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BUREAU OF CUSTOMS
A madc, n, red ., he c, o6Jb, @ customs "din, ribt, "r, on that aJpholds good gov*Tnnnc, ar, d us among rho LLC, 10 's DC, !

MEMORANDUM

To .
.

FROM

ALL DEPUTY COLLECTORS (or EQUIVALENT OFFICER)
FOR ADMINISTRATION

SUBJECT

D OTHERS CONCERN D

.

.

MASTER C

DATE

.

.

e

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

5 June 2025

EL C. FERMIN

Commissioner, IAG

I. In order to facilitate the conduct of disposal of valueless records,
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 L, ,zori Collection Pts, tricts -

Records Management Services Division
National Archives of the Philippines (NAP)
PPL Building, 1,000 UN Avenue corner Sari Mareelino Street
Ermita, Manila
Tel. No. (02) 85213034

For V^sayas Co"ectib" Districts -

Cebu Regional Archival Network
National Archives of the Philipp'nes (NAP)
Trade Arcade Building, Heman Cortes Street
Mandaue City, 6014 Cebu
Tel. No. (032) 3468040I (032) 4227224

PY



I A G Memo No. I;^ -,,?,^,
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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:

I) 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 avanthe
services of the NAP official buye , for economic reasons and/or
instead of conducting a public bidding to select the offidal buyer of
the valueless records. In which case, a Letter of A vainme"tshall
be issued to the NAP office. (Format, Annex-E)

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.

I

For Minda"ao Collection Districts -

. .? M ASTER OPY

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. For monitoring purposes, the concerned Administrative Officers of the
Offices/Districts/Subports are required to submit to the Internal
Administration Group through the Central Records Management Division
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at crmd customs, ov. h on or before 30 JUNE 2025 their 2025-

2026 Records Management Action Plan using the format herein
attached as Annex C.

The CRMD shall monitor the implementation of the said action plan.

Also, a Certificate may be issued that NO Disposal of Records will be
recommended, should the records sto ed in your office/s have not Yet
reached its retention period.

5. Be guided accordingly.

3 MASTER C PY

REFERENCES:

I) 80C Existing Records Disposition Schedule:

https//customs. coy, ph/wp-contendup/oad$,^"202. ^,"011CMO-No. IZ-20Z5-Dts'POSa/-of-
Valueless-Records-Documentsl, pdf

2) Government General Records Disposition Schedule:

https//'7abbnal^IchiVes, 90v, ph/wp-
conten^,^"upload.^,'202, ^^/02:,,"NAR_General_Cfr'cubcNq. .5pdf
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LIST OF ANNEXES

ANNEX A

ANNEX B

ANNEX C

ANNEX D

ANNEX E

I ' ^""

EXISTING Boc RECORDS msPosmoN SCHEDULE

GENERAL RECORDS DisPOSmON SCHEDULE COMMON To ALL
GOVERNMENT AGENCIES

RECORDS MANAGEMENT ACTION PLAN 2025-2026

RE UEST FOR AUTHORriY To DISPOSE OF RECORDS

LETTER OF AVAILMENT FORM

MASTER co Y



RMAO Form No. 2

REVISED 2002

I. A enc BUREAU OF CUSTOMS

2. Address Port Area, Manila

IA 6 Memo No. I^ ~ 1071

6.11em N0 7. RECORDS SERIES TITLE & DESCRIPTION

^

SR BSINIST

Administrative Issuances

Customs Meinorandum Circulars

Customs Memorandum Orders

Customs Special Orders
Broker's Licenses

Charge Slips
Communications on:

Embassy and Consular Offices
Foreign Countries and Private Parties
Personal Tax Exeinptions
Storage Extension of Cargoes
Tax Exempt Shipment

Reports
Monthly reports of collection (All ports of entry)
Port Situations

Summary Reports (Traffic Container)
Requests/Inquiries

Applications for land located along coastal lines
Customs Matters

Shipping lines to allow surveyors to board incoming ocean vessels
Waiver of or Surcliarge o11 Shipment of Importers

Tax Exemptions

2

3

4

I- I

RECORDS DISPOSITION SCHEDULE

5

6

7

3. Schedule F

4. Date Prepe 3-Dec-02
8. Retention Period

(by ( c ) 9. Disposition(a)
Storage Total Authorit IRemarksActive

M AsTE R C

AN N Ex "A"

(Accomplish in Quintuplicate)

PERM

PERM

PERM

2

2

2

PY

5. Page

5

2

2



RMAO Form No. 2
REVISED 2002

I. Agenc BUREAU OF CUSTOMS
2. Address Port Area, Manila

IAGMemo No. 19 '20 a I

6.1tem N0 7. RECORDS SERIES TITLE & DESCRIPTION

Foreign Embassies Consular Offices
RA 3127 - Board of Industries

Government Private Of ices

Personal & Returning Residents
Seizures (VCssels, Importation)
Tax Credit

Tax Refund

COMPUTERC ER SE:ER C S

Entry Processing Stubs
IBM Cards & Continuous Fonns

Magnetic Tapes
Summary of Importation by Tariff Paragraph
Transcribing Sheets

GA &

Inquiries/Requests
Seizure Cases (Appeals, Protests, Decisions
Subpoena/Subpoena Duces Tecum
OF I^. A ON& NEO CE^^ N SER

Abstract of Collections

Alert Notices

Applications
Bonds

Liquidation of Raw Materials

8

9

10

1-6

t,

12

13

14

15

RECORDS DISPOSlnON SCHEDULE

46

17

18

19

20

21

ENCE SEI^.

3. Schedule r

4. Date Prepe 3-Dec-02
8. Retention Period

(a) to) ( c ) 9. Disposition
Storage Total AuthorityRemarksActive

MASTER ^. SI. ^"

ES

AN N Ex "A"

(Accomplish in Quintuplicate)

5. Page

2 2

Dispose 6 in OS after data are transferred to Magne
PERM

PERM

Dispose I year after transcription

10

10

10

Disposal is covered by Administrative Order No. I O
3 3

2

3

2

3

3

5

3

5



RMAO Form No. 2
REVISED 2002

IAGMemoN0. I^ '-2021.^

I . Agenc BUREAU OF CUSTOMS
2. Address Port Area, Manila

6.1tem N0 7. RECORDS SERIES TITLE & DESCRIPTION

22

23

24

25

26

27

28

29

30

31

32

Shipside Discharge
Articles of Incorporation of Surety Companies
Asean Preferential Trading Agreement
Bad Order Cargoes
Baggage Declarations
Berthing Orders
Bills of Customs Brokers

Boatnotes (transfi=r & delivery of imported Goods)
Bonds for Delivery without Bill of Lading
Board of Investments Deferred Payments of Surety Bonds
Cancellation of Bonds

Clearances

Berthing Orders
Exportations
Inspections, Identifications and Loading
Lading
Origin (GSP fonn A)

Origin of General Merchandise Releases (White Co)
Short Shipments/non-Shipments (Shipping Companies)

Chargeable Bonds
Checklist (Bonds)
Communications on:

Consuloar Offices

I' ?

