation policies of the NAP.

11.3 Acquisition
The physical nature and condition of
the records, weighed against the
capacity of the Archives Collection and
Access Division (ACAD) to collect and
ensure access to them in the present
and the long-term, will be considered
as criteria in deciding whether or not
to acquire or retain records, particularly
technology-dependent records.

11.4 Access to Archival Materials
Any person who wishes to request
information or have access to archival
materials shall follow the procedures
set by the ACAD.

11.5 Preservati hiva rd
11.5.1 Archival records shall be
stored in authorized renn.

sitories and shall be accessible
to the public, subject to certain
security and safety measures
o preserve the integrity of the
records.
11.5.2 It shall be the responsibility of
the ACAD to protect archival
documents in its custody and
the Archives Preservation
Division (APD) to undertake
corrective measures to
rehabilitate  deteriorated
documents in accordance with
widely accepted standards.
11.5.3 All public officials and
employees of government
agencies shall consult with
the NAP regarding proper
methods and materials before
undertaking conservation of
any public records,

1 3 O1_ATCnIive
The Executive Director may subject
to condition that he/she deems
appropriate, authorize, in writing, the
publication or replication of a public
archive that is an open access record.

piast

Accessing or replicating a public
archive or protected records which is
under the control and custody of the
NAP shall be deemed prohibited.
Such prohibition on public access shall
be noted in the Public Access Registry,
in accordance with Sec. 15(e)(2) of
R.A. 9470.

ARTICLE IV
PUBLIC ACCESS

Each agency must institute adequate
records management controls over the
maintenance and use of records wherever
they are located to ensure that all records,
regardless of format or medium, are

organized, classified, and described to
nromonte their ancoecihility
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The National Archives of the Philippines
shall provide official information, records or
documents to any requesting public, subject
to applicable fees and charges, except if:

13.1 National '
Such information, record or document
must be kept secret in the interest of
national defense or security or the
conduct of foreign affairs:

13.2 Safety of an Individual

Such disclosure would put the life and
safety of an individual in imminent
danger;

13.3 Established Privilege
The information, record or document
sought falls within the concept of
established privilege or recognized
exception as may be provided by law
or settled policy or jurisprudence;

Such information, record or document
comprises drafts or decisions, orders,
rulings, policies, decisions, memo-
randa, and the like;

13.5 Investigatory Records

It would disclose investigatory records
complied for law enforcement
purposes;

13.5.1 Interfere with enforcement
proceedings;

13.5.2 Deprive a person of a right to a
fair trial or an impartial
adjudication:

13.5.3 Disclose the identity of a
confidential source;

13.5.4 Unjustifiably disclose investigate
techniques and procedures:

13.6 Premature Disclosure of Information

It would disclose information, the
premature disclosure of which would:

13.6.1 Endanger the stability of
financial institution;

13.6.2 Frustrate the implementation
of a proposed official action,
except that of Rule 44(e)(2) of
the LR.R. of the R.A. 9470;

Rule 14. Confidentialit

14.1 Duties of NAP on lts Coliections

The NAP shall protect and uphold the
right of individuals, groups and/or
organizations to privacy, including
records, protocols and policies against
indiscriminate usage.

ception to the Man
The requirement for confidentiality shall
be waived in when responding to the
subpoena duces tecum and subpoena
ad ftestificandum issued by the court
with jurisdiction over legal proceedings;
when complying to the requirements
as provided in Sec. 28 of the R.A.
9470, and when employees and official
of the National Archives of the
Philippines are performing such
functions that are inevitably part of the
work process.

14.2

ARTICLE V
GENERAL PROVISIONS

for

Charges
certifications for non-availability of records
shall be collected in accordance with
existing laws, and regulations.

certified copies and

The NAP shall provide technical assistance
on matters conceming records / archives
management to all entities of the executive,
legislative and judiciary branches of the
government, constitutional offices, local
government units, government-owned and/
or controlled corporations, government
financing institutions, state universities and
colleges, Philippine embassies, consulates
and other Philippine offices abroad.

