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SUBJECT Records Hanagement Manual

To enable all Records Units of this Department establish
and maintain effective and efficient records mana,gementprograms/
activities in their respective offices, the Records !>!anagement
Division, Administrative and l'IanpotverNanag, .,lent Service is tasked
to furnish copies of the !JAm Records l<!anagement~1anual to al1 the
various offices of this Department.

The DPHHRecords Hanagement Manual defines the major
functions of the Records 11anagementDivision of the D?'lHCentral
Office; the different phases and policies on records managenent.

It is therefore hereby directed that the subject
Records ManagementManual be used by all Records Officers or
custodiens of documents/records in all Offices of the Department
for their guidance and reference.
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ADMINISTRATIUE SUPPORT STAFF
1.Provide adMinistrative clerical!support to the needs of ~ersonnelland operations of the Divisions;

I
la.Reproduction and disseMination ofadMinistrative issuances and otherdOCUMents bein9 serviced frOM tiMeto tiMe to variOUS DPUH Offices,individuals/agencies;

1.a.3.
4.5.6.7.8.
9.1011.

FUHCTIOHAL CHART
JIICORDS MAttAGEMIHI ))IUISIOH. AllIS

»evelop coordinate and Maintain the »e~artMent-wide records ManageMent prograM;Plan, organize, direct standard operatlons to ensure efficient systeM;Provlde safeguards for security of records in custody and unauthorized with-
drawals frOM files;Define work Methods and standard operations and ex~ect result outputs;Set goals and priorities for units in accordance wlth functions;Professionalized records ManageMent thru better eMPloyee utilizations;Encourage continuing career develOPMent to enhance personnel capabilities;Provide prOMotional o~portunities to all qualified workers and assist in wage
increMent and profeSSional growth;Assess perfOrMance fairlYiMaintain harMonious relatlonship aMong supervisors and subordinates; and
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3.Maintain supplies and equirentfor the operational needs 0 the
Division; and

4.Provide security Measures for thepreservation of dOCUMents in
custody.

I

~wrl...NdABfAL
SER\IICE SECTIOH

1.Receipt~ registryand I' eleral of MailMattus;
a.Dispatch Mail Mattersthrough the Bureau ofPosts and privatecouriers;
3.Provide auxiliarypostal service to thedepartMent; and
4.Provide liaison andMessengerial seviceswithin Metro Manila

CURRDI'I RECORDS SECTIOH

1.Assign codes on docUMentsland secure copies thereof Ifor file;
a.Establish, Maintain andcontrol indices of adMi-nistrative issuances, con-tracts/agreeMents andother vital dOCUMents;
3.Maintain and control ofvarious groups of current

records;
4.Provide up-date directoryof officials and eMPloyeesof the departMent; and
5.Authenticate reproducedcopies of all current

records.

I

HOH-CURRDI'I JIICORDS SECTIOH

1.Conduct inv.ntory andevaluation of dOCUMents;
a.Conducts final revi&w offile-coded dOCUMents forretention purposes;
3.Binding of inventoriedand COMpiled records;
4.Uo1UMt labelling of non-current records;
5.Coordinate with theRecords ManageMent IM-proveMent COMMittee<RMIC) of tht DPUH andRecords ManageMent andand Archivts Office<RMAO), DECS, on dis-posal of records; and

I
6.Authentication of repro- Iduced copies of non-current records.
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Records managementis an important componentof office
administration. This is specially true for ~ line government
agency like the Department of Public lvorks and Highwayswhere

the records that have to be managedare voluminous and critical.

To·guide the personnel responsible for records management

in the various offices of the Department, thi.s 11anualon Records
r1anagementis being pUblished. It is designed to help records
custodians and handlers understand records creation, maintenance,
storage, preservation, retirement and disposal, and -other aspects

of records management. It is likewise meant to be a reference
in pragmatically resolving day-to-day problems related to records
management.

I urge all the heads of the records managementunits in
the various DPtlHoffices to makeuse of this Manualnot only to

help them in their individual work but also to contribute to the
efficient office administration in the Department;

I 1-1Ouldlike to thank and commendthe Administrative and
ManpolierHanagementService, particularly the Records Hanagement
'Division, for this l-lOrthyundertaking.



INTRODUCTION

Man's limited memory makes records keeping essential in
any organization. Without records, the supervisor cannot
keep track of all the accomplishments of his people and all
the details of the programs and projects of his,office. The
subordinate cannot possibly remember all the standing orders
of his superior and all the policies, rules and regulations
issued by higher authorities.

As an organization grows in size and becomes more
complex in structure, the records that change hands increase
in volume and variety. Records management, which is broader
and more encompassing than simple records keeping, then
becomes imperative.

The task of a records manager requires a balancing act.
It is his duty to safeguard the records but at the same time
make them available as needed. The safekeeping should be
balanced with easy access and retrieval.

As an organization grows and the records become
voluminous, there is also the need to weigh the benefits
offered by certain records against the cost of continous
storage. For integral to sound records management is
records disposal.

Although records management systems have existed
over 40 years in both public and private sectors, they
bef:?nover'looked and neglected by office manager's for' a
time.

for'
had

1c.mg

However, with information explosion and the
accompanying records overload, office managers are now
beginning to realize the value of records management.
Already, there are rapid technological developments that
involve computerization and microfilming.

Like in any other areas of office administration whose
importance is recognized, the system and procedures in
records management adopted by an organization deserve to be
manualized to serve as a guide of concerned personnel.
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PART 1: RECORDS MANAGEMENT: AN OVERVIEW

1.1 RECORD~ MANAG~~ENT DEFINE~:

Records Management is the systematic control over the
creation, mainten~nce, preservation and disposition
of r·ecor·ds.

1.2 PURPOSES OF RECORDS MANAGEMENT:

* To create records that are necessary for the
efficient and successful operation of an organization.

* To produce records when they are needed.

* To save or retain records that are necessary for the
continued operation of an organization.

1.3 IMPORTANCE OF RECORDS MANAGEMENT:

* Decision Making

* Economic ~aste

records have been described as
the extension of the brains. No
organization can exist without
adequate records. Adequate
records does not mean keeping
everything that are to the
records unit. The traditional
method of records keeping is to
keep and store everything.

Management depends on accurate
records. In decision making,
failure on the part of those
maintaining records to give
accurate records would result in
an unsound decision.

Paperwork is the most expensive
activity but essential to an
organization. The organization
must have to appropriate and
spend thousands of pesos for
personnel services, supplies and
equipment. The devotion to the
maintenance of the traditional
method of records keeping result
to economic waste in relation to
the total out.lay o·f an or'gani-
zation. Unless management re-
cognizes that records management
is an import.ant phase of
management in an organization,

1



* Solution

separate and highly important
operat.ional functicm, an
organization shall continue to
appropriate and spend large
amount of money. Inspite of this
large amount appropriated and
spent, there would still be
inefficiency and mishandling
of r·ecor·ds.

The inefficiency an mishandling
of records could only be solved
through a scientific approach to
the establishment of an
integrated records management
pr·ogr·am. If establ j. shed, t.he
result will be the efficient and
economical handling of records.
There will be fewer but. bet.ter
records, better service and
sound decision.

1.4 PEHSONNEL INVOLVEQ. IN fECORDS MANAGEMENT:
.lE- E:·:ecutives t.he person responsible in the

creat.ion of records;

* Processor or User - the person to whom the records
is sent for act.ion or informtion.

* Officer Worker the person responsible in the
preparation of records, usually
the secretar·y, stenogr·apher·,
typist. or machine operator.

* Hecords Personnel - the person
maint.enance
r·ecor·ds.

r'esponsible in
and r·etent.ion

the
of

1.5 _R_E_C_O_R_D_S~_A_N_A_G_E_M_E_N_~G__E_N_E_R_A_LOBJECT IVES:

* Regulate the great variety and volume of recordsl
documents 81, paper's r'eceived and oreated. in Depar·t.ment
tr'ansactions.

* Accomodate and cont.rol nat.ural increase in volume and
variety due to growth of the organization, new
funct.ions and expanded act.ivit.ies.

* Establish a department-wid~ uniform
classification .and coding of records
easy processing, filing, storage and
needed.

2
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* Establish a standard procedures for their receipt,
issuance and control.

* Control, ensure delivery and reduce the accumulation
of personal mails and publications with official
mails, including GSIS checks.

* Protect vital records from vandals, fire and other
natural hazards, misplacement and faulty strorage.

* Introduce computerization and microfilming of vital
records/documents for permanent safekeeping.

* Initiate training courses in coordination with HRPD
and HRTMDD for the records personnel in all aspects
of records activities.

* Establish standard procedures that assure
utilizat.ion of office •..-eproduction and
equipment., including space allocation.

3
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PART THE ROLE OF INFORMATION AND RECORDS MANAGEMENT
THE GOVERNMENT AGENCIES/ENTITIES

IN

Information is the most important tool of man today
whether he is in public or in private enterprise. It is also
needed daily in the processes of problem-solving and
decision-making. What an individual can do in any
organization depends largely upon the information that he
received and vice-versa, he may also be the source of
information transmitted to others. In short, information is
the knowledge communicated by other's or' obtained by study
and investigation.

Information is generated and transmitted within every
business and governmental organization countless times every
minute of the working day. Executives of government and
business offices are informed of the accomplishment of
projects or programs through letter or meetings. The
accounting unit or section constructs financial statements,
budget reports and various other documents and distributes
them to other sections or unit. Department/service and
division chiefs develop organizational plans and policies
and transmit these to their subordinates for implementation.
Thus, a great deal of time is spent in receiving or
transmitting information directly or indirectly consumed
time alloted to top management. The following
classifications may be helpful in comprehending the
different information needs of managers and executives in
business and government for decision-making purposes:

Action

Non--action

Recur'r'ing

requires the recipient to respond
within a specified period of time.

- is information on which no action is
taken but which will eventually become
part of some activity later on such as
a monthly or annual report.

- much information recurs at regular in
a given period of time.

Non-recurring - Management needs information for
planning a new program or constructing
a new facility which may be needed
only once during the lifetime of an
organization.

Internal - In most organization, the greatest
portion of the existing information is
generated within the organization.

4



E:·:ter'nal an e:<ample
gover·nment
difficult to
infor·mation.

is data gathered
agency. This is
obtain than the

fr'om a
usually

inter'nal

Histor·ical this consists of records of past
events or occurrences which is useful
as a basis for management decisions
for cost-saving purposes. This is
also gathered from both internal and
e:<ter'nalsour·ce.

Futur-e this is used for future
any activity either by a
public entity.

planning
pr'ivate

of
or'

Documentary this is an information which has
been recorded in permanent form. It
includes written or printed
manuscripts, punched paper tapes,
magnetic tapes, microfilms, computer
printouts and other forms.