RECORDS DISPOSITION SCHEDULE

33

34

35

3. Schedule r

4. Date Prepe 3-Dec-02
8. Retention Period

(a) (by ( c ) 9. Disposition
Storage Total Authority/RemarksActive

illASTER

ANNEX "A"

(Accomplish in Quintuplicate)

2

2

2

2

2

2

2

2

10

2

2

5. Page

ORY

3

8

3

3

5

10

5

5

2

5

5

5

13

5

5

3

3

3

3

3

3



RMAO Form No. 2
REVISED 2002

11G Memo No. 13 ~ 2021116 emo o,

I. A enc BUREAU OF CUSTOMS

2, Address Port Area, Manila

6.11em N0 7. RECORDS SERIES TITLE & DESCRIPTION

Embassies

Government

Transacting Public
Crew Declarations

Customs Bonds & Working Papers
Berthing
Common Carriers

Customs Brokers

Documentary
General Importers
Land Carriers

Miscellaneous (Berthin, Tonnage)
Ordinary Surety Bond of Truck Operations
Re-Export
Shipside
Tonnage
Warehousing

Custoins Cooperation Council
Customs Official Receipts
Daily abstract Deposits
Daily Collection Reports
Daily Record of Import Entries
Drawback Claims

36

37

I' 2

RECORDS DISPOSITION SCHEDULE

38

39

40

41

42

43

3. Schedule r

4. Date Prepe 3-Dec-02
8. Retention Period

(a) to) ( c ) 9. Disposition
Active Storage Total Authority/Remarks

MASTER Co

ANNEX "A"

(Accomplish in Quintuplicate)

5. Page

Y

2

3

2

5

2

8

7

3

10

10

5

10

5

2

3



RMAO Form No. 2
REVISED 2002

In 61' !!:!0 No. I'^ ~.?@"21

I. A ency BUREAU OF CUSTOMS
2. Address Port Area, Manila

6.1tem N0 7. RECORDS SERIES TITLE & DESCRIPTION

Entries

Export
Foimal

Import
Informal

Processing
Warehousing

Entry Transmittal Slips
Examiner's Daily Reports (Embroidery
Export Declaration

Commercial Documents (invoices, Telegrams, transinittals, etc. )
Commodities clearance

48 Free Pratigue
49 Gate Pass (transfer & delivery of Imported Articles
50 General Agreement o11 Tariff & Trade (GATT)
51 General Declarations
52 Generalized Systems of Prefierences
53 Llnquiries/Replies (Domestic & International)
54 rutinerary of Vessels Documents
55 'Invoices

Auxilliary
Commercial

Consular

44

I' ?

45

46

47

RECORDS DISPOSITION SCHEDULE
3. Schedule I

4. Date Prepe 3-Dec-02
8. Retention Period

(a) to) ( c ) 9. Disposmon
Active Storage Total Authorit IRemarks

5 5 10

I. A AsTE R ^:, 9. ,,PY
AN N Ex 'A"

(Accomplish in Quintuplicate)

5. Page

2

2

2

2

2

2

2

2

2

2

2

2

2

5

2

2

2o

o

3

3

8

5

5

10

2

10

2

5

2

8

3



RMAO Form No. 2
REVISED 2002

IASmemoN0. I'~-?@. 2,

I. A enc BUREAU OF CUSTOMS

2. Address Port Area, Manila

6.11em N0 7. RECORDS SERIES TITLE & DESCRIPTION

56 Lists

Boatnotes

Crew

Crew Declarations

Parcels

Packing
Price

Shipstores
Stores

Manifests

Cargo
Coastwise

Domestic

Entrance & Clearance

Foreign
Inward & Outward

Passengers (Arrival & Departure)
Transit

Masters Oath

Multilateral Trade Negotiation (MTN)
No-Dollar Import & Export Declarations
Notice of Auction Sale

Appraisal

I
,/o

57

RECORDS DISPOSITION SCHEDULE

58

59

60

61

3. Schedule r

4. Date Prepe 3-Dec-02
8, Retention Period

(a) (by ( c ) 9.0isposMon
Active Storage Total AUIhorlt IRemarks

2 53

MASTER

AN N Ex "A"

(Accomplish in Quintuplicate)

OPY

5. Page

2

2

2

5

3

8

3

5

5

10

5

10



RMAO Form No. 2
REVISED 2002

IAGMQm0110. 13 ~20 91

BUREAU OF CUSTOMSI . Agenc
2. Addres: Port Area, Manila

6.11em N0 7, RECORDS SERIES TITLE & DESCRIPTION

Award

Bidding
Gate Pass

Oath of Entering Vessels from Foreign Ports
Orders of Payment
Paid Entries of Short Duties and Taxes
Permits

Advance Delivery (Telex)
Banking Discharge
Deliver Imported Goods
Load

Shipsidc
Special (decongest, military, Bondcd, cold storage, provision, Transshipmcnt/!ocal)
Temporary (to transfer)
Transfer (bonded warehouse, cold storage Outside CY-CFS)
Van (for Withdrawal Containers)
Warehousing Application

Personal Tax Exeinption (returning Residents froin Abroad)
Recapitulations
Record Books

Alert

Entries

Finance Attaches

62

63

64

65

I. I

RECORDS DISPOSITION SCHEDULE

66

67

68

3, Schedule I

4. Date Prepe 3-Dec-02
8. Retention Period

(b) ( c ) 9. Disposition(a)
Storage Total AuthorityIRemarksActive

tvlASTER C. PY

ANNEX "A"

(Accomplish in Quintuplicate

5, Page

3

2

2

2

\

3

5

5

5

3

3

2

2

2

2

7

7

3

3

3

3

10

10

5

5

5

5
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RMAO Form No. 2

REVISE 2002

I. A eTT BUREAU OF CUSTOMS

2. Addfos9Por! Area, Manila

6.1tem No . ECORDS SERI S TITLE & D SCRIPTION

Perfonnance on Tonnage
Registered Vessels

I. If

Seizure Cases

Statistical (Customs, Tariff, CB, Trade)
Transferred Shipment in Bonded Warehouse
Transmittal

69 Remittance Advice

70 Releases

Abstract

Vessels Boarded/ BC Form 34)
National Customs Police

RECORDS DISPOSITION SCHEDULE

Entries of Customs Brokers

Shipment
Reports

Cargoes
Collection

Customs Inspectors
Disbursements

Entries (Customs Brokers)
Examination & Delivery of Cargoes at piers (Weekly)
Examiner's Flight & Examination
Guardchecks

3. Schedule I
4. Date Pre a 3-Dec-02

8. Retention Period

(by ( c 9. Disposition(a)
Stora e Total Autho ' JRemarksActive

3 52

2 3 5

2 3 5

2 3 5

RMANENT

105

2 5

2 5

102

52

importation

MASTER C . I'Y

ANNEX "A"

(AGComplis in Quintop icate)