Reference service on records transferred
in the custody of the Records Center /
ACAD mav be reauested hv nereane havina
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NATIONAL ARCHIVES OF THE PHILIPPINES
Pambansang Sinupan ng Pilipinas

GENERAL RECORDS DISPOSITION SCHEDULE
common to all Government Agencies

Series 2009
1 Acknowledgment Receipts To be filed with appropriate records series
2 Brochures/Leafiets/Phamplets (About or by the agency) | 1yearprovided 1 copy is retained for
reference
3 Calendars/Schedules of Activities or Events 1 year
4 Cartificates of Appearance/Clearances 1 year
5 Cartifications 1 year
6 Charts PERMANENT
Functional
Organirational
7 Correspondences
Non-routine To be filed with appropriate records series
Routine 2 years after acted upon
8 Delivery Receipts 2 years
B Directories of Employees/Officials 2 years after superseded
10 Feasibility Studies PERMANENT if implemented, otherwise
dispose after § years from date of record
11 Gate Passaes § months
12 inquiries 2 years after acted upon
13 issuancas
issued by or for the head of ag PERMANENT
documenting policissfunctions!
programs of the agency
Issued by or for the head of agency 2 years after superseded
reflecting routinary information or
instruction
14 Lists 1 year after updated
Associations
Committeas
Cooperatives
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NUMBLR|  RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
cont. 14 | Lists 1 year afler updated
Donors
Mailing
Transmittal To be filed with appropriate records series
Others
% Logbooks
incoming/Qutgoing Correspondences 2 years after date of last entry
Visitors
Ordinary 2 years after date of last entry
ViR PERMANENT
Cthers 2 years after date of iast entry
18 Manuals PERMANENT
17 Meetings/Proceedings Files
Agenda 1 year
Minutes
Hoard/Executive Committes PERMANENT
Staff 1 year
Notices 1 year
18 Official Gazettes . PERMANENT
19 Permits 1 year after renewed/expired
20 Pians
ActionfWork 3 years after implemented
Others PERMANENT if implemented, otherwise
dispose 5 years from date of record
21 Press Releases (About or by the agency) PERMANENT
22 Programs
Work 3 years
Others PERMANENT if implemented, olherwise
dispose 5 years from date of record
23 Proposals PERMANENT if implemented, otherwise
dispose 5 years from date of record
24 Fublications (Record Set) PERMANENT
25 Reorganization Records PERMANENT
26 Reports
Annual/Special PERMANENT
Others 2 years after incorporated in the Annuat
Report
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NUmBtr|  RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
27 Requasts 2 years after acted upon
28 Slips 1 year
Locator
Permission
Routing
28 Speeches {Record Set) PERMANENT
30 Standard Operating Procedures {SOP) PERMANENT
3 Telegrams 1 year after acted upon
az Trip Tickets 1 year
BUDGEY RECORDS
33 Aliotment Files
Advices of Allotment (AA)} 3 yvears
Agency Budget Matrixes 3 years
Allotment Release Orders 3 years
General (GARO)
Special (SARO)
Obligation Request/Ships (ALOBS) 3 years
Plan of Work and Requests for Allotment 3vears
Registries of Aliotment & Obligations (RAQ) 10 years
Capital Outlay {(RAOCO)
Financial Expenses (RAOFE)
Maintenance & Other Operating
Expenses (RAOMQ)
Personal Services (RAQPS)
Requests for Obligation of Allotment (ROA) 3 years
Statements of Allotment, Obligations & | 3years
Balances (SAOB) '
Staternents of Appropriations, Allotment & 3 years
Advice {SAAA)
34 Annual Budgets . 3years
35 Budget Estimates Including Analysis Sheets 3 years
and Estimates of Incoma
36 Budget Expenditures 5 years