Non-documentary- is the information that has not been
r·ecorded. It is usual 1y obtai ned
through such processes as word of
mouth and personal observation.

So much so that business and government information is
transmitted from one to another in the form of
documents known as records.

2.1 THE ROLE OF THE RECORDS OFFICER

The records officer cannot be successfully in
directing a records management program if top
management is indi ffer'ent or· Llnsuppor·tive of the
program. The first requirement, then for the
succcessfull implementation of a records
management program is active support by top
administrators. Once this is assured, the records
officer/manager can proceed with confidence.

2.2 QUALIFICATION OF IHE ~ECORDS OFFICER

For a records officer/manager to fulfill his
or her duties effectively, certain qualifications
are needed. Qualifications needed for effectively
dir'ecting a r'ecor'dspr'ogr'amar-e requi1"ed thr'ough
academic preparation as well as through experience
in government. Experience in areas of records

5



management as well as in all phases of office work
is certainly beneficial to the officer/manager.
Office experience, regardless of the type of work,
gives the manager an awareness of the flow and
pattern of work and the purpose of documents. A
person who cannot delineate the difference
between an invoice and a statement is
apt to go astray in establishing guideliness for
their retention or destruction. A greater
confidence in knowing the movement/purpose of
documents generated in an office will aid the
records officer in fulfilling the duties and
responsibilities of the position.

Academic preparation for a career as a records
officer should include courses in office
administration as well as other business courses,
such as management, communication, and computer
pr·ocessing. In addition, histor·y cour'ses ar'e
excellent in providing an awareness of the
historical value of documents for preservation in
the archives. A degree in office administration,
although not a requirements, is highly desirable.

In addition to academic preparation and
experience, top priority in preparing for a career
in records management is the art of communication.
This skill, whether used in written or oral
communication should not be underestimated by the
records officer/manager. Understanding the
principles of effective communication enables the
records officer/manager to write and update
records manuals, to write instructions and
guidelines that are clear and concise, and to
communicate with top management through well-
written reports and proposals. The ability to
communicate orally is equally important in
supervising personnel. An articulate person will
give clear, correct, and complete instructions to
supervisors. Lastly, he or she must be ese First
Grade or Career Service Professional Eligible.

2.3 J_OB P,_E_S_C_R_'I_F_'T_I_O__N OF THE F:ECORDS OFF ICER V
_< _D_iy_i_s__i_o_n..C__h_i_e_f)
1. Formulate policies, standards, procedures,

rules and regulation on the creation,
maintenance, preservation, security and
disposition of records;

6



2. Plan work program to carry out the function and
activities of the division;

3. Provide technical assistance to the Department
on matters concerning records management;

4. Represent the Department in response to
Subpoena Duces Tecum served by the Courts and
Administrative investigating bodies;

5. Responsible for the issuance of certified
copies or certification and authentication of
document in his/her custody.

2.4 QUALIFICATIONS 91: THE RECORDS SUPERV~SOR

Probably one of the best qualifications of a
Records Supervisor is that he or she relates well to
people. The Records Supervisor supervises any number
of records clerks and reports directly to the Records
Officer/Manager. The Records Supervisor should be
highly qualified and have at least two or more years
experience in records management. In addition, the
supervisor should have a minimum of two years of
college work iincluding such courses as office
procedures, office administration, and personnel
management. The supervisor must be able to supervise
staff effectively; coordinate aVailable resources,
establish priorities; possess good communication
skills; make decisions; and plan, organize and control
the records system. The supervisor should cooperate
with the Records Officer/Manager in implementing
changes that may be needed. He or she will assist the
Records Officer in setting up an ongoing training
program for all of the employees. The evaluation of
employees on a regular basis and sharing the result of
that evaluation in interviews with the employees are
also supervisor's duties.

The supervisor should assist the Records Officer in
selecting and orienting new employees. Job descriptions
should be updated regularly to reflect any changes in duties
and requirements of the job. The supervisor is in a
position to make sure that individuals filling these
positions do indeed keep the job descriptions updated.

7



2.5 JOB DESCRIPTION OF THE RE~~RDS OFFICER l~. III~
II AND I- ---
Records Officer IV (Section Chief)

1. Assist in formulating policies, standards,
procedures, rules and regulations on the
creation, maintenance preservation, security
and disposition of records;

2. Assist in planning the work program to carry
out the function and activities of the division;

3. Direct and coordinates with subordinate super-
visors the functions and activities of the
division;

4. Render technical advice to the Department on
matters pertaining to records management;

5. Represent the Department in answer to Subpoena
duces Tecum served by the courts and other
investigating bodies; and

6. Certify/authenticate
y··equest.ed.

Records Officer III

available documents

a. Responsible
accor'dance
pr'ocedur'es
impr'ovement

for maintaining
with prescribed
and recommending

when necessar'y;

Y"ecor-ds
standar'ds

measur·es

in
and
for-

b. Supervise the proper filing and safekeeping of
r·ecor·ds;

c. Initially appraise t.he records as to t.heir
administrative, fiscal, legal & archival value;

d. Assist in t.he implementation of the Depart.ment
Records Disposition Schedule;

e. Review and certify available documents in the
absence of the RO V (Division Chief) and the RO
IV (Assist.ant.Division Chief); and

f. Check on the mailing operations and does other
r'elated wor·k.
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Recor'ds Officer::.ll.

a. Assume responsibility
maintenance of records;

for' the or'der'ly

b. Make periodic tehnical
station;

inspect.ion of file

c. Supervise the retrieval of requested documents;

d. Inventory the records whenever necessary.

Records Officer I

a. Assume responsibility for the proper filing and
safekeeping of records;

b. Update the filing guide and prepare indices to
facilitate the search for records;

c. Conduct file audit periodically;

d. Classify and record incoming and
communications;

outgoing

e. Maintain logbooks/indices for incoming and
outgoing communications t.o aid in the tracking
system of the Department.
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PART 3. THE NEED FOR AN INTEGRATED RECORDS MANAGEMENT
IMPROVEMENT PROGRAM

3.1 RECORDS MANAGEMENT IMPROVEMENT PROGRAM:

A Records Management Improvement Program is a
predetermined, well-arranged and coordinated plan
of activities to attain effectiveness, effeciency
and economy in the creation, maintenance and
disposition of records in the agency.

It is of common knowledge that the creation
of records in a big agency like the Department of
Public Works and Highways, entails tremendous
amount of expenditures. Even with utmost care in
the creation of such records, the desired
effectiveness is not attained if they are not
well-kept, maintained and controlled. As the
records keep accumulating, there is also the
corresponding increase in the volume of records
that have outlived its usefulness. In such a
case, measure should be taken to reduce the
agency's records holdings to the minimum of what
is necessary in its day-to-day operation. The
life cycle of records, from creation and
maintenance to disposition, would entail
substantial amount of effort, time and money so
much so that activities attendant to it require
conscientious planning. This can be met through
the setting up and development of a Records
Management Improvement Program to be judiciously
implemented by agency personnel.

3.2 OBJECTIVES OF A RECORDS MANAGEMENT IMPROVEMENT
eROG_RAM: .

Create records that are necessary in the
operational activities of the agency by limiting
production to the desired quantity, and observing
the basic principles and accepted practices in
records creation.

Identify and classify the various types of
records to be retained; establish their location
within the agency/department; and account for
specific records; systems and procedures.

Establish guidelines for the maintenance, use
and control of active and inactive records.

10



Design~te reponsibility for the tot~l records
m~n~gement progr~m within the dep~rtment/~gency
to ~ records officer/m~n~ger ~nd ~ speci~lly
tr~ined st~ff of records personnel.

Reduce the ~mount of records in the
dep~rtment/agency to the level of what is
normally needed and to dispose of those th~t ~re
nan-current, inactive or dispos~ble in the manner
consistent with sound disposition practices and
in accordance with existing regulations.

Provide
procedures,
records.

for effective and
systems, and equipment

economic~l
to protect

Ensure continuity of oper~tion of the
dep~rtment/~gency in case of disaster where there
is potenti~l for loss and/or destruction of
records.

3.3 RECORDS MANAGEMENT IMPROV~~ENT COMMITTEE:

Pursuant to Article I, Rule 3 of Department
Order No. 4 dated Julyl9, 1968, the Department
of General Services has directed the creation of
a Records Mangement Improvement Committee in all
government agencies.

On August 27, 1984, the Ministry of Public
Works and Highways now Department of Public Works
and Highways, under MPWH Memorandum Circul~r No.
40 created a Records Management Improvement
Committee in the Ministry. In 1987, when the
MPWH was reorganized, pursuant to Executive Order
No. 124, the DPWH Records Management Improvement
Committee was reconstituted under Memorandum
Circular No. 63 dated August 19, 1988,
composed of the following:

Assitant Secretary for Adminis-
trative and Manpower Management

Assistant Secret~ry for Comptrol-
lership ~nd Financi~l Management

Chief, Administrative and Manpower
M~n~gement Service

- Chairman

- Co-Chairm~n

Member

Chief, Comptrollership ~nd Fin~nci~l - Member
M~n~gement Service
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Chief, Inter'nal Audit Ser'vice

Chief, Legal Service

Bureau Director Concerned

Project Manager Concerned

COA Auditor/Representative

Chief, Recrords Management Division

Member'

Member'

Member'

Member'

Membet-·

Secr·et.ar·y

3.4 FUNCTIONS AN~ RESPONSIBILITIES OF THE COMMITTEE:

* Plan, formulat.e and undert.ake the improvement.
of records management in the Department proper
including but not limited to, the various
Bureaus, Project Management Offices, Regional,
RES, District/City Offices of the Department;

* Plan, formulate, coordinate and implement a
Records Disposition Program wit.h the end in
view of identifying and preserving records
having permanent. vlaue, e.g. ,administrative,
legal, fiscal, technical or archival value, and
disposing through destruction or sale of
valueless records;

* Evaluate and establish the retention period of
the Department records (produced or maintained);

* Formulate a Records Retention and Disposal
Schedule and revise any schedule which the
Committee may deem fit depending on the
rationale for its retention/disposition, as the
case may be, and as circumstances may warrant.,
subject to the approval of the Secretary; and

* Submit to t he Director of Records Management
and Archives Office the established Records
Retention and Disposal Schedule for approval.

In the for'mulation and establishment or a RecoY"ds
Management Improvement Program for the Depart.ment, the
Committee shall be assisted by a Sub-Committee, to
be composed of the following:

12



CREATION AND COMPOSITION OF SUB-~OMMITIEE
For' the Centr'al Office:

Chief, Records Management Division Chairman

Chief, Non-Current Records Section - Member
(Inventory, and Appraisal and
Disposal of Records)

Chief of Division where records are - Member
stor'ed

COA Representative

For the ~egion~l Offices:

Chief, Administrative Division

Chief, Records Section
Chief, of the Division/Section

where records are stored

- Member'

Chai r·man

- Member'
- Member'

3.5 FUNCTIONS AND RESPONSIBILITIES OF THE SUB-COMMITTEE

3.5.1 Assist the DPWH Records
Improvement Committee in the
areas of responsibilities:

Management
following

* Plan, formulate and undertake the
improvement of a Records Management
Program for the Department.