5. Page

\

5

3

3

8

3



RMAO F^rin No. 2
REVISED 2002

t. A onc BU EAUOFCUSTOM
2. Address Port Area, Manila

Item N0 7. RECORDS SERIES TITLE & DESCRIPTI N

Port Situation

Seizures

I^611:;,, No. 17 '. 20.21
I' 13

~~~rekee ers With Warehousin Pennits, withdrawals, boatnote, 41:. Gate pas, ^)_
,--------..- ---- ^-----. -^~

Requests
_ __ _ ... .^*-- -

73

74

75

76

Shipping Lines/importers/Brokers
Value & Classification Inforrnation

Requisition Slips
--------~- -

Revision Orders

Seizures

Seizure Cases

Abandonment Proceedings
Decisions

Warrant of Seizures

--^ ---.. -~^

RECORDS DISPOSITION SCHEDULE

77

78

79

80

--~---- - ---.- ----- -

Sample Cards
Storage Ext^!Ision Of Cargg:es (31/10s. )_ . ______.
Transmittals from Agent Banks with Duplicates or Release Certificates (CBRC)
Vessels

81

82

Advice

Clearance

Voyage Memos
Withdrawal Computation Sheets

Certificate of Origin

3. Schedule r
4. Da e Pr a 3-Dec-02

8. Retention Period
(b) ( c ) 9. Disposition(a)

Store a Total Authori IRemarksActive

MASTER C^;, 8^'

ANN 'A"

Aummpllsh in au ntup Gate)

5. P go

2

3

3

PERM

PERM

PERM

PERM

3

2

2

2

2

3

10

2

3

3

5

2

5

5



RMAO Form No. 2
REVISED 2002

* A enc BURE uoFcusiroMs

2. Address Port Area, Manila

6.1tem N0 7. R Co DS SERIES T E & DESCRIP 10N

Generalized Systems of Preference (GSP)

IA G Memo No. I^ ~2, .a. I

2

I'

Preferential Trading Arrangement (PTA) White
White

Inspectors' Certificate of Ladin

If

Export Declaration
Commercial Documents (invoices, Teloegrams, Transmittals, etc. )
Commodities Clearance

RECORDS DISPOSITION SCHEDULE

3. Schedule ,

4. Date Pre a 320ee-02
8. Retenti6ii'Period

(^) (b) ( e ) 9,0 sposi '6h
Active Strae T IAIho'/Reina

2 2

2 2

MASTER <19.1:'
ANNEX "A"

( coomplish 'n uintuplicate)

5. Pa e



IA G Memo No. I^' ~.?@21IA G Memo o.

DECEMBER 25. 2023

ITEM
NUMBER

I'

. .. , =-.

RECORDS SERIES inTL. AND DESCRIPnON AUTHORIZED RETENTION PERIOD

, "7^e^onin^^e^-,*-,.. .,"t~",,-,~~*

ACKNOWLEDGEMENT RECEIPTS I veer

NTl-RED TAPE AUTHORITY IARTA) RECORDS 2 years anet superseded

BROCHURES I LEAFLETS I PAMPHLETS (ABOUT OR BY I year nrovided I copy is relatned for reference
THE AGENCYj

CALENDARS I SCHEDULES OF ACTl\/ITIES OR EVENTS

CERTIFICATES
APPCarance

Disposal o1Valireless Records with Supporting Documents
TravelCompiei. d

CERnFICATIONS

CHARTS
Functional
Organlzaiional

CORRESPONDEN6E
Nori - ROM!me

1/1. .

I

^ ,

2

3

OFFICIAL GAZE:TTE

,

4

' NAnCNAL AnallVE. S OrT}IE PHIUF, INCS
,binbans. rig Sin"pan ., g NIPfr, as

C;,:HEML RECORDS DISPOSITION SCHE?:JLE

Common to all Goven, nun, A, .richs
S. rl" at 2023

5

.

6

M ASTER C^^,!:'

7

B

Routine

9 CUSTOMER FEEDBACK SURVEYS

to DIRECTORIES OF EMPLOYEES I OFFICIALS

11 ENDORSEMENTS

12 FEASIBILITY STUDIES

Annex B

13 FREEDOM OF INFORMATION FILES
Appeal,
Manual

Repori
Requesi

GATEPASSES

IS HEALTH DECI. ARATION I CONTACT TRACING

16 INQUIRIES

17 INTERNATIONAL ORGANiZAhON FOR STANDARDIZATION
FILES

Documented Informalion Ma^lained
Code of PIaciiee I Procedure

Forms
Plan,

Adjon

Quality
Quality ManualJPdicy

1,037

t year

I year
PERMANENT
I year

t Year

PERMANENT

14

.

To be med with appropriate record series and should
IQ!lowlheielenlion Denodin which records are
attached

2 Years aner 6<1ed upon

I year after evaluated

2 years aller updaleO

6 months of 10 be 111ed tvilh approD, ite records series

Penmanenlif implemented. otherwise dispose after
5 years iron date of record

2 Years after acted upon I settled
PERMANENT. o1her copies can be disposed o1

2 years an. r revised I superseded
, year after incomeraled in Ih. Annual REDO, I
I Year after eeled upon

B months

3 morilhs after evaluated

2 yeara ane, ac:ed upon

PERMANENT. other copies can be disposed of
2 years alle, superseded

, VC. , an or revlsed I surerseded

a years after implemented
2 years aner .UPC, sed. d
PERMANENT. other 001.0s can be disposed o1

2 years after goner, eded



IA G Memo No. I;^ 'bz@ .2.1
^

ITEM

NUMBER

17

(con'11

RECORDS SERIES flit. AND DESCRIPTION

INTERNATIONAL ORGANIZATION FOR STANDARDIZATION
FILES

Dammenled Infernetiori Relained
Quality Objeclives

Fundiorial alla. ,y and Action Plan
Top Level and Fundional

Audilor I Auditee Evaluation
Competency Gap Assessment for Auditors
Conter. rice NOUca
Conlaxa of the Organizaiion Logs ICOTOl

Feedb"k MechanismI CUSIorner Sansiaciion Survey I
Issue Logs
SIak. holdersNnly"SI Requir^Its
SIrei^hls. Weaknesess. 0990rlu"11.87h, eats (SWOTi

Document Review Grid Approval Reco, d
Master'sIs
Minutes of Management Reviewl Ion Me GIIn.
Non-Conformity Mat, in
Quality References IQRi
Reports

External I Intonel Ouany Audit 110Aj
Ion SIatus
Key Pencilr. an CG Measures Summary I Graph Analysis
Monthly AGComp"shinent I Sum, mry
NoriCompliance and ConedIve AC!ion
Quality Workplace Evaluation
Rod Cause analysis

Risk I OPPorl, ,filly Assessment Register
ISO Certifications

I'
16

OFFICIAL GAZETTE

M ASTER C

18 ISSUANCES
Issued by or for the head o1 agency documenting policies I

functions I orograms dube ager"y
Issued by or for the h. ad of agency rollecUng Joujinary

information Grinsi, udion

AUTHORIZED RErE"TiON PERIOD

3 years ane, suretseded

2 years
2 years
I year

19 LISTS