Sources of Financing
37 Budget Issuances { Those used as authority 10 years
for agency transactions)
38 Budget Sheet Analysis 3 years
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NUMBER RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
39 Budgetary Ceilings 3 years
40 Cash Allocation Cellings/Notices of Cash Allogation Jyears
41 Certifications of Funds Availability 1 year
42 General Appropriations Acts 3 years
43 Organizational Performance Indicator Framework (OPIF) | Permanent
44 Physical Reports of Operations 3 years
45 Special/Supplemental Budgets 3 years
48 Work and Financial Plans 3 years
47 Abstracts
Daily Collections 5 years
Deposits and Trust Funds 5 years
General Collections 5 yeats
Sub-Vouchers 2 years
48 Advices
Checks issued & Cancelled 4 years
Remittance 10 years
49 Annual Statements of Accounts Payable PERMANENT
50 Auditor's Contract Cards 3 years
51 Authorities for Allowances 2 years after terminated
52 Authortzations 1 year after expired
Overtime
Purchase of Equipment/Property
Transfer of Fund
Travel
Others
53 Bank Slips 10 years
Deposit
Remittances
54 Bille 10 years after settlad
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HU%E:ER RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
55 Bonding Files
Action 3 vears
Applications/Requests 3 years
Fidelity/Surely Bond 5 years after expiredieminated
indemnity for issue of Due Warrant 3 years
56 Books of Final Entry PERMANENT
General Ledgers
Subsidiary Ledgers
87 Books of Original Entry PERMANENT
Cash Disbursement Joumals
Cash Journals
Cash Receipts Journals
Check Disbursement Joumnals
General Jourmnais
Journals of Analysis of Obligation
Journals of Bili Rendered
Joumals of Check Issued
Journals of Collection and Deposit
Journals of Disbursement by Disbursing
Officer
58 Cash Flow Charts PERMANENT
59 Certificates
Settiement and Balances 10 years provided post-audited, finally
settied and not involved in any case
Shortages 10 years after settied
&0 QClaims 10 years after settied
insurance
Health Benefits
Hospital
81 Checks and Check Stubs 10 years provided post-audited, finally
settied and not involved in any case
82 Daily Cash Fiow 3 years
63 Daily Staternent of Coliactions 5 years
64 Expense Ledgers PERMANENT
65 Financial Statements PERMANENT
Balance Sheets
Income Statements
Statements of Cash Flows {Annual)
Staternents of Operation
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" grf;;an | RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
66 Indices of Payments
Creditors 5 years
Employees 15 years afler retired/separated
Sundry Payments by Checks/Warrants PERMANENT
87 Journat Entry Vouchers 12 years provided post-audited, finally
seitied and not involved in any case
58 Lists of Remittances PERMANENT
Loans
Pramiums
69 Logbooks of General Funds 3 years after date of ast entry
70 Monthly Settiements of Monthly Subsidiary 2 years
Ledger Balance
71 Notices 3 vears after settled
Disallowances
Suspensions
72 Official Cash Books PERMANENT
73 Ofiicial Cash Books for Bank Cash Book | PERMANENT
74 Offictal Receipts 10 years provided post-audited, finally
setled and not involved in any case
5 Orders of Payment 10 years
78 Payrolis 10 vears provided post-audiled, finally
seltied and not involved in any case
77 Payrall Payment Slips/Pay Slips 10 years
78 Quarterly Statements of Charges to Accounts 10 years
Payable
79 Registry Books of Checks Released PERMANENT
80 | Registers | PERMANENT
Checks/Warrants
Checks/Warrants Control
81 Reliefs from Accountabifity 10 years provided a copy is filed with
Decisions 201 files