* Prepare the action plan preparatory to
the Inventory of Records.

* Conduct
holdings
Centr"al
var·ious

inventory of all
(by records series)

Office of the DPWH and
Offices.

r'eocr'ds
in the

all its

* Update the Records Retention and
Disposal Schedules, subject to review by
the DPWH Records Management Improvement
Committee, and the approval of the
Secretary and the Director,
Records Management and Archives Office.

3.5.2 Implement the Records Retention & Disposal
Schedules of their respective Offices as
approved by the Records Management and
Ar'chives Office.
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3.5.3 Determine and set File breaks generally
during slack periods of filing and
servicing at the end of the calendar year.

3.5.4 Pre~are the request for authority to
dispose of valueless records of their
Offices after a file break for approval by
the Director of Records Management and
Archives Office.

3.5_5 Assist in the conduct of Public bidding
for award of contract for the disposal of
valueless records of their respective
offices following the pertinent provisions
of PD 1445, preferably towards the end of
the calendar year.

3.5.6 Shall have custody of the records holding
of their respective offices and shall be
reponsible for the safekeeping of the
valueless reocrds until its disposal is
authorized.

3.5.7. Remit to the National Fund all proceeds
realized from the sale of disposable
valueless records.

3.6 GOVERNMENT-WIDE RECORDS MANAGEMENT PROBLEMS:

Inadequate over-all coordination of records
management improvement program agencies.

Ineffective control of records management

* Creation of valueless records

* Storage of obsolete records

* Inefficient administration of valueless records

Lack of coordination and control of records
management

* Economic waste

* Inefficiency
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3.7 COMMON RECORDS MANAGEMENT PROBLEMS IN AGENCIES

* Lack of uniform classification & filing system.
* Loss of misfiling of records.

-It. Lack o·f stor·age space and filing equi pment for·
active and inactive files.

* Lack of systematic
non-current records
r·ecor·dscenter·s

and or·der·ly
fr·om off ice

tr·ansfer· to
stations to

* Lack of control in the creation of reports,
forms and directives.

* Too many unnecessary reports.

3.8 AGENCY PRIMARIL.Y RESPONSIBLE FOR THE GOVERNMENT-
W IDE RECORDS MIlNAGEMENT IMPROVEMENT. PROGRAM

3.8.1 THE RECORD~ MANAGEMEN"l AND ARCHIVES OFFICE:

The Central agency responsible for
developing and implementing the government-
wide records management program.

* Responsible for the promotion of a sound
records management program in the
gover·nment.

* Establish and operate records centers for
the storage, servicing, security and
screening of all records which must be
preserved for a time but need not be
retained in office space.

* Shall evolve and operate government-wide
improvements and economies in records
management.

* These shall include.

and controls for
r·ecor··dskeepi ng,
pr·eser·vation,

disposal and
center·s.

* Standards
making and
r·ecor·ds
r·ecor·ds
r·ecor·ds

r·ecor·ds
selective
scheduled

tr·ansfer· to

* Discriminating application of tested
methods, practices, materials,
equipment and machines in the creation
and maintenace of records.
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* Authorization by law to inspect
r'ecor'ds and to r·equir'e I'··epor·tsas to
their management.

* Training programs directed at
improving the effectiveness and
technical knowledge of personnel
assigned to records making and records
keeping, and

* Standards and controls for physical,
legal and security safeguards for all
r·ecor·ds.
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4. POLICIES ON RECORDS MANAGEMENT:
1. The Records Management Division with its Standard

Operating Procedures and Internal Policies shall
be responsible for the establishment of a more
effective and efficient Records Management
Improvement Program (RMIP) on a Department-wide
application.

3.

Centralization of Records Management
Central Office for the full control of
and outgoing communications/documents
prompt action thereon.

The Central Records Management Divison
the focal point of all records
activities of the Department.

in the
incoming

to assure

shall be
management

4. The Records Management Division shall be the
repository of the Department's vital
records/documents. It shall also be the custodian
of inactive records deemed necessary for current
operations.

5. The Records Management Division shalll prepare the
inventory of the Department's records holding and
dispose of its valueless records at least once a
year.





5.1 RECORDS CREATION

5.1.1 RECORDS CREATION: is defined as the putting down of
information on papers, printed
forms, punch cards, tapes or any
information transmitting media.

5.1.2 ERIMARY P~RPOSE OF RECORDS CREATION: is to create
records that are necessary for the
continued operation of an entity.

5.1.3 WHAT ARS RECORDS'-? The ter-m "r-ecor-ds"is any paper-,
book, photograph, drawing, motion
picture film, microfilm, sound
recording, map or other documents
of any physical form or character,
or any copy thereof, created by an
entity or r-eceived by it, in
connection with the transaction of
public business, and has been
retained by that entity as evidence
of the objectives, organization,
functions, policies, decisions,
procedures, operations and other
activities of the government, or
because of the information
contained therein.

A record maybe the creation of an
individual. An example of this may
be the histor-ic "Emancipation of
Tenants" , PD "* 27. Yet, a r-ecor-d
may also be the creation of more
than one person. A good example of
this is a "Committee Repor-t".

5.1.4 ORIGIN OF RECORDS: Recor-ds in an agency come fr-om two
sources. One is the agency itself
and the other is from outside the
agency.

5.1.5 CON~EPTS Q~ GUIDE Jl! THE CONTROL OF CREATING RECORDS:

* Measure of Necessity: emphasizes that records are
created only if they become
necessary tool or medium for the
completion of a given task within
an agency.
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* Basis for Simplicity: states that in the creation
of records, the writer should use
only well-known, clear, specific,
short, and direct sentences, if
possible, one idea per' document or'
communi cC':\tion.

* Rule of Substitution: simply states that a writer
must substitute the simple for the
complicated and the formal for the
informal, provided that in so
doing, the desired results are
achieved.

* Rule for Simplication: shows that it is always
advisable to use a method that is
direct, better, easier, faster and
cheaper because complicated
procedures are time consuming and
cost.ly.

* Measure of Good Supervision: point.s out that the
supervisor has a very important.
role to play in preventing the
creat.ion of unnecessary records.

5.1.6 Persons Responsible for Controlling the Creation and
Use of Records in an Entity:

* Secretaries or typists who prepare the records for
t.he cr'eat.or';

* Processors who must see to it.that. the necessary
actions required in the records are taken;

* Filing clerks who are
safekeeping of records;

ent.r'ust.ed with the

* Encourage the use of the t.elephone
communication will become faster, more
and more economical;

so that
efficient

* Use the form letter, guide letters and routine
slips.

5.1.7 MAJOR FIELDS IN RECORDS CREATION:

5.1.7.1 Correspondence Management: Government. correspondence
consists of letters, memoranda, indorsements
and directives, including written or printed
matters, transmitted, enclosed or used in
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place of more formal correspondence. It is always
a writer's responsibility to be,understood by the
person of the firm to whom he is addressing a
letter. So, before writing, he should be able to
visualize the ideas, thoughts and emotions
intended to be put down in wr·iting. In ot.her·
wor'ds, he/she should plan his/her letter'. In
planning, he should remember the classic patterns
for letter, that is the block, the semi-block, or
the full-block form, t.he rules of unit.y, coherence
and emphasis, the elements such as the
communicator receiver, circumst.ances, expressions,
channel and purpose which contribute to the
desired effect of a letter, and clarity of the
letter's content and style.

An equally effect.ive guide for correspondence is the Four
1i.l §. For·m!.,!..la.
* Shor·t.ness

* Simplicity

* St.r·ength

* Sincer'ity

* Shor·tness means the writer must. avoid needless inquiry,
words and information. Omit unnecessary
e;{pr'essions such as, ~ hancL..at. §!!l ~ar'ly
date. beq to infor~ enclosed herewith, and
shorten prepositional phrases.

* Simplicity - is knowing your subject, using short words,
sentences and paragraphs, and using simple
and compact statements.

* Si:x'ength

"*. Sincer'it.Y

means using concret.e words and active verbs.
In other words, don't hedge.

is being human. Admit mist.akes and don't be
servile or arrogant. Think of the other
per·son.

It is also equally import.ant.if you check your lett.er
against the Five C Formula.

* Is it complete?

* Is it Concise?
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* Is it Clear·'"?

* Is it Correct?

* Is it Courteous?
One way of having an effective and economical
correspondence management is the use of form letter and
this should be used when it can adequately attend to a
routine business and informational matters.

Advantages of FORM LETTERS over that of plain letters.

* Assures prompt reply

* Readable
* Easy to understand

* Eliminate unnecessary reviews

* Easy to control

5.1.7.2 FORM MANAGEMENT:
What is a Form? A form is any piece of paper

reproduced or duplicated by any pr·inting process, which
contains information and blank spaces for the entry of
variable information. There are many types of forms.
Some of these are:

* Printed or Business Letters

* Printed Memoranda

* Postal Car·ds

* Information Slips
These forms are used in place of typewritten ones for
reasons of appropriateness, speed and economy. Forms may
also be classified according to their office function such
as, purchase forms, accounting and auditing forms, and
pocurement and supply forms. They may also be classified
according to the authority in which they are used such as,
age!l£Y..for·ms whi ch ar·e cr·eated and standar·dized by the
agency for its internal or administrative purposes, and
standard forms which are created and prescribed by an agency
for the mandatory use of other agencies.
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Importance of Forms:
* Forms show clearly what information must be gathered and

communicated.
* Provide specific location for each information needed.

* Facilitate the use of multiple copies.

* Identify records and facilitate filing.

5.1.7.3 REPORTS MANAGEMENT:
A report management is defined as an official statement

of facts relevant to any event, activity program or
condition. It is usually written in narrative, statistical
or graphic form. A report may be presented by a subordinate
to his superior or by one office to another with the purpose
of furnishing management much needed informations necessary
for managerial decision-making.

Reports are important because:

* They evaluate and improve performance.

* Monitor progress of operation.

* Pr'ovide factual measur·ement.of condi tion.
* Indicate deficiencies and need for creative action •

•j(- Measur'e pr'ogr'essof pr"ogr'amwith r'espect t.oobject.ive.

* Determine program values.
* Recognize trends and problems wh~ch affect. the program.

Reports are classified as ~pecial_ reports such as
investigations, st.udies, proposals, and recurring reports
such as regular periodic report, progress report, financial
r'epor·t, and ~.!!·r·ing ir'r'egular'r·epor·ts like audit.s,
inspection or appraisal report. A good report must have the
foil owi ng.