Assoaatio, ,s
Conmi"ees
Cooperatives
Donors
Marines

20 LOGBOOKS
Incoming, Qingoing Correspondence
Vrsiio, s

Oldina, V
Very ImporLan, Persons

21 MANUALS OF OPERATION

PY

3 years after evaluated
3 years
3 years
I year
a years
PERMANENT

years
2 years
3 years

9, No. 52

c years
2 years
a years
a y"r,
4 years
2 years after evaluated
2 years
a years
PERMANE, rF. o1her copies can be disposed o

2 years alter expired I renewed

22 MEEriNGsieRocEEDiNGS FILES
Agenda
Minuies

Aud, o Recordings

PERMANENT

23 OFFICIAL GAZETTES

Board I EReeu"ve Communee
SI. f,

Noiices

2 rears after superseded

24 PLANS
AClion I Work
Sharesic

I year aner UPCialed

25 PRESS RELEASES ABOUT OR BY THE AGE C

2 years alter dale of 1.51 en"y

2 Years alter dale o1 last entry
PERMANENr

PERMANENT. other copies can be disposed of
5 years after revised

I year

I Year after 11001 minutes B prepared and app, wed
by the commitl. e

PERMNEN'r
a Veer
I year

PERMANENT

3 years aim, implemented

PERMANENT



IA G Memo No.

DECEMBER 25,2023

I. ^ ~^ o. 21
^

REM
NU"BER

26 PROPOSALS

27 PUBLICATIONS IRECORO SErj

28 REORGANIZATION RECORDS

29 REPORTS
ACcePiance

After MMIy IT, aimings . Seminals. Meatnqsi
Annual I Special

Agency
DMsion I Section I Unil I Office

Irispec*ion
Monthly I Semi. Annual I Weekly, Quaderlv
Terminal

30 SLIPS
Locator
PennisSiOn
Rouling

31 SPEECHES IRECORD SETi

32 STANDARD OPERATING PROCEDURES ISOPj
33 TRIP TICKErs

34 VIDEO RECORDINGS
Closed-Citeuil Television jCCTVj

Regular Acerviiies
Spedal ACilville, I Evenls

35 WORK PROGRAMS

RECORDS SERIES TITLE AND DESCRIPnON

I' I?'

OFFICIAL GAZETTE

MASTER C

PERMANENT of implemented. 6thewige dispose
S years from Ihe dale of record

PERMANENT

AUTHORIZED RErE, ,no" PERIOD

PERMANENT

Z yea, s
2 years after incorporaled in Ihe kilnual Reoori

PERMANENT
2 years aner incorporaled in Ihe Agency Annual

Report
2 years
2 years after incorporated in the funual Report
PERMANENT

PY

36 ALLOTMENT FILES
Advices

Allotmeni
Madi, icalion jMAF}
Use of Personal Service(PSI

Ager, cy Budget Mainxes
Allotmenl Release Orders

General IGARO}
SP. cial {SAROj

Obligatbn RequesVSlios to RSIorme, Iy ALOBS)
Plan of Wonk and Requesi lop Allotment
Registries

Altoh, I'm. Obligations and Disbursement
Capital Oullays jRAOOCO}
Finer, ci. I Expenses IRAODFE}
Mainienanc. and Other Operaiing Expenses
Personal Services IRAQDPSj

Budget. Unliaalions and Disbursement
ReqLiests for Ob"gainn o1 Alto"nont (ROAj
Slate mail at Allotment ON^am on$ ar, d Balances {SAOBj
Slalom"I o1 Ape, opriallon. . Altoimenl and Advice ISMAi

UAL I SPECIAL I SUPPLEMENTAL BUDGi=TS37

38 BUDGET AND FINANCIAL ACCOUNTABILITY REPORTS
torng of Due and Demur^aUe Obl^ajionsj!\ODD} .
FAR No. 3

Lint. of Allotments and Sub-AlumenlsjL4SAj-FAR No. 1-8

1,039

PERMANENT

PERMANENT

I year

6 months after SIa!us report on operalions had been
prepared

, year
PERMANENT

3 years after imp^n, Biled

3 veers
3 Years all. , settled
3 roars aner sealed
3 years
3 years

056699-9

3 years
a years
to years

3 vonrs
3 yea, s
3 Years

3 years

3 yeais



I A e Memo "0, I-^ "'@ -?I

1,040

^

ITEM
NUMBER

38
Icon, )

RECOROS SERIES TITLE AND DESCRIPTION

BUDGEr AND FINANCIALAccouNTABiLiTY REPORTS
Monthly Rel>o11 of bisbu, sellrenis IMRDj - FAR No. a
Qualerly Physical Repon of Openiion topROj - BAR No. I
Quarterly Report of Revenue and 01her Receipts IQRROR) -

FAR No. 5
Slatemen CIApproprial. one, A1bln"nls, Objigaiions.

Dish. I'S^nis and Balances ISMODBj . FAR No. I
Stalernen101Agp, ovad Budgei, Utilizations. Digbursemenl$

Balances ISASUOj . FAR No. 21101 Off - Budget Fundj
Sunnia, y o1 Appropriations. NIOtinenl, . Obligations.

Dis^luserrenls and Balances by Obj. a of Expendiiuies
isAAODBOE} , FAR No. , . A

Surrrrnary o1 Approved Budgel. Uiiltzal^ns. 015bursements
arxi Balances by ObPd of Expendilures ISASUDBOEi -
FAR No. 2 - A nor Off - Budget Fundj

39 BUDGETARY CEILINGS

40 BUDGET ESTIMATES INCLUDING ANALYSIS SHEETS AND
ESTIMATES OF INCOME

" BUDGET EXPENDITURES
Programs
Source of Financing

42 BUDGET ISSUANCES rrHOSE USED As AUTHORITY FOR
AGENCY TRANSACTIONSj

43 BUDGET PROPOSALS

BUDGET SHEET ANALYSIS

45 BUDGET UnLIZATiON REQUESTAND STATUS tauRS)

GENERAL APPROPRIATIONS ACTS46

47 NOTICES
NIOcaltons

Cash
T, anale,

Reque, I and 51.1us Adjustrneni
Budget UiUizarion
Obligation

48 ORGANIZATIONAL PERFORMANCEINOICATOR
FRAMEWORK PPIFj

SPECIAL I SUPPLEMENTAL BUDGETS 3 years

50 WORK AND FINANCIAL PLANS 3 years

lauanD. APGQUruUG^EGP^i"~,,-*., - '. LEI. ~,""^*LA*,",,^","i, !..*.*".

19* I^

OFFICIAL GAZETTE

M ASTER ^:,^a"

44

3 years

AUTHORIZED RETENTION PERIOD

~

VOL. 1/9, No. 52

a years

3 years

49

5 years

51 ABSTRACTS
Daily Collections
Deco. its and Trust Funds
General Coll. clione
Sub - Vouchers

52 ADWCES
Checks Issued and Cancelled
Rentllarie@

53 ANNUAL STATEMENTS OF ACCOUNTS PAYABLE
54 AUDITOR's CONrRACT CARDS

55 AUTHORrriES FOR ALLOWANCES

10 years

3 years

3 years

3 years

3 Years

3 years

PERMA

*

5 years
5 years
s years
2 years

4 yea, s
10 years

PERMANENT

3 years

2 Years after Ierm;rided



IAeiien0^0. 19 ~20. ,,

DECEMBER 25,2023

ITEM
RECORDS SERIES nitE AND DESCRIPTION

NU"BER

56 AmHDRiZATIONS
Overtime
Purchase of EquipmenVPrope"y
Transfer o1 Fund