Requests
82 Reports
Accountabilities for Accountable Forms 3 years after cash had been examined
Cash Disbursements 10 years
Cash Examinations 3 years provided post-audited, finally
settled and not involved in any case
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Nmﬁn RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
cont. 82 | Reports
Collecting & Disbursing Officers 10 years provided post-audited, finally
Chetks Issued & Cancelled settled and not involved in any case
Collections & Deposits
Disbursemants
Daily Cash Reports 3 years
Liquidations 10 years
Monthly Income 10 years
Overdrafts and Misuse of Trust Funds § years after case had been settied or
terminated
Petty Cash Replenishments 10 years provided post-audited, finally
setfied and not involved in any case
83 Schedules of Accounts Receivables 3 years
84 Statements
Accounts
Current 3 years
Payable 10 years
Receivable PERMANENT
Common Funds 10 years
Financial Conditions 10 years
Profits and Losses PERMANENT
Recongiliations 10 years
85 Summaries of Unliquidated Obligations and 10 years
Accounts Payable
86 Sundry Payments 10 vears
87 Treasury Checking Accounts of Agency (TCAA) 10 years
88 Treasury Drafts 10 years
89 Treasury Warrants 10 years provided post-audited, finally
seltled and not involved in any case
QO Trial Balances and Supporting Schedules
Cumulative Results of Operations-Unappropriated PERMANENT
Final Annual Trial Balances
Accounting's Copy 10 years after Annual Financial Report
had been published
Auditor's Copy PERMANENT
Regional Office Copy 10 years after Annual Financial Report
had been published
Monthly/Quarterly Trial Balances 2 yaars after consolidated in the Annual
Financial Report
Prefiminary Trial Balances
Accounting’s Copy 10 years after Annual Financial Report
had been published
Auditor's Copy PERMANENT
Regional Office”s Copy 10 years after Annual Financial Report
had been published
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m RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
a1 Vouchers, including Bills, invoices & Other 10 years provided post-auditad, finally
Supporting Docurmnents selfled and not involved in any case
Disbursaments for COA & Accounting Office/Dapartment/
Joumnals Division/Section/Unit. All other coples
Petty Cash dispose after 1 year,
Reimbursement Expense Receipts
Travelling Expenses
92 4 years after superseded
93 Annual Summary Reports for Replacement 5 years
Program for Non-Eligibles
94 Applications
Employment 1 year
Leave of Absence and Supporting Docurnents 1 year after recorded in the leave cards
Relief of Accountability 5 years after separatediretired
Ratirement/Resignation 1year
95 Attandance Monitoring Sheets 1 year
88 Authorities/Requests to Create or Fill 2 years after vacant positions had been
Vacant Positions filled up
87 Certifications 1 ysar
Employment
Residency
Service
Othars
88 Comparative Data Matrix of Employees | 2 years
99 Daily Time Records 1 year after data had been posted in
leave cards and post-audited
100 Employee Interview Records | 1year
101 Handwriting Specimens/Signature PERMANENT
102 Job Order Empioyment Contracts % years after terminated
103 Leave Credit Cards 15 years after separated/retired
104 Lists of Eiigibles/Non-Eligibles 1 year after updated
105 Logbooks
Arrival & Departure of Employses 2 years after date of last entry
Attendance 1 year provided lsave and undertimes
are posted in the leave card
Clearances Issued 2 years after date of last entry
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AUTHORIZED RETENTION PERIOD