* Accur'acy

* General Appearance

* Relevancy

* Current Application
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* Br'evity
.lE- Impar·t.ial ity

-ll. Pr'omptness

The other originate from the management. down t.o the
lower group of employees and this is called Administrative
Issuances or Instructions.

5.1.7.4 INSTRUCTION MANAGEMENT:

Is defined as the technique of planning, preparing,
organizing, conveying promptly the right inst.ruction to the
right person at. the right time and at the lowest possible
cost. Instr'uction management is impor·tant because it
enables an organization to function economically,
efficiently and effectively.

Types of Administ.rative Issuances that are
within the Department.

applicable

* Administ.rative Order

* Office Memoranda

which is issued for' the super'vision
of matters in the government which
is purely internal and not. of
general interest to the people.

an issuances addressed exclusively
to a particular group of officials
and employees of a particular unit
or· a division.

* Gener'al Cir'cular· t.his contains administrative
instruction which are directory,
advisory or informative in nature,
more or less general in
application, permanent in duration
and requiring compliances or
observance fro~ the employees of
the issuing office and the public
in gener·al.

* Office Circular - this involves assignments and other
related matters affecting t.he
status of personnel, including
details,designation,communications,
supervisions, reinstatement, etc.
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* Special Or·der· this tr·eats of
or· missi on to
officials c."\nd
for· a def init.e

special assignment
be accomplished by
employees concerned
per·iod.

* Travel Order t.hese are issued exclusively for
travel assignments of personnel.

* Department Orders t.hese are issuances which include,
directives, rules, regulat.ions
order, and/or instruction which
establish new policies or implement.
existing laws and executive orders.
They are regulatory in nature,
permanent and mandatory in
character and of general
application •

.Il- Of fice Memot-·andumCir·cular:..and Off-ig Memot~nd.!::.!illQr·de..!:..§.
These are intended as follow-up or
calling attent.ion to or as a
reminder on a previous general
circular and office order
r·espectivel y.

* Bulletins these are used
informative issuances
require compliance
employees such as
publication of the
announcement, public
all iet1 matter·s.

for· br·ief
which do not

fr·om the
per·iodi cal

agency, news
notice and

5.1.7.5 Guidelines in the Preparation of Written Instruction:

* Det.ermine the purpose of the instruction.

* Plan or outline the writing of the instruction.

* Check previous instructional release.

* Use natural conversational language

* Be complete and clear.

* Be brief without sacrificing the substance.

* Use language with appropriate tone.

* Determine the appropriate format.
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* Determine the r-ight number of copies to be produced.

* Determine whether it needs necessity for indexing.

* Determine the most effective method of transmission.

* Review releases as frequently as possible.

* Secure clearance and approval.
Regardless of the size of the office in which records

are created, records must be controlled. Every copy
produced must be justified because needless copies will only
add to the bulk of the records being maintained. Fewer but
better records would result in an efficient, economical and
effective records management.
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5.2.1

5.2.1.1

5.2.1.2

5.2 RECORDS MAINTENANCE

MAIL MANAGEMENT

~oaches to an Lmpro9vec!OpeFoations:
Proper organization is the groundwork for

effective mail operations. In organizing the handling
of mails and correspondence, the Agency should have a
Unit responsible for managing and coordinating various
aspects of mail operations.

Combine communications and records function
a single unit. Since communication process
beginning and end of the paperwork chain, it
better served if combined with the records
The authority and responsibility of this
should be defined either thru a directive or
form of an Order.

WHAT I§ MAIL? Mail includes lett.eroa,post.carods,
documents, packages, publications and telegrams or any
other written communications or documents transmitted
through electrical, electronic or mechanical devices,
or through post.al service, t.hat are received or sent by
Agency of Office.

MAtLS ar"e consi deF"ed communi cati ons/documents on
sealed container.

MAIL. MANAGEMENT in orodeFoto be effective should be____ 0 _

set up in a mail room; this room provides vital
services to t.he Agency. The heart. of a mail management.
program is a well organized and efficient run mail
rooom.

In small offices having no mail room, the Records
Office is used as mail room. If possible, it should be
locat.ed at. a convenient place which is ~f=~sible t.o
the action and to th~ pL~~olic. It must have lights
pleasing t.o the eyes and proper ventilation t.oo.

BASIC GUIDES IN ORGANIZING A MAIL ROOM

* Planning - is to determine the volume handled, size
of the agency and the equipment and materials needed
for its operat.ion.
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* Organizing is to determine the right
kind of positions to be created
qualifications of the personnel.

number·
and

and
the

5.2.1.3

* Coordinating and Controlling - coordination between
the mail room personnel and the agency's action unit

be established including a system of review.

* Funding - is to provide funds to cover postage and
other communication and transportation expensess,
costs needed for materials, equipment and supplies
including their replacement.

MAJOR PHASES OF MAIL MANAGEMENT:-- -.--- ..----
* Handling of Incoming Mails and

Communications.
Correspondences/

5.2.1.4

5.2.1 ..5

* Handling of Outgoing Mails/Signed Communications.

* Messenger Service System
FACTORS. yo CONSIDER .IN THE HANDLING pF_ J~COMING l'1AILS

Remember, effective servicing of mail starts at the
time the Agency receives it. Therefore, an appropriate
procedure should be done to facilitate rapid
distribution, at least cost throughout the Department.

TOOL~ NEEDED IN ORDER TO OPERATE AND EFFICIENTLY
CONTROL THE MOVEMENT OF MAILS:

* Sor·ting Tr-ay

* Log Books

* Mail Gui de

* Envelope

* RLlbber-Stamp

* Letter··Opener-
.lE- st.amp s

* Plastic pouch/Transpack

* Stamp Pad

* Wrapping, Packaging,
and Bailing, Materials.

to
the

thei r·

The recording and control of all incoming mails can be
minimized if we classify them into tw6 categories:

Official Mails - are those that are addressed
the officials of
Department with
designations.
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Personal Mails - are those which are personally
addressed without stating
their official designations.

Q.fficial Mails ~ fur·ther·classified into:

Accountable Mails - are mails that needs recording and
should properly be receipted and
acknowledged by the receiver.
E:-:amp 1e:

package, printed matters and
f Olr. e i gn mai 1s •

Or·dinar·y Mai 1s - this type of mail need not to be
recorded. However, if the
Department decides to do so, it may
be recorded for statistical purpose.

5.2 ..1.6

Sometimes, mails require action within a specific
time. This includes those that ar·e mar·ked "URGENT or·
RUSH", CONFIDENTIAL and official correspondence from
very important persons, like high ranking government
of·ficials.

PROCEDURES IN HANDLING INCOMING MAILS:

.ll- Recei ving

-ll. Sor·ting

-The agency's mail room is usually
the first receiving point for
mails addressed to the offices
served by said mail unit. For
receiving mail~arrangement should
be made in such a way that the
agency should have a pick-up and
delivery schedule in coordination
with t.he PCJstalSer·viceo Ar·r·ange
mail shortly before office hours or
soon aft.er·.

-is the segregating of mails by
unit.s or by t.he addressee. Routine
mails are separated from non-
routine mails. In sorting, we may
find mails with wrong addresses,
so, it.shall be the responsibility
of the sorter to place the correct
address if available, or dispose it
in accordance with existing
polici.es.
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* Opening of Mails -is a matter of policy by the
agency. It is ideal that the
opening shall be the responsibility
of the records office. This is
done either by hands or mechanical
letter opener depending on the
mails to be opened.

* Date Stamping -this is made on the face of mail
matter to show date of receipt. It
is a must in the handling of an
incoming correspondence, especially
if it has legal and or financial
value. Time stamping should be
confined to essential mails like
bids, contracts, claims, etc.

* Scanning -is reading and
correspondence to
subject matter for
recording/registry.

analyzing
det.er-mine
the pur-pose

t.he
t.he

of

* Recor'ding/
Regi st.r'ation

* Routing

* Contr-olling

-the Depart.ment.of Public Works and
Highways is using t.he Record Book
in r-ecor-ding mai Is. It. ind icates
t.he origin, dat.e received, subject.
matt.er and action unit. having
jurisdiction on/over the matt.er
tr-eated thel~-ein.

-it is t.he process of delivering t.he
mail materials from one action unit
t.o t.he other. This is done after
the mail clerk has recorded the
correspondence/document.

-it is the process of t-'ecor'dingall
types of mail and correspondence
concerning the receipts, location,
stat.us and dispatch. To facilitate
and expedite work involved in
controlling mail, t.here are
devices, forms and other tools
commonly used in mail operations.
Among these ar·e:
Mail Guide - this serves as the
basis in determining what mail
cont.rol to apply and where to route
mail.
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Records or Registrar Book - mails
are listed down in this record book
and only important informations are
recorded in the record book so as
to avoid undue delay in mail
delivery/dispatch.

Such informations are:

Correspondence Number

Sour'ce o·f:mai I

Date Mail was received

Subject matter of the mail
as briefly as possible.

5.2.1.7 HANDLING OF OUTGOIt:lGMAIL:

Date when
dispatched
of per"son
r'eleased.

mc"1iI was
and signature

to whom it was

Any correspondence that is being prepared either
as a reply to incoming mail or as an originally created
piece intended to be sent outside the agency acquires
the category of an outgoing mail. It is the concern of
the agency to speed up the flow of mail from the office
preparing it to mail room which in turn, promptly
transmits it to its destination through the appropriate
messenger, courier, or postal service. The handling of
outgoing mail therefore also requires appropriate
procedures to attain fast service at the most
economical cost.

*THREE AREAS OF ACTIVITY IN MAIL PREPARATION:--- --- ------ .- --- .

* Preparing outgoing mail for dispatching.

* Final handling and actual dispatching.
* Final handling of material to be filed.
*STEPS IN PREPARING OUTGOING MAIL FOR DISPATCHING:- ----- --- --
* Upon receipt, outgoing mail piece is checked for

complements including enclosures, signatures, etc .•

* Repr'oduce mm··e copi £'-:sof the mail piece or its
enclosures, if necessary.



* Assign the code/release number, if required by the
agency policy, to a mail piece which shall serve as a
referral number _for reply purposes.

* Mail is sorted first as to mail to be delivered by
messenger service and to be delivered by postal
ser-·viceo

* Mail to be delivered by postal service is further
sorted as to the type of postal handling ordinary
mail, air mail, special delivery or regitered mail.

* Mark all outgoing mail with the same destination.

* Record only non-routine official mail.

* Prepare envelopes with correct addressees,
amount of stamps and proper zip code to
correct and expeditious transport.

e;·:act
ensur·e

5.2. L 8

* Sort finished envelopes for postal service,
messengerial delivery, LBC Air Cargo transport
according to geographical locations for easy handling.