Travel

1.19

57 BANK SLIPS
Decosds
Remittances
Withdrawal

58

OFFICIAL GAZETTE

59 BONDING FILES
Action

Applications, Requests
Fid. IiVSurely Bond
In dBmn*y 10r Issuance o1 Due Warrant

60 BOOKS OF ORIGINAL ENTRY
Journals

Analysis or Obligation
Bill Rendered
Cash
Cash Disbu, semenl
Cash Receipts
Check Disbursement
Checks Issued
Collectsn and Deposit
Disbursement by Disbursir, p Officer
General

Ledgers
Expense
General
Subsidrary

BILLS

tvi AsT E R c

Am Honeco i*Eru"noN PERIOD

I Year after exoired

61 CASH FILES
Nitsal, ,n Ceilings
DIGbt, rsemenls

PY

to years after settled

1,044

Registers
Disbursem. his
In Bank

Receipts

62 CERTIFICATES
Seinemenl and Balances
Shortages

3 years
3 years
5 years alter expired I Ie, inInaied
a veers

F10n Charts
Recelols

PERMANENT

63 CERnFiCATiONS OF AVAILABILITY OF FUN

e, CHECKS AND CHECK STUBS

65 CLAIMS
Heallh Benefits

HGSpilal
Insurance

66 COMMISSION ON AUDIT FILES
Findings gad Recommendations
Management Letters
Notice of Decision
Reports

Annual ALUii
Observation

3 years after setlled
to years provided post auditsd. finally sealed. and

riot involved in any case
PERMANENT
IO Years provided 0051 aUdllQd. jina"y settled. and

not involved in any case
PERMANENT

,

10 years provided post audited. finally settled. and
riot involved in any case

, Year after sewed

10 years provided post audiled. finally settled. and
rigl involved in anv case

10 Years after settled

10 Years after complied Isetlled



IA G Memo No. ^I ~. 20^I
^

ITEM

NUMBER

67 DAILY CASH FLOW

ONLY STATEMENT OF COLLECnONS

FINANCIAL STATEn, Errrs
Balance Sheets
Cash Flows tNinualj
General Purpose
Income
Operations

70 INDICES OF PAYMENTS
Creditors
EmulDyces
Sundry Painenls by CheckslWatnn:s

71 ITINERARY OF TRAVEL

72 JOURNAL ENTRY VOUCHERS

68

I

89

RECORDS SERIES TITLE MD DESCRIPTION

OFFICIAL GAZETTE

M A STE R

73 LIST OF DUE AND DEMANDABLE ACCOUNTS PAYABLE -
AUTHORITY To DEBIT ACCOUNTS

74 LISTS OF REMITrANCES
Loans
Premiums

LOGBOOKS OF GENERAL FUNDS

MONTHLY SETTLEMENTS OF MONTHLY SUBSIDIARY
LEDGER BALANCE

77 NOTICES
Cash Allocation
asall. variees
Dlsh"bred Ched, s
Suspensions
Trend. r o1 Allocation

OFFICIAL CASH BOOKS

OFFICIAL RECEiPrs

75

76

3 years after settled

5 Years

PERMANENT

AUTHORIZED netENrioN PERIOD

.

C^, BY

VOL. 119. No. 52

78

79

5 years
15 years aler retired I sepalaled
PERMANENT

I year

a2 years provided o081-. toiled. thany sealed.
and nor involvod in any case

4 years ane, sailed I post-audited

80

81

ORDERS OF PAYMENT

PAYROLLS

82

83

PAYROLL PAYMENT SLIPS IPAY SLIPS

ATEMENTS OF CHARGES To ACCOUNTS

84 REGISTERS
ACmunls Wrihen. Off
Check. Released
ChecksNVar, alls
Chedcs, Warrants Cor"o1
Payroll
Petty Cast, Fund

85 RELIEFS FROM ACCOUNTABILITY
Decisio, ,s
Requests

10 years alter updaledand ream, dued

3 years after gale o1 Ias* eniry

2 years provided 5,111ed

3 years after collied

PERMANENT

IQ years PIOvided POSie"dined. finally senled.
and ribl involved in any case

a. O Years after Seined

10 Years provided post. audiled. jinaUy genied.
and rid involved in any case

10 years PIOvided settled

10 years

,

PERMANENT

to years provided a copyisliled with 201 jibs



IAciiemow0. 13 ~5.26^I

DECEMBER 25,2023

ITEM
NUMBER

86 REPORTS
AGCounlabiliii. s ,or Accountable Forms
Cash Disbursements
Cash Examinalbns

I

Collecting and DigbLirsing Officers
Checks 1831, ed 8.6 Caneen. d
Coiledions and Deposits
Digburs. men's

Daily Cash
Liquidalions
Monthly Income
OUEId, alls and Misuse of Trusl Funds
Petty Caeh

Fund
Paid Vouchers
Replenishments

87 SCHEDULE OF ACCOUNTS RECEIVABLES I PAYABLES
88 STATEMENTS

AGCounis
Current
Payable
Receivable

Camn, ", Funds
Finand. I Conditions
Proms and Losses
Roconcilialions

SUMMARIES OF UNLIQUIDATEO OBLIGATIONS AND
ACCOUNTS PAYABLE

90 SUNDRY PAYMENTS

91 TREASURY FILES
Ch. d:ing Accounts of Agency ITCAAj
Drafts
Warrants

TRIAL BAIANCES AND SUPPORTING SCHEDULES
Cumulative Reau;13 and Operations . Uriapp:odini@d
MonthlyJouarierly Trial Balances

Pre"mineryl Final Annual Trial Balances
ACcouniing's Office Copy

Audilor's Copy
Regional Once COPY

RECORDS SERIES hTLE AND DESCRIPTION

OFFICIAL GAZETTE '

MASTER

89

3 years after cash had been examined
10 years ariar settled
a years broaded post, udiled, finally settled. and

riot involved in any case
IO Years provided costaudilod. finally sethed. and

no! involved in any case

AumORiZED REFeNnO, I PERIOD

OPY

3 years
a O VCars
I O years
5 years after case had been settled or lemmaled
10 years provided post-audiieC. finally sewed. and

nol involved in any case

92

14043

3 years alter settled

VOUCHERSINCLUDING BILLS. INVOICES AND OTHER
SUPPORTING DOCUMENTS

018bursemenlsI Journals
Petty Cash
Reinbu, semen! Expense ReceiDls
Travel Elmenses

94 WITHHOLDING TAX CERTIFICATES

93

3 years
to years
PERMANENT
10 Years
10 years
PERMANENT
10 Years

10 years alter settled

95 ANNUAL SUMMARY REPORTS FOR REPLAC
PROGRAM FOR NON . ELIGIBLES

96 APPLICATIONS
Leave of Absence and Supportinq Documenls
Relieiol, \CCDunlability
ReliremenlI R ' nalio, I

10 years

10 years

Provided posteudiled. finally settled. and cot
involved in any case

PERMANENT
2 years aner consolidated In the Annual Financia

Report

,