108

107

108

108

110

111

112

113

114

118

116

on Account of liiness/Matemity

GSIS

Pag-ibig
PhilHealth

Parformance Files

Practice/Teach

Appointments
Acceptance of Resignation
Approval of Retirament
Awards
Benefi/Gratuity
Certificates
Eligibifity
Rural Service
Training/Seminar Attended
Change of Marital Status/Name
Clearance (latast)
Designations/Detaits
Oaths of Office
Parsonal Data Sheel (latest)
Position Descriptions
Reinstaternents
Service Records {updated)
Statements of Duties and Responsibilities

Medical Certificatss in Support of Absence 3 years after absences had been

Membership Files 15 years after separatediretired

Merit Promotion Plans | 1 year after superseded

Appraisal 1 year
Evaluation 1 year
Rating Cards 5 yoars
Target Worksheets 1 year

| Permissions to Engage In Business/Private 2 years after expired

| Personal Data Sheets (Curriculum Vitae/Resume) 1 year after superseded

Personnel Folders (201 Files) 15 years afier separatediratired

Plantilla of Personne! PERMANENT while other coples dispose
after 3 years

Posltion Allocation Lists 3 years
Position Ciassifications and Pay Plans 5 years after superseded

Recommendations/Referrals 1 year after acted upon

recorded in leave cards

056?61—;-«-8
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m’( ”I_ Eggg RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
117 Reports
Examinations 2 ypars
Personnel Actions PERMANENT
118 Reguests 1 year after acted uponicleared
Accumulated Leave Credits
Approval on Promotions
Bonding Officials/Emplovees
Changes of Status
Reinstatements
Transfers
118 Salary Standardization Records 5 years after superseded
120 Staffing Patierns PERMANENT
121 Service Cards PERMANENT
122 Statements of Assets and Liabilities 10 years
LEGAL RECORDS
123 Administraive Cases 7 years after finally settled except
Decisions which are Permanant
124 Affidavits 1 year after purpose had been served
125 Articles of Incorporation/By-Laws PERMANENT
126 Complaints/Protests § years after seftied
127 Contracts 5 years after renewedferminated andior
finally settied
128 Decisions PERMANENT
128 Deeds PERMANENT
Daonation
Sale
130 Legal Opinions PERMANENT
131 Memoranda of Agreement/Understanding PERMANENT
132 Petitions 5 years after settlad
133 Resolutions PERMANENT
134 Special Powers of Attorney 1 year after purpose had been served

B,
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135 Subpoenas 3 years or to be filed with appropriate
Ad Testificandum case
Duces Tecum
136 Acknowledgment Receipts for Equipment (AREY 1 year after equipment had been retumed
Memorandum Receipts of Equipment (MRE),
Semi-Expendable and Non-Expandable Properties
137 Annual Procuraments 3years
Plans
Programs
138 Bids and Awards Committes Files | § years after contract of winner had
Abstracts been terminated/setiied, others dispose
Invitations after 1 year
Minutes
PrefPost Qualifications
Publications
Resolutions
139 Bills of Lading | 2 yaars after delivery had been accepted
140 Bin Cards/Stock Cards on Suppiies 3 years after date of last entry
141 Canvass of Prices 10 years if attached to vouchers,
otherwise, dispose after 2 years
142 Equipment Ledger Cards 2 years after equipment had been disposed
143 inventory and Inspaction Reporis of Unserviceable 1 year after property had been disposed
Properties
144 Inventories of Equipment/Supplies 1 year after updated
145 inventory Tag Cards 1 year after updated
146 Invoices f Receipts 3 years after issuance of clearance had
Accountable Forms been terminated/after property had
Properties/Transfer of Properties been returned
147 Invoices of Delivery on Supply Open-End Syears
Order Contracts
148 Job Orders 1 year
149 Lists of Supplies Under Suply Open-End 5 years
150 Monthly Reports of Supplies and Materials issued 1 year
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NUMBEr|  RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
151 Property Cards PERMANENT
152 Purchase Orders 4 years
153 Purchase Requests 1 year
154 Querles on Pricas of Arlicles, Additional 1 year
Funds to Meet Quotations
185 Reports of Waste Materiais 2 years
156 Requisition and issue Siips/Raquisition issue 1 year or file with appropriate records
Vouchers series
157 Shipping and Packing Lists on ems Purchased 1 year
158 Suppliers Identification Certificates with 2 years after renewed
159 Supplies Adjustment Sheets 1 yoar after post-gudited
160 Supplies Avaitability Inquiries 1vyear
161 Supplies Ledger Cards | Syears
162 Supplies Purchase Joumnals 5 years
NI OR
163 Calendars 1 year afer superseded
164 Course Designs/Outlines/Syliabi 1 year after superseted
165 Masterlists | PERMANENT
Participants
166 Resource Speaker Profiles 1 year after superseded
167 Schedules of Training/Seminar 1 year after superseded
168 Survey Evaluation Questionnaires 1 year after data had been evaluated
169 Training Mandouts 1 year after superseded
170 Training Programs/Plans 3 years after superseded
171 Training Reports 2 years
172 Workshop Results 1 ysar