* Register mails with return address of sender for
transmitting materials of considerable value as may
be required by law.

* Prepare the necessary forms for registered mails.
The list of registered and special delivery mails for
records purposes, in accordance with postal
regulations, shall be kept.

FINAL HANDLING AND DISPAT£HING. OF OUTGOIN§. MAIL

After it has been stripped of file material, the
outgoing mail enters the final handling and dispatching
stage. The outgoing mail material goes to the mail
dispatcher/clerk while the file material goes to the
file classifier/clerk.

ACTIVITIES INVOLVED:

* Sorting the mail -
* Those to be delivered by messenger service.

* Those to be delivered by Postal service.

* Those which are to be delivered through telegrams,
radiograms or by fax machine.
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5.2.1.9

* Enveloping mail -

* Select the right envelope for a mail piece.

* Fold the mail piece properly into the correct
envelope.

* Address the envelope properly.

pETTING UP a MAIL ROO~
The Mail Room provides a vital to an agency in the

government. The heart of a mail management program is
a well-organized and efficiently run mail room. If
possible, a mail room should be located at a convenient
place to ~fford optimum accessibility to the action
units and the public. Good ventilation and adequate
lighting should be provided.

5.2.1.10 THE RECORDS STORAGE ROOM

The records storage room should occupy a desirable
space in the building basement or the farthest end room
of the building may be used for this purpose. The
cabinets and other equipments should be arranged 10 to
20 to a row from left to right and this is also true
with the wooden open shelves.

5.2.1.11 MESSENGEF~I~~ SERVICES

An efficient messengerial service is just as
important as establishing mail processing in the
Division. Whether by internal or external messengerial
services, mail dispatch should be efficient and
adequate in order to prevent wastage of precious time
needed to act on all communications/documents,
received and delivered through the Department's mail
channels.

5.2.1.12 KINDS OF MESSENGER SE~~1-CEq
* Internal Messenger Service this involves the

delivery of mails from one office to another
within the department/agency.

* External Messenger Service this involves the
delivery of agency/office mails to or from
the central mail station and outside office
or other agencies.
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* Special Messenger Service this refers to special
messenger trips to deliver or collect mails
that is so urgent/rush or important in
nature which requires immediate action.

5.2.1.13 MANAGING THE MESSENGER SERYICE

To achieve the ultimate goal of the
office/agency in the prompt/fast delivery/dispatch of
mails, it is but necessary to plan out very carefully
the most suitable procedures that must be established
to meet the messengerial requirements of the
office/agency. In planning out these procedures,
consider the four activities involved in managing a
messenger service, namely:

* Organizing and managing personnel that comprise
the messenger force.

* Planning and revising, when necessary, the
messenger routes and stops/destination.

* Scheduling of messengers.

* Prioritize urgent mails which need
messenger'•

special

Certain factors which influence the scope and size
of the agency's messenger force.

* The Organizational structure of the agency.

* The physical lay-out of the buildings of the
entir'e agency.

* The funding capability.

* The working relationship of one action office to
another'.

5.2. 1•14 TRA ITS OF 6. GOOD. MESSENGEB.

* He must be physically fit.

* He must have a pleasing personality.

* He should be clean and neat in appearance.

* He must be honest and trustworthy.

* He must be tactful.
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* He must have the initiative or capability to act on
his own.

* He must be consciencious, mindful of his work.

* He must be resourceful.

* He must have a cheerful disposition.

* He shoul d no'b be a gossi per'.

* He shoul d be educati onally' qualifie4.

5.2.1.15 HELPFUL DEVICES AND FOHMS

* "IN c:\ndOUT" Tr'ays --these ar'e t.r'ay-like r'ec:eptacles
usually made of any light board
or plywood or meshed wire,
rectangular or boxlike in shape,
which are used to accommodate
mai I pieces intended for'
delivery or collection by
messenger'.

* Deliver'y Heceipts - t.hese ar'e torms ~"Jhich ar'e
accompl ished for all outgoing
mails, to show brief
descriptions of various
mat.erials list.ed and to be
signed by the receiving entity.

* Record Book or Logbook - is commonly used t.o record
the receipt of inter-office
cor'r'espondenceldc)cument.s
delivered from one office to
anot.her in an agency.

5.2.2 FILE~ MANAGEMENT
In records management., filing const.itut.esa major

portion of office work. Written information materials
relat.ed t.o ognanizat.ions, instructions, contract.s,
obligations, drawings, plans, programs, transsactions
and the like must be readily available when needed.
Filing is the classifying and arranging of records in
a syst.emat.icway so t.hey will not. only be safely stored
but also quickly retrieved when needed, or filing is
t.he pIac ing nt' paper"s/r"ecor'ds in an accept.ab1e
contai ners in accot-'dance with the pr'e-deter'mined
arrangement so t.hat any paper or records, when
required, can be located and retrieved immediately.

34



5.2.2.1

In filing, the emphasis is mor'e upon the "Finding"
r·athe•..' t.han t.he "StcJr·ing" aspect. fo•..· pur'poses of
practicapability and convenience. Since the written
information is being retained or filed for future
posssible use or· r'efet·'ence,the so-called "finding"
aspect is essential in paperwork management.

Filing, from the simplest to the most complicated
syst.em, is an expensive undertaking. Establishing and
managing effective system for arranging the records
that an office must maintain, and placing t.hem at their
proper locations, will help promote operational
efficiency in the office. Day to day operations of the
files must be given utmost attention and direction to
insure the greatest possible return of the money spent
for records keeping.

Centr'alized Files·- files ar'e maintained in .one unit.
~nd .in.~ 1ocdJ;j~

C' "..... ••••'li ,.,
;,J • ..::. • .a::. • ..::. Decent •..·alized Files - places all records of common

interest to many persons in one
Ioca,:tion. under' one !?uper'visor'.

5.2.2.3 Advantages in Centralizing all Filing Process:

* Filing is done by skilled
specialized file supervision.

technicians under

* Provide for more effective use of personnel
better quality of work.

and •

* Responsibility is more easily
accountability is easily placed.

delegat.ed and

* Reduces duplication of personnel, equipment., supplies
and space.

* Greater ut.ilization of filing facilities can be
maintained.

* Recor'ds are staf"ed in mar·e efficient. equj,pment.

* Uniform files procedures are followed.

* All related data are kept toget.her.

* Ret •..·ieval of infor'mation is ·faster· and unifor'm
service is given to all department or divisions.
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4

* Effective in small as well as larger organizations
where some of the departments or organizational units
do not have convenient access to the files.

* Offers complete service'to
the storage of records,
reference service.

the total organization,
filing, maintenance, and

* Elimination of the cost of extra labor.

* Complete record of transaction can be assembled and
produced more easily and quickly.

* Personnel changes will not affect tha ability to find
records.

File Station

EXAMPLES:

every separate location at which records
of any kind are accumulated in an
organization is a file station. It
is a repository of information.

* Small office file serving one or several
persons.

* Large central file serving several
offices.

* Engineering Drawing Files.

* Punched Card files.

* Files of magnetic tape.

* Microfilm files.

An Ideal File Station Network shall consist of:

or many

* Official File Station area where files will
be readily accessible
to users.

* Duplicate File Station- temporary place where
files are permissible
only when official
station is inaccessible.

* Inactive File Station - location of files that
are not frequently
needed.
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Central Reference Service:

* Responsible for maintaining up-to-date
information on the location of all active and
inactive records.

* Coordinates and provides indices of records
holdings.

File Station Directory:

* Serve as connecting link between
stations.

networ-k

* Descriptive listing of all records holdings.
Files Overgrowth:

-ll- It is the keeping of records in half
file stations. These are bits of
information scattered here and there.

a dozen
r-elated

Tr-ouble Signs:

* Accumulation of records in desks,
and so called personal files.

bookcases,

* Unusually
equipment.

large expenditures for- filing

Files Operations and Techniques - Office Filing Task:

* Deter-mine ~..,hich paper-s to file and whioh papers to
avoid filing.

* Determine which needed papers to maintain as
separate file groups.

* Ar-r-ange
gr-oup.

the folders logically within each

* Select and use the best available equipment and
supplies, for housing records and for making
the sequence of folders visible through
labels.

* Operate the files on a day-to-day basis after
establishing them.
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Filing Fewer Publications:

* Who first requested the publications?

* Who now uses?
* How often does he use it?

* Can we conveniently get this
elsewhere when needed?

infor·mat ion

* Does our past experience justify our inclusion
on the distribution list?

* Does this publication serve an immediate need?
A pr·obabIe need.

* Does it serve its purpo~e adequate after being
reviewed by those who need to see it?

* Is the
Limited'-;:'

value of
Temp or·ar·y?

infor·mation long ter·m?

* If we must file it, how soon can we dispose of
each other·?

Filing Fewer· "Infor·mation Only" Copies:
* Filing Fewer Directives - in an office, one

per·son is desi gnated to keep the enti r·e "S(~t",
with the responsibility of making sure it is
complete and up-to-date.

* Filing Fewer Copies of Routine Communications -
Eliminate file copies of routine communications
which require no record.

* Procedures for Eliminating Copies -

* When granting routine request for
publications, blank forms, or other printed
supplies,attach the requesting letter to the
materials sent. There is nothing to be filed
since the request is returned to the sender.

- * As appropriate, answer routine request from
other offices by placing the information at
the bottom of the request.
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* When transmitting materials not requested by
letter, avoid routine tr~nsmittal letters
with their attendant file copies. If some
records seems necessary, note relevant facts
on the office file copy of the transmitted
mat.er-ial s.

* When using form, return the request
infor-mation with the form letter-. If
request must be filed, place on it the
of the reply and the number of the
1et.t.er-.

for-
the

date
for-m

* Reducing Extra Copy Files - decisions made from
extra copy files may be unsound decisons
because it. is based upon incomplete evidence.

* Fi 1e Gr-oups
Recor-ds:

Commonly Found in Gover-nm(~nt

Admi ni st.r-e~tion

Legal

Finance

Pet--sonnel

Public Assist.ance

* Considerat.ions in the establishment. of separat.e
File Types:

Di sposal Factor-

Identification Factor

Vol ume Fact.or-

Completeness Factor

Basis File Groups:

* General Correspondence letters, telegrams,
r-epor-t.s,et.c.

* Tlr-ansitOt--yCor-r-espondence answer- to r-out.ine
request. for infor
mation or publica -
t.ions.
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* Case Recor'ds

* Case Working Papers

Investigations,con-
tr'c\cts,etc.

reference materials.

* Technical Reference Material - printed reports,
periodicals, etc.

* E:<tr'a"convenience" copies.

* Film, Tape or Desk Records

* Cartographic materials and drawings
char·ts, etc.

* Cards - indices, catalogues, etc.