ID years alter Annual Financial Report had been
Dublished

PERMANB*T

to years aner Annual Financial Repod had been
published

10 years providod post*udi!. d. finally sewed,
hotinvolvedin. fly easelorCOA and aceoun
@1nce I department I division I section I unit A
6th, , copies dispose sher I Year

4 years aRer superseded

. ~.,.

5 years

I yearafie, recorded kitheleave card
5 yearG after senaraled I felined
I ar



I A G Memo No. 13 ';?@. 21

1,044

^

ITEM
NUMBER

ATrENOANCE MONITORING SHEETS

98 AUTHORITIES I REQUESTS To CREATE OR FILL VACANT
POSITIONS

99 AWARDS I BENEFITS I GRATUITY

100 CERTIFICATES
Rural Service
Trainings , Seminars Aruended

to I CERTIFICATIONs
Err, bloom. fit
Residency
Service

102 CHANGE OF MARrrAL STATUS, NanE

103 COMPARAnVE DATA MATRIX OF EMPLOYEES

104 DAILY TIME RECORDS

97

I'

RECORDS SERIES TnnE AND DESCRIPTION

2.2

FFICIAL GAZETTE

M A STE R

105 DESIGNATIONS I DETAILS

DUTIES AND RESPONSIBILITIES

107 EMPLOYMENT I PROMOTION FILES
ADPlica!ion Letters with Supporting Documents
Comparative Assessment IEvaluaiion
Interview Evaluation I Score Sheets
Summary Dr Rating
Test Papers

GENDER AND DEVELOPMENT {GADj FILES
Attomp"shinenl Reports
Plans and Budgei

109 HANDWRITING SPECIMENSiS!GNATURE

110 JOB ORDER EMPLOYMENT CONTRACTS WITH
SUPPORnNG DOCUMENTS

I, I LEAVECREDITCARDS

112 LISTS OF ELIGIBLESNON. ELIGIBLES

113 LOGBOOKS

Arrival and Departure o1 Erriployees
Attendance

Clearances Issued

a, 4 MEDICAL CERTIFICATESIN SUPPORT OF ABSENCE ON
ACCOUNT OF ILLNESS I MATERNITY I RETURN To WORK

1/5 MEMBERSHIP FILES
GSIS
pan . big
PhilHeal, h

MERIT SELECnO" AND PROMOTION PLANS

1.7 ON THE JOB TRAINING FILES
Calmca, e o1 Completion
Memorandum D/Aqfeemeni

106

I year

2 years after Hareni POSilbns had been lineO up

*

AUTHORIZED RETENnON PERIOD

108

OPY

5 Years altar relired I sepalaled nom serv, ce

5 years after retired I separaied from service

VOL. 1.9, No. 52

5 years are, reli, .d I separaled from service

2 Years

I year aner dab had been posted in leave card
ar, d oost-audii. d

5 Years after rollred I separated from service

5 years after retired Iseparaled from service

I year after Hareni POSi!ions had been filled up

,, 6

2 years after purpos. had been serve

PERMANENT

5 years alter letminaled

,

15 years after settled

, year alter updated

2 years one' dale of last entry
I year provl"d leave and under!"r's are posted in

the leave card
2 years after dale o11asj entry

3 years after absences had been recorded in leave
cards

15 Years after mandatory retirement. rid seined

I year after superseded

, year
I year after Certi, icale o1 Completion

issued



IA6MemoN0 I^ ^2, .,,IA6Memo o,

DECEMBER 25. 2023

ITEM
RECORDS SERIES TITLE AND DESCRIPTIONNUMBER

1.7 ON THE JOBTRAINING FILES
Iconi) Recommendalion with SIudenis Profile

JP

I18

119 PERFORMANCEFILES
Appraisal
Career Advancement through Conslan, Parlormance

Appraisal Through Conslani Encounie, IPACE)
Job Fil and Behavior
Perlormance Coinmilmenl and Review

Division topCRj
Individual(IPCRj
011ice topCRj

Performance Journal
Perlorrnance Monitoring Tods and Reports
Percorinei Ranktrig forthe Perlormance Based Bonus
Rating Cards
Summary Lisls of Individual Perlomianc, Retina
Target Worksheets

a 20 PERMISSION To ENGAGE IN BUSINESS I PRIVATE

12, REINSTATEMENTs

PERFORMANCE BASED BONUS RECORDS

OFFICIAL GAZETTE

MASTER COI=, Y

122 RELIEF OF ACCOUNTABILITY

123 SALARY STANDARDIZATION RECORDS

124 PERSONNEL FOLDERSj20* FILESj
ACader, lie Records
Acceptarice of Resignation
Administrative Cases
Appoininienis
Approval o1 Retirement
Assumpiion to Duty
Cellilicates

Eligfo"iiy
Leave Credits

Clearance (Lai. SII
Nonee of Salary Adjustments Islenlnc, GinenllTrancae
Oath of Office
Persor, 31 Data Sheet I Curriculum Vitae I Resume I
Position Deadip!ions
Service Records IUpdaledl
SIalemen!s o1 Assets. Liabilities and Nehvorlh ISALNj

125 PLANTILLA OF PERSONNEL

126 POSITION ALLOCAnON LISTS

POSITION CLASSIFICAnONS AND PAY PLANS

,28 RECOMMENDATIONS I REFERRALS

,29 REPORTS
Examinations
Personnel Actions

I year an. r Celli!icale of Conplollon has been
issued

AunHORiZED RETENTION PERIOD

3 years

I year aner the final rating has been determined
2 years after the ringleting has been determined

I year after Ihe final ,allng has been delermined

5 years aner Ihe final ranng has been determined
t ye, r after the final nung has been delermi"co
5 years after the final rating has bean delermined
, year aner the figial, allng has been duerminod
5 years an. r the final rating has been determined
3 years after in a final rating has been delemhad
5 years alter the finel rating has bean determined
2 years
I Year aler the final rating has been deletmified

I Year anet expired

5 years alter fewedl sepalaled from service

5 years aner retired I separated Iron service

5 Years an or relired Iseparaled 1.0m service

, 5 years after retired I separaled from service

1,045

127

130 REQUESTS
AGCumulaled Leave Credits
Approval on Prom. !tons
Change. of SIaiue
Monetiaalion
Reinstaiemenis
Transfers

131 RETURN SERVICE CONTRACT

b

PERMANENT. o11rer copies dispose eker 3 years

3 years

5 years after superseded

I ye, r after acted upon

I VE. I
PERMANENT

I year alter eeled UDOr, ICleared

5 a, sahelful led



IA G Memo No.

1,046

13 ~62 o. 71
^

ITEM

NUMBER

132 SERVICE CARDS

133 STAFFING PATrERi. Is

*.

""

I - ,? ^I

RECORDS SERIES TITLE A"D DSCRiPnO"

134 COMPUTER REPAIR HISTORY RECORDS

135 DATABASES

. .

OFFICIAL GAZETTE

I36 DIGITAL MEDIA FOR DISASTER RECOVERY

137 INFORMATION SYSTEM STRATEGIC PLANS

138 INVENTORIES OF INFORMATION AND COMMUNICATION
TECHNOLOGY ticTj EQUIPMENT

139 LOGBOOKS OF RELEASING AND ACCEPTANCE OF
EQUIPMENT

140 MIGRATION PLANS

NETWORK LAYOUT AND DIAGRAM141

142 PRE\, Errr!vE MAINTENANCE REPORTS

143 PROGRAM, SYSTEM DOCUMENTATION RECORDS

144 REQUESTS
Informalion System Development I Enharrsemeni
Soilwa, e Installallon

145 SOFTWARE LICENSES I CERTIFICATES

146 USER'S MANUAL OF INFORMATION SYSTEMS

311 A ST'E R

PERMANENT

PERMANENT

AUTHORIZED RErE"TioN PERIOD

..

VOL. 119. No. 52

OPY

I year after equi", rent had been disposed

2 years after sysiem had been decommiss, oned
obsolete and migrated

PERMANENT rimplemenied o1henvise dispose
alter 5 yea, s

3 years

I year alter updeled

,.
...,. , . .

t47 AFFIDAVITS

148 ARTICLES OF INCORPORATION I BYLAWS

t49 CASES

t50 CERTIFICATE OF NO PENDING CASE

t5, COLLECTIVE NEGOTIATION AGREEMENT I CNA I

I52 COMPLAINTS I PROTESTS

I53 CONTRACTS

2 Years after dale o1 msi Giniry

a years after revised

2 years alter revised

2 years

2 Years after system had been deconin"SGIoneC

I Year after acied upon

154 DECISIONS

155 DEEDS OF DONATION I SALE

158 LEGAL OPINIONS

157 MEMORANDA OF AGREEMENTI UNDERST NDING

2 years after upgraded I cosoiescence of soEMare

3 years aner the information sysiern had been
replaced 160.0rnmissioned

158 PerlTioNS

159 RESOLUTIONS

I year after purpose had been served

PERMANENT

7 years after finally seBled except for decisions
which are PERMNE^IT

I year after issuance

I year after amended

5 Years after settled

5 years alle, renewed, terminated and I or finally
sellled

PERMANENT

PERMANENT

PERMANENT

PERMANENT

5 Years aner coreled

PERMANENT

.

,



I A G Memo No. 13 ^20. e/I A G Memo o.

DECEMBER 25, 2023

ITEM
NUMBER

160 SPECIAL POWERS OF ArtORNEY

161 SUBPOENAS
Ad realmcandum
DUGes Teeum

~*~, . .

I

RECORDS SERIES TITLE AND DESCRIPTION

C ' ";,,,.,,,. rF~""""' "'~" ~ ~

162 ACKNOWLEDGEMENT RECEIPTS FOR EQUIPMENTS (ARE) t year aner eouiP, herilhad beenielumedidisposed
IMEMORANDUM RECEIPTS IMREj. SEMI-EXPENDA8LE

AND NON. EXPENDABLE PROPERTIES

163 AGENCY PROCUREMENT COMPLIANCE AND
PERFORMANCEINDICATORS

164 BID AND AWARDS COMMITrEe FILES
Abstracts
Invitelions
Minuie,
Pre I POSI Quernca!ions
Pub"cations
Resolutions

165 BILLS OF LADING

168 BIN I STOCK CARDS
properly
Supplies

,67 CANVASS OF PRICES

a6B DELIVERY RECEIPTS

,69 DISPOSAL COMMITree RESOLUTIONS

170 INVENTORY AND INSPECTION REPORTS OF
PROPERTIES

171 INVENTORY FILES
Custodian Sfips
Equl"nent and Supplies
Tag Cards

172 INVOICESIRECEiPTS
Accountable Foms IAccon, dished}

Deliveries on Supply Open - End Order Codeds
Properties I Transfer o1 Properties

- 21

OFFICIAL GAZETTE

MASTER

I year alter purpose had been served

a years or 10 be inled with appropriaie record series

AUTHORIZED RETENTION PERIOD

,~ ,. .,

OPY

2 years

1,047

5 years after contract of winner had been
terminated I Genied. dher. dispose alter I year

173 JOB ORDERS

174 LISTS OF SUPPLIES UNDER SUPPLY OPEN. END

175 PROCUREMENT PLANS I PROGRAMS
Annual

Pro^CI Procurerrenl ManagerrieniIPPMPi

176 PROPER'T, . PLANT AND EQUIPMENT LEDGER CARDS

177 PURCHASE FILES
Orders 4 years
Requesl$ I Year

,78 QUERIES ON PRICES OF ARTICLES. ADDITIONAL FUNDS To I Year
MEET QUOTATIONS

2 years after delvery had been aceepled

I year after property had been disposed
3 years after dale o1 jest entry

2 years

2 years

5 Years after equipment had been disposed

a year aner property had been disposed

I year after supply I equipment had been relurned
I yearafter UDOaled
I yearalter updaled

*

a years after issuance of dearsnce had been
Ie, nthaled I after property had been returned

5 years
3 years allyissuanca alelea, allce had been

Ie, ,rimaled I an err properly had been returned

I Year

5 years

3 years

2 Years after eauioment had been disposed



IA G Memo No.

1,048

"' '2021
^

ITEM
NUMBER

179 REPORTS
Fuel Consumption
Incident
Inspection ar, d AGC. plane.
Lost. Stolen, Damaged and Desuoyed Properly
Physical Count

Inventories
Property, Plant and Equipment
Semi-Expandable Property

Procurement Monitoring
Property Transfer
Supplies and Male, iais Issued
Wasie MaterialE

180 REQUISITION AND ISSUE SUPSIREQUISITION ISSUE
VOUCHERS

SHIPPING AND PACKING LISTS ON ITEMS PURCHASED

182 SUPPLIERS IDENhFICATION CERTIFICATES WITH
PROCUREMENT

183 SUPPLIES FILES
Adj, sureni She. !s
Ave"ability InquL, ies
Ledger Cards
Purchase Journals

RECORDS SERIES nitE AND DESCRIPTION

I
. IC-

OFFICIAL GAZETTE

IER

MASTER q. .^,.^'Y

PPLICAnONS

185 ATTENDANCE SHEErs

186 CALENDARS

187 COURSE DESIGNS IOUTLINES ISYLLABi

188 EVALUATIONS
Pre I Post
Summary
Survey Questionnaires

lag FEEDBACK

I90 1.1ANDOUTS

191 INVITATIONS

a92 LISTS OF SEMINARS CONDUCrED I COORDINATED

193 MASTERLISTS OF PARTICIPANTS

194 NOMINATION

195 PRESS I PHOTO RELEASES IABOUT OR BY THE AGENCY)
196 PROGRAMS I PLANS