How to Break Down Records for Easy Finding:

maps,

* Fir'st Step - Divide the records into major
subjects.

EXAMPLES:

ADM Administrative Matters

FIN Finance and Fiscal Matters

LEG Legal Matters

PER Personnel Matter

PA Public Assistance

* Second Step - break down further within each
separate file group.

EXAMPLE:

ADM

1. Aer'onautics

2. Associations

3. ?~uto Plate~.;;

4. Buildings

4-1 Militar·y



5.2.2.4

4-2 Schools

4-3 Private/Residential

4-4 Plants/Factories

5. Calamities
6. Celebrations/Holidays/Fund Campaign

SYSTEM~ OR 6BRANGEMENT fOR. 9U I D:~ F I ~ I NG

What is meant by Filing:

* Arranging of recorded information according to a
simple logical system.

* Placing the recorded information in a storage
contai nero in cor'r'ectsequence; and

* Retrieving the information so that it can be used.

Method of Filing:

* Vertical Filing

* Flat Filing

* Loose-Leaf Filing

* Visible Filing
Written Filing Procedures (Benefits):

* Will make active records a
dependable source of information.

r'eliab Ie and

* Will increase the efficiency of active records.

* Will relieve overcrowding
elimination of unnecessary
continuing basis.

of
and

files by
out-"dated on

the
a

* Will reduce the amount of space, equipment and
material required for filing.

* Will eliminate certain filing problems and
unnecessary expenses.

* Will r'educe filing e:·(pensSIJ.
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Classiffying of Records:

* Controls the filing of records and provides the same
for locating them after they have been filed.

* Provides the determination of the particular filing
designation applicable to each records to insure its
proper placement in the files and facilitate its
speedy removal from the file when needed.

Assigning Records for Filing:

* Destroy

* 30

* 90

* 6

Day

Day

Months or 1 - Year

* Permanent

Releasing Records tor Filing:

* Releasing Marks (Filing Authority)

* Records should not be allowed
window sills and tables but should
the filing station before the
business day.

to accumulate on
be transferred to

close of the

Checking Records for Filing:
* The date should be stamped on the record to show the

the date that file stations assumes responsibility.

* The records should be checked for classification and
retention codes.

* All copies of records should be checked to eliminate
retention of unnecessary records.

* All pins and clips should be removed, and records
of more than one page should be stapled.



Cross-Referencing:

* Prepared when more than one specific
is covered in a record.

* May be indicated by placing the caption
cross-reference underneath the
classification.

subject

code for'
or'igin a1

Follow-Up
Filing:

(Suspense File) Sorting Records Befor'e

* To eliminate excessive accumulation of records after
the records reach the file station and serve as an
aid in locating a record that has been collected but
not yet filed.

Placing the Records in Storage
Responsibility:

File Opel"'ator's

* Check the classification code on the record against
the classification code on the folder guide.

* Place
or'der',

the records in the folders in
keeping the latest date first.

chr'onologi cal

* Prepare an individual folders for 5 or 6 records
having the same classification code.

* Prepare extra folders
contains more than it is

when the present
designed to hold.

f 01 del'"

* Place records in back of guides.

Reference Request Procedures:

* Only the file operators should remove records from
their storage place.

* If the record is valuable, a copy of the records may
be transmitted rather than the original.

* A charge-out form should be used to described the
withdrawn records.

* A periodic inventory should be made of all
out for'ms.
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5.2.2.5

Screening of Active Records:

* Active records should be screened periodically so
that records that no longer have retention value can
be destr·oyed.

* Records that no longer have current value can be
transferred to the inactive records storage centers.

Benefits for Screening Active Records:

* Will eliminate useless records from active files.

* Will reduce that number of records that must be
handied by file operators.

* Will increase the efficiency and economy in the use
and maintenance of active records.

* Will reduce the volume of records in file folders.

* Wi 11 impr-ove the appear-ance of files.

* Will reduce floor space, filing equipment and filing
supply requirEments.

* Use of Records Storage Boxes.

PRINCIPLES OF ALPHABETICAL ARRANGEMENT

The following pr'inciples are used univer'sally in
the arrangement of names of individuals, organizations,
geographical locations and political divisions.

NAMES OF INDIVIDUALS

* Alphabetize names of individuals according
surname, (b) given name, (c) middle name or

to (a)
init ial •

* Arrange names in dictionary (Alphabetic) order.

* Surnames alone are
initials or a given
precede given names
as the init.ials.

placed before surnames having
name. Surnames with initials
beginning with the same letter

* Sur-names beginning with a pr'efix, such as "De" ,"L'::l",
"Me", of" "Mac" ar·e ar·t-·angedas spelled. A sur'name
prefix is not considered a separate classification

.un its.
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-II. Titles such as Dr., Mrs., Captain,
in alphabetizing and follow
classification caption.

are disregarded
t.he name in

* If a t.it.leis used alone or wit.h a given name, it is
ret.ained and considered in alphabetizing.

* Terms such as Jr., Sr., 3rd, are considered as
alphabetizing units.

* Nicknames are alphabetized as written.

* The legal name of a married woman should be used in
alphabet.izing in this or·der·; (a) her' husband's
surname, (b) her given name, (c) her middle name.
Mrs. is placed in parenthesis at. the end of the
classification caption. The husband's first and
middle names can be placed below t.he woman's legal
name.

* Hyphenated names are treated as one word.

* Abbr'eviated pr·efi:·:es,such as Sto. (Santo), ar·e
alphabetized according to the complete spelling.

NAMES of ORGANIZATION---- -- ----------
* Business firm names init.ials precede surnames

beginning with the same letters as the initials.

* Firm names beginning wit.h t.itles are alphabetized as
~..,r·itten.

* Firm names including the complete name of an
individual are alphabetized according to the surname
of the individual followed by the given name cmd
initial.

* The apost.r·ophe "s" is
alphabetizing firm names.

not. consi der'ed in

* Hyphenated firm names are considered as separat.e
alphabetizing units.

* Firm names which contains descriptive titles are
alphabetized as written.

* Divisions of business organizations are classified
under the corporate name and cross-reference under
the Division name.
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* Firm names beginning with numbers are alphabetized
according to the complete spelling of the number.

* "The" at t.he begi nni ng of a name of an or'ganizati on
is disregarded in alphabetizing and is placed aft.er
t.he name in parentheses.

* Firm ending such as Inc.,
alphabetizing.

ar"e consi der'ed in

* Conjunctios and preposit.ions are not. considered in
alphabetizing.

* Words in names of organizations that may be written
either as one or two words are alphabetized as one
wor"d.

* If the firm name contains a compound geographic name
that is an English word, such as New York, the parts
of the compound word are considered as two units.

*

*

If the firm name contains a compound geographic
beginning with a foreign word, such as Des in
Moines, the compound name is alphabetized as
wor·d.

Organizat.ions such as libraries, hotels
hospitals, are alphabetized by the identifying
of the organization.

name
Des
one

cwd
name

E:o( amp 1e: Hotel Stafford is arrange by Stafford
Hotel.

* Banks and trust companies are arranged first by the
name of the town or city where they are located, and
next by organization name.

* Guardianships, receiverships, and trustees are
arranged by the names of t.he organizations that they
r"epr"esent.

* When t.he same individual or organization name
appears with different addresses, the names are
alphabetized according t.o city or town first. The
name of the province is considered when there is
duplication in the city name. Names of st.reets are
considered when the same name is located at
different street addresses wit.hin the same city.
Street addresses are arranged from the lowest to
t.he highest. st.reet number.
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POLIJ~~AL DfVISIONS:
* Governm~nt records are alphabetized in the orders:

(a) Philippine Gover'nment, (b) depar·tment, and
(c) Bureaus, division, board, etc.

-!l' The wor'ds" Depar·tment of", "Bur'eau of" etc., ar'e
disregarded in alphabetizing when used in titles of
government records.

* Names of foreign government divisions are
alphabetized fir'st by the name of the countr·y, and
then by the title of the department, bureau,
division, etc.

* Provincial and municipal government
arranged alphabetically by the name of
or city and then by its classification.

r'ecor'ds ar'e
the pr'ovince

E:·:ample: Bulacan, Public Schools (Bureau of).

5.2.2.6 RULES FOR tlANDLING RECORDS:

* The filing personnel should understand clearly the
filing system used.

* The system should be maintained in accordance with
the procedures stated in the records management
manual.

* Each record should be handled as an important piece
of information.

* Each record is examined for classificaton filing
captions and retention value codes.

* Paper"s shoul d
LIpper'1eft hand

be stapled neatly
cor·ner·•

together' in t.he

* Check carefully for cross-reference
not.ations. Prepare cross-reference
for·ms.

and
and

fc.11 low--up
follow-up

* Mend or repair any torn paper.

* Sort. records prior t.o placing records in t.he drawers
and cabinet.s. Records should be arranged according
t.o t.he classificat.ion capt.ion or code and according
t.o the retention value code. Records with a
retention value should not. be placed with records
of longer or permanent retention value.
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* Sort records as soon as they reach the filing unit.

* Use sor·ting
et-·r·or's.

devices to save time and eliminate

•M- Place r'ecor'dsin back of guides •

* Place r'ecor'dsin fol der' in cht-'onolog ical or'der'•

* Use a filing shel·f enable fr'eedom for" bot.h hands
when filing.

* Make divisions in records when folders cont.ain more
t.han capacity for which they were designed.

* Close each drawer when work is complet.ed to
eliminat.e accident.s caused bY open drawers.

* When retrieving records, follow t.he charge-out
procedures stated in the records management manual.

* Place unfiled records where ot.hers can find them.

* Keep folders, guides, drawers and cabinets neat,
orderly and attractive in appearance. All folder
labels should be typed, not handwritt.en. Drawer
labels should be neat, clean, and typewritten. File
cabinets should not be used for storage of material
unrelated t.o retaine~ records. Cabinets should not
be used as bookcaseS.

SERVICING. FILES
The following are the activities involved in servicing.
f i Ies :

a. issuing the records

(1) asking for records

(2) locating t.he records

(3) charging out records

b. transferring borrowed records

c. returning and refiling records

d. following up borrowed records



Procedures governing the withdrawal of borrowed
records from the files may vary depehding on the
conditions prevailing in an agency. Usually, in small
agencies especially, records from the files are issued
to persons known to the records keeper after the
borrower had filed out and signed a simple out-card
covering the borrowed records. In larger agencies,
where files are normally many and voluminous, the
existence of a more systematic procedures covering the
maintenance and control of files is absolutely
necessary. No matter how simple or complicated a
procedure in the lending of records from agency files,
the main point that must be considered when planning a
charge-out procedure is that records must be quickly
found and issued to the borrower.

In formulating rules governing the charging out of
records, it is vital to determine first the following:

* Who usually requests for materials in the files?

* Is he the Chief ,of a unit, or his assistant
or subordinate acting upon his orders?

* Is he an employee of the agency,
properly identified? or

who is

5.2 ..2.8

* Is the borrower any particular person?

* What is the manner in which request for records
are usually made?

* Is the request made verbally?

* Is the request made in writing?

Answer to these questtons will facilitate the
formulation of rules covering the charging out of
records from agency files. It is recommended that a
requ~sition slip be used in such a procedure because a
records keeper can hardly be expected to know by memory
all the records being loaned out of his file station.

SUqGESTEQ. RULE~ ON. !!-I~ ~SE OF !:. I LES

* No one, except the file unit personnel,
permitted access to the files.

shall be

Requisitions for material on file must be made in
writing on forms provided for the purpose.
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Records may not be kept beyond the due date
specified in the requisition slip. If eventually
they are needed for a longer period of time, the new
due date must be duly recorded in the cdrresponding
requisition slip.

* A whole folder should not be loaned when one or two
records contained therein shall suffice to fill the
need of the borrower.

* Confidential records shall always be on file at the
close of office hours.

DO'S AND DOli: TS IN F IJ- I NO

Anyone working with files, can perform his work
better by obser'ving the following "Do's ,and Don'ts in
f i 1i ng. "

* Do staple papers together in the upper left corner.
Don't use pins, wire clips, or rubber bands on
file paper's.

* Do pre-arrange or send papers in exact order
according to the filing system you are using.

Don't start to file with papers in haphazard
ar'r'angement.

* Do print or write in block letters all labels on the
'f 01der's.

Don't write captions on the folders in long hand
style.

* Do file materials everyday.
Don't allow the materials to be filed to pile up
day aft.er'day.

* Do lift. t.he folder out. to insert papers in the
pr'oper'place.

Don't jam papers down into the folders.

* Do file in the order of date, keeping the latest
date on top or in front.

Don't allm-J paper's tC:lbe (Jut of chr'onologicalorder.

* Do file in back of the file guides.
Don't file in front of the file guides.

* Do make an individual folder when you have six to
eight pieces of materials on a subject or on a
customer".

Don't. allow your miscellaneous folders to become
cluttered and overcrowded.



* Do see that folder contains more than the capacity
for which it is designed, generally one and a half
to two and a half centimeters thick of materials.

Don't allow the folders to become so full that
they bulge or become unwieldy.

* Do close each file drawer as you finish with it.
Don't pullout more than one file drawer at a
t.ime.

out of a place just. because it
* Do keep files in

classification guide.
Don't pull a folder
may be too large.

accordance wit.h the file

* Do charge out records removed and place the
cc)I...·r·esponding "charged-out" car'd in the file.

Don't lend records and then depend upon your
memory to tell you who took them.

5.2.2.10 CLASSIFICATION SCHEME:

The oOding/olassifioation of records must begovemeti by
a particular system of arrangement. The classification
system controls t.he filing of records and provides the
means for' locating them after' they have beel! filed.
Basically, all classification systems are based upon
letters of the alphabet or upon numerals.

The Department of Public Works and Highways
adopted the numerical system otherwise known as the
Dewe,/flm.zal Decimal System ct ooding/classifying oorrespond.enoe~
Why? This has been the system used eversince, and to
change this to suhject.--all:iJ-LabE:!t..icas what is commonly
used now, sabotaging of records will be rampant because
if anybody knows the subject being traced he could
easily trace it in filing cabinets. Whereas, in the
deci m~l. sys:tem, the per'son who wants t.o !;:;abotage
records whether he belongs to the organization, must
know the corresponding file number to a given subject,
i·f he is found ~"anting he ~"ill be at ,,1 loss to traoeit
part.icularly confidential records. This is one big
advantage over the modern subject-alphabetic system.

5.2.2.11 KINDS OF CLASSIFICATION SYSTEM:--- - .-- --"-- -..---- ..

* Alphabetic Classification

* Numeric Classification

* Phonetic Classification
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5.2.2.12 GUIDELINES IN T~E CHOIC~ CL~~SIFICATION gYST~M:
* Analysis of the organization and

objectives, organization structure
organizational relationships.

policies,
and

* Analysis and clear understanding
management function.

of f'ecof'ds

* Determination of the type of
created and received, and now
used.

recorded information
this information is

* Determination of the volume of each type of recorded
information, correspondence, reports, forms, and
written instructions.

5.2.2.13 FACTORS IH0.I.REQUII3E ANALYSIS BEFORE CHOICE l§. !jADE:
* Physical form of recorded information check,

standard or legal size documents, cards, etc.

* Type of organization - government, insurance, etc.

* Types of machines used in preparing and processing
records - EDP, duplicating machine, etc.

5.2.2.14 CH~~ACTERI?TIC~ OF ~ ~OO~ ~~ASSIFI~ATION SYSTEM:
* Should be one that meets the overall needs of the

Agency.
* Should allow filing procedure to be carried on

effeciently and at low cost.
* One that requires the minimum of equipment, space,

effort and operating expense.

* Should be as simple as possible.

5.2.2.15 ALPHABETIC CLASSIFICATION:
Under the alphabetic classification, the arrangement of
the files follow the sequence of the letters of the
alphab£~t.

K IND!iiOF ALPHABET IC CLASS IF ICf'l.TlON§.:

* Name Classification
* Geographic Classification

* Subject Classification
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APPLICABILITY OF

* Names o~ Individuals

* Names of Organization

* Geographical Locations

- Name Classification

- Name Classification

- Geographic Classification

* Names of Months and Da.ys - Name CIassi ficati on

* Names of Subjects

NA/VIECLASS IFICA T.IO~'-

Subject Classification

When records are classified according to names of
individuals or organizations, guides and folders are
arranged in the filing drawers in dictionary order.

5.2.2.16 9EOGRA.f'HICgLASSIFICATI.9N:
The system of arranging records geographically involves
the classifying of records according to location. The
locations are arranged alphabetically-province,
municipality and municipal district or city and
dist.r·ict.

5.2.2.17 SUBJECT CLASSIFICAT ..!JIt~'-:

Records are classified and arranged by subject in
alphabetic sequence.
This is the most difficult classification syt.em t.o
develop and administer.

The classifying of records by subject.s involves
analyzing of records and distributing them into
Y"elat€;!dc1asst:.~s.

* The classifying procedure requires a thorough
knowledge of the functions of the organization and
the use of t.he records.

* It requires the technique of analyzing the subject
mat.ter contained in t.he record and applying this
analysis t.o the calssification scheme.

* It.is import.ant.that. t.he classifier be consist.ent in
the interpretation of subject matter.

* The classifier is responsible for the consolidation
of all related information on a particular subject.
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5.2.2.18 NUMERIC CLASSIFICATION:

Under the Numeric Classification System, records
arranged and filed according to numbers that
assigned consecutively or according to numbers
represent certain subject classifications.

K INQ.§.OF NUME~ IC !;LASS~FICA T IO.!:~L§':
* Consecutive Numeric System

* Subject. Numer'ic System

* Decimal Numer'ic Syst.em

* Dup 1e;-:Numer'ic Syst.em

* Ter'minal Digit Numer'ic System

* t'liddleDigit. System

CONS~CQIIVE NUMEf\IC SYSTEM

ar·e
ar·e

that.

Usually used for records t.hat. are pre-numbered
checks, invoices, vouchers, etc. If not pre-numbered,
numbers are assigned t.orecords arbitrarily and in
consecutive order. There is a need to use an Index
Card for cress-reference by name, subject, or
geographical location to locate the record when the
number is not known.

SUBJECT NUM~RIC SYSTEM:

The system controls t.he classificat.ion and arrangement
of records by subject and by number. Numbers are
assigned according t.opredetermined subjects. An index
card should be used t.o aid in quick locat.ion of
records. Any cross-reference that. are prepared are
placed in index card.

5.2.2. 19 AD\!..~NTA(;ES OF SUBJECT ~Ut~tERIC SYS,."EM:

* It is flexible so that new subjects can be added
wit.hout dist.urbing the file arrangement.

* Coding system is simple.

* Time is saved in the elimination of typewrit.ten long
subject captions.

* Sorting is performed more easily and quickly.
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* Less chance of misfiling; and

* Allows for security of confidential records and
grouping of related information.

5.2.2.20 DECIMAL NUMERIC SYSTEM:-....---.-- ---....-- ---
All records are arranged in numeric sequence from
number 000 to 900. Records are grouped according to
main classifications. Each main classification are
divided into groups and each subdivision are divided
into groups indefinitely. The main group
classification is expressed in three digits the
subheadings in two digits and the next subheadings in
one digit. When the one digit headings are subdivided,
the decimal point and additional numbers are used. The
group divisions are limited to ten.

5.2.2.21 DUPLEX NUMERIC ~;YS~;M:
Under the system, the group divisions are limited to
ten. One number is asigned to the main subject and a
secondary number following a dash is assigned to be
subheading. The secondary subject may be divided by
the addition of a letter to the secondary matter.

5.2.2.22 TERMINAL DIGI-I
Terminal digit systems are based on the last one, two,
three or four digits to any numbered records. The
numbers are arranged by the final digits 0 through 9 in
primary, secondary and tertiary groups of digits,
reading from right to left. The digits used in each
group are determined by the range of the series of
assigned numbers on the records to be filed. The
primary digit may be one, two, three, or even four
digits. The secondary group is always two digits, and
the tertiary group is always two and three. There are
ten primary groups of anyone series and there are 100
numbers to every group.

5.2.2.23 MIDDLE DIGIT SYSTEM---- --'- -.---.
The middle digit system is a variation of the terminal
digit system. In this system, numbers are also read in
groups of two digits from right to left. The numbers
are broken down into 100 terminal digit primary
divisions number 00 to 99. Each ·terminal digit has 100
secondary group divisions, numbered 00 to 99. Within
the secondary group, records are filed in straight
numeric sequence by the middle digits.
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5.2.2.24 POINTERS IN THE PREPARATION OF CLASSIFICATIO_N. AI\!.Q.
FI1::.Itll;ifJCHEME:

* Deter"mine the
Recorods Uni t
agency.

organizational relationship of the
in the organization structure of the

* Have a thorough knowledge of the functions of the
operating units that compose the Agency.

* Prepare a list, in record series, of the documents
on f i Ie.

MAJOR CLASSIFICATIONS
"--- ----·- 0

ADM Administrative matters

FIN Finance and Fiscal matters

LEG Legal matters

PER Personnel matters

PA Public Assistance

PRIMARY SUBJECTS

* Prepare caption for each records series.
* Use the caption as Primary.

Subject to the Major Classification.