fig7 REPORTS

198 REauEsrs
In. HDu, e Tmintngs
Quotatiu', s
Refunds

199 RESOURCE SPEAKER PROFILES

200 SCHEDULES OF TRAINING I SEMINAR

20, WORKSHOP RESULTS

184

2 yea, s
2 years after act. d upon
2 years
2 years
3 yea s aner audiied

AUTHORIZED REFERriO, , PERIOD

~

VOL. 1/9. No. 52

2 years
a year after properly had been disposed
, y, .r
2 years

I year or file with appiop, iaie records series

I year

2 years after ranov, ed

I yea, ame, oost. audiied
I year
5 ^ars
5 years

I year alter adjgaiory requirement had been settled

6 months after scanned and 510red to database

, year after superseded

I year after superseded

I year after inco, poralad in the summ. ry report
2 years
, year after data had been evelualed

I year

I year after superseded

I year

I year

PERMANENT

,

t. .,

I year

PERMANENT

I year after superseded

2 years

I year after acied upon

I year

I year after superseded

, ar



10, 1.2 ,,,,,,,
^

I, 27

riEs

)riduct of Inventory of
;cords I Segregation of
cords found to be
Iueless from the active
cords

Irm to be accomplished:
\P Form I

:ference:

\P Form 2I Records
sposition Schedule
tached to CM0 11-2015

eparation of Request
r Authority to Dispose
Valueless Records

A modernized and

Office/District/Subport:

Records Management Action Plan
2025-2026

TIMELINES

REPUBLIC OF THE PHIUPPiNES
DEPARTMENT OF FINANCE

BUREAU OF CUSTOMS
edJbto cuer",, s administration th, , up, ,o165 good gore, nanc, a, ,a s "me*g the 00,103 b, ,s,

*,~' by

7Jul 8Au

2025
9Se 100ct 11Nov 120ec IJan 2Feb 3Mar

MASTER

^
"6006 ,, U"."

Gate 3, South Harbor, Port Area, Manila 10/8
+63 (02) 8705-6000, +63 1021 8527-1968 I WWWCustom, .go". ph I bcc. care. @cost. in, .gov. ph

2026
6Jun 7Jul

OF'Y

An nex C

,

load 11Nov 120ec



Memo No. I^ ~. a^. 21

)rin to be accomplished:
AP Form 3

Ibmission of NAP Form
to National Archives

ipy furnished CRMD

^

acuments:

'ransmitLal letter

:ourIer Receipt, if
lirable

)r approved requests or
AP Form 3, Coordinative
:tivities with NAP and
^A on the conduct of

sposal; and the actual
in duct of disposal

I' 23

^cords created:

IAP Form 4, records
nalysis prepared by
IAP

IAP Form 5, Approval
lotice and Authority to
lispose
IAP Form 6 or the

:errificate of Disposal
prepared by NAP)
Igned by the requestor,
IAP and CoA

TVoice, if disposal by
ale

MAST'ER C^*^, Y



IAG Memo No. _Z. ^ ~. 26. ?I

'an sinittal of NAP Form
or Certificate of

ISPosal to the Office of
re DepComm-LAG CIO
I^. MD

DCuments:

\ccomplished and
gned NAP Form 61
^rtificate of Dis OSa!

by -

I . "?

Over Printed Name of the
ministrative Officer

by -

Over Printed Name of the

>Ilector for Administration/
d Chief or Head of the Unit

MASTER ORY



IAGllemo No.

IRM No. I

I^ -^@ ^ I
^

NATIONAL ARCHNES OF THE PHILIPPINES

Painbansang Sinupan rig Pilfy, mas

.,-.-.-,-.-,-,-,-,-,-,-.-,-,-,-,-,-,-,-,-"
RECORDS INVENTORY AND APPRAISAL

RECORDS SERIES TITLE AND DESCRIPTION

I - ^6

CHECK THE RECORDS DISPOSTION SCHEDULE

IED To CM0 11-2015

IAGENCY:

,ADDRESS:

Over Printed Naine of the Ad, ministrative Officer

PERIOD

COVERED

VOLUME IN

CUBIC MTR

Over Printed Name of tile DepColl for Adinir"siration or
xi of Unit

PER SAKO

LOCATION

NAME OF

OFFICE OR

ANY

LOCATION

FREQUENCY

OF USE

As NEED

ARISES

ORGANIZATIONAL UNIT:

DUPUCATION

it i A S T E 1'< ^:. 91' Y

PERSONIS IN CHARGE OF FILES:

WHEREELSE

LOCATED

TIME RETENTION PERIOD

VALUE ACTIVE STORAG TOTAL

Part of Annex C

TELEPHONE No.

PERM

TEMP

DATE PREPARED:

No. OF NO OF

YRS YRS

DISPOSITION
PROVISION

IBOC-ARDS NO)



IAGMe"10th. I^ '"?"21 I - ^

NAP Form No. 3

Revised 2012

, NATIONAL ARCHIVES OF THE PHIUPPINES

Painbansan9 SIhupan n9 PM;o1has

REQUEST FOR AUTHORrrY To DISPOSE OF
RECORDS

DATE:

RDS

ITEM

No.

RECORDS SERIES TITLE AND

DESCRIPnON

Accomplish in 4 copies

AGENCY NAME:

I^/I AsTE R C

internalAdministration 6r@"p
(I^'eceivi"ga"d, ?e/easing)

BUR^ U OF CUSTOMS

ADDRESS:

LOCAnON OF RECORDS: IAG Extension Office
OCOM Buildin

Annex D

PY

TELEPHONE NUMBER:

RETENnON PERIODPERIOD

AND PROVISION/SCOVERED

COMPUED Of an )

PREPARED BY:

(NAME & SIGNATURE)

CERnFIED AND APPROVED BY:

This is to certify that the above mentioned records are no longer needed and riot
involved nor connected in any administrative orjudicial cases.

VOLUME IN CUBIC METER: 25 sacks

POSmON:

Name and Signature of Agency Head
or Duly Authorized Representative



IA6MemoNo. ^ ~"'?I I '
REPUBLIC OF THE PHILIPPINES

DEPARTMENT OF FINANCE

BUREAU OF CUSTOMS
A modern, red and c, "dibb customs admin, stet, on ,h"I up, ,olds good 90*, Thanco ar, d ,, among r @ "@

Annex E

72

(Date)

National Archives of the Phili ines
6th Floor PPL Buildin
1000 UN Ave. corner SAN Marcelino Street
Ermita Manila

, ,. ,*

LETrER OF AVAILME"T

Dear

',, ASTER Co PY

Relative to NAP Authority No.
reasons, this Bureau Po
valueless records.

Also, may we transmit a copy of the letter informing the CoA,
the scheduled actual conduct of disposal which is on

.

.

Thank you.

Very truly yours,

I

Sub ort will avail the services of your accredited buyer of

(Signature Over Printed Name of
The Deputy Collector for Administration
Or Equivalent Officer)

may we inform that for economic

(date)

Re ion
.

of