* Arrange the caption in alphabetic: order.
SECONDARY SUBJECT------ "------
Preparation of caption for Secondary Subject shall be
on those matters included in the Primary Subject.
TERTIARY SUBJECTS

Preparation of caption for tertiary Subject shall be on
those mat ter"s embt-"aced in the Proimar"y Sub ject and
included in the Secondary Subject.
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5.3.1

5.3 RECORDS DISPOSITION

WHAT IS RECORDS DISPOSITION?

Systematic removal from office to storage of
records that are not needed for everyday operations,
identification and preservation of permanent valuable
records and the destruction of valueless records.

To lessen or minimize accumulation for the sake of
economy, efficiency and effectiveness, the program of
records disposition shall be observed as follows:

* Remove from files, records no longer needed for
day-to-day operations, regularly, to utilize
space pr'opelr'ly.

* All inactive or non-current
from files shall be stored and
in storage facilities for the
r'ecor'dsr·oom.

records removed
properly labeled
purpose in the

* All records marked/inventoried for proper
disposal shall follow the standard procedures
·f or· disposal.

All records previously classified
be properly labeled, according to
usefulness to the Department categorized

shi.'tll
thei yo'

as:

5.3.2

a) for' Ji!ill:lV~J.ue (tempor"ar-y or' peY"manent
significance) administrative, legal or
research/historical value, which reflects
the agency's organization and administrative
history, agency's policies and the reason
for their adoption.

b) methods and procedures.

c) specific individual personnel transactions.

Records disposition program includes the orderly
maintenance of those records necessary to protect the
interest of the organization and, in the interest of
economy, the prompt disposal of records as they cease
to have value for administrative, financial, legal,
operational or research purposes.

RECORDS INVENTORY

Records inventory is an
listing of individual or
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facilitate appraisal
value.

and establishment of retention

5.3.3

5.3.4

5.3.5

METHODS OF TAKING INVENTORY----- -- ----- ----- ..--
a) Questionnaire Method a form is sent to all

active records units and inactive storage
areas. The questionnaire requests a
descriptive listing of all records stored and
recommendation for lenght of retention.

b) Survey Method each storage cabinet or
shelf is examined and the data pertaining to
the record or record series is recorded.

RECORDS EVALUATION

The statistics taken from the inventory can be
used to estimate the duration of the records disposal
to determine the personnel needed for the records
disposition program, to report the condition of the
records to management, and to report the estimate of
savings possible through a revised records disposition
pr·ogr·am.

This will lead to the establishment of a schedule
which will assure the retention of records of value and
historical interest and to the disposal of all other
records as soon as they' have served their usefulness.

RECORDS APPRAISAL
Records Appraisal is a detailed examination of

records to determine their administrative, legal,
fiscal and historical or research value. The value
of records must be determined from the point of view
of the entire organization rather than from one
department or individual.

* Administrative Value

-jI. Legal Val ue

if its helps the agency
perform its current work
or if it probably will
help it perform future
wor·k.

if they contain evidence
of legally enforceable
rights or obligation of
the gover·nment.
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5.3.6

* Fiscal Val u€~

* Research Value

* Historical Value

RECORDS DISPOSAL PROCEDURE
- .... - -------.-

those which pertain to
the financial tran-
sactions of an agency.

if it contains data on
experiments and investi-
gation for use in the
conduct of further
scientific researches.

if it refers to policy
records, those relating
to the organization,
the plans, the methods
and techniques, and the
rules and procedures
which the agency or one
of its component parts
adopted to carry out its
responsibilities and
functions.

The following procedure shall be undertaken before
actual disposal of obsolute and valueless records can
be effected.

* Preparation of records inventory.
* Submission of the records inventory to the

Records Management Improvement Committee (RMIC)
fOF" eval uat i 0fl'

* Submission of the RMIC recommendation to the
Agency Head for approval.

* Accomplishment of the Request for Authority
dispose of the Records and submission by
Agency Head to the RMAO for approval.

to
th(~

* Actual Disposal of records to authorized buyer
in the presence of COA representative.

CECS Department Order No. 13 - A dated
February 3, 1988 was issued providing the guidelines on
the disposal of valueless records in government
agencies. It consists of the procedures to be followed
and a general records disposition schedule of records
common to all government agencies.

59



REPUBLIKA NG PILIPINAS
(Republic of the Philippines)

KAGAWARAN NG EDUKASYON, KULTURA AT ISPORTS
(DEPARTMENT OF EDUCATION, CULTURE AND SPORTS)

MAYNILA
(Manila)

TANGGAPAN NG KALIHIM
(OFFICE OF THE SECRETARY)

DEPARTMENT ORDER NO. 13-A

February 3, 1988
T 0 ALL Heads of Departments and Chiefs of Bureaus and

Offices of the National and Local Governments,
including Government-owned and Controlled
Corporations, Constitutional Offices, State
Colleges and Universities.

SUBJECT Guidelines on the Decentralized Disposal
Valueless Records in Government Agencies.

of

Executive Order 285, s. 87, Sec. 5 transfers the Records
Management and Archives Office to the Department of Education,
Culture and Sports as a Cultural agency.

The following guidelines on the decentralized
valueless records in all agencies in the government
fixed and issued for the guidance of all concerned.

disposal of
are hereby

General Circular Nos. 25 and 27, s. 1986 of the
Management and Archives Office and all other issuances or
thereof, inconsistent with this Department Order are
superseded or amended accordingly.

(SGD.) TOMAS V. SANTOS
Undersecretary

Officer In-Charge

a true copy:
may:9/16/89

Records
parts

hereby



GUIDELINES ON THE DECENTRALIZED DISPOSAL
OF VALUELESS RECORDS IN GOVERNMENT AGENCIES

ARTICLE I - COVERAGE

Pursuant to Section 5 of Executive Order No. 285 dated July
25, 1987, the Records Management and Agencies Office (RMAO) has
been transferred and attached to the Department of Education,
Culture and Sports. To strengthen operation of the said office,
the DECS was authorized by virtue of Executive Order No. 301
dated July 26,1987, to effect a decentralized disposal of
valueless records of government offices. In this regard, the
Records Management and Archives Office (RMAO) of DECS as mandated
to prescribe uniform standards of guidelines to b~ followed by
government offices/agencies in the disposal or destruction of
their valueless or unnecessary records. Thus, these guidelines
were formulated to meet this purpose.

The "Guidelines on the Decentralized Disposal of Valueless
Records" in government offices consists of five (5) parts. These
ar'e: (1) Cover'age, (2) Definition of Ter'ms, (3) Recor'ds
Disposal Procedure, (4) Penal Provisions, and (5) Miscellaneous
Provisions. The letter includes the repealing and effectivity
clauses of the guidelines.

Attached to the Guidelines are the General Records
Authorized Disposition Schedules. Appropriate forms for the
disposal valueless records shall be as prescribed by the RMAO.

ARTICLE II DEFINITION OF TERMS
Admi nist.r·ative
or·igin at ing Ot-'

business.
Value~ The usefulness of
succeeding agency in the

1'" ec or' ds
conduct of

t.o the
cUl"'r'ent

Agency. Any agency other t.han Records Management and
Archives Office.

Appraisal. The st.udy of records, their relat.ionships and
contents, to determine their administrative, fiscal, legal,
archival value and time values whet.her t.emporary or permanent..

Archival value. The determination by appraisal of the vital
worth of records for purposes of permanent preservat.ion and
storage by an archival agency.

61



Dir"ector-.
Office <RMAO).

Director of Records Management and Archives

Disposal. The act of selling, burning, or any other way of
getting rid of valueless records in accordance with the provision
of these guidelines.

Disposition Schedule. A listing of
or"ganization shot<,jing,for' each r"ecot-·dset-'ies,
it is to remain in the office area, in the
area and its preservation or destruction.

records series by
the period of time
storage (inactive)

File Breaks. The termination of filing activity for a
particular file at a pre-determined time, or after the lapse of a
specific event and the beginning of a new file period.

Fiscal Value. The information on the usefulness of records
about the financial transactions and obligations of agencies and
or'ganizat icm~~.

Gener'al Recor'ds Schedul e. A r'€~cor'dsccmtr"ol sehedule
governing the retention and disposition of specified recurring
r'ecor'dsser'ies comm-2..Q.t.o sevetr'alClF' .::\11agencies.

Infidelity of Records. Loss of records under the cust.ody
of the agency including t.he loss of valueless records before it.s
actual disposal.

Inventory. A descript.ive listing of t.he records holding
by records series and indicating its specific locat.ion, inclusive
dates and volume in cubic met.ers.

Legal Value. The use of records cont.aining evidence of
legally enforceable right.s or obligations of government and/or
private persons.

Records. Any paper, book, photograph, mot.ion picture film,
microfilm, X-ray films, sound recording, drawing, map or other
document.s of any physical form or charact.er whatever or any copy
thereof, that has been made by any entity or received by it in
connection with the transaction of public business, and has been
retained by that entity or its successor, as evidence of the
objectives, m-·ganizati.on, functions, policies, decisions, procedures,
operations or oth~raotivities of the government,or beoauseof the infomation
contained therein:
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Records Disposition. Systematic removal from office to
storage of records that are not needed in everyday operation,
identification and preservation of permanently valuable records
and the destruction of valueless records.

Records Series. 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 such as maps, blueprints, etc.

Retention Period. The specific period of time established
and approved by the Records Management and Archives Office as the
life span of files, after which a given set of files is deemed
ready for permanent storage or destruction.

Secretary.
and Sports.

Secretary of Department of Education, Culture

Valueless or No Value Records. Include all record
materials that have reached their prescribed retention periods
and usefulness to the agency or the government as a whole.

ARTICLE III RECORDS DISPOSAL PROCEDURES

Rule 1. Inventory of Records
Each agency shall prepare an inventory of its
records holdings in the prescribed form (Form 1) as
an initial step in developing the Records
Disposition Schedule (RDS) and for whatever purpose
the agency may deem necessary.

Rule 2. General Records Disposition Schedules

2.1 All government agencies and instrumentalities
shall observe the enclosed General Disposition
Records Schedules in determining the disposal
of their valueless records. (Annex I)

2.2 Agencies shall not dispose of their records
earlier than the period indicated for each
record series. However, records may be
retained for longer periods if there is a need
to do so.
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Rule 3. Agency's Records Disposition Schedule

3.1 Each agency shall have a Records Disposition
Schedule, to be accomplished in the prescibed
form (Form 2) covering its substantive records
and those records not included in the General
Records Schedule to serve as its guide in the
disposition of records , subject to the
approval of the Director of the Records
Management and Archives Office.

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

Ru 1e 4. Req ues t fQt-' Aut hOf" ization

4.1 No agency shall destroy or sell any record
without having first secured authority from the
Director of Records Management and Archives
Of 'f ice.

4.2 Each agency shall submit to the Records
Management and Ar'chives Office four' (4) copies
(jf accomplished II Requ€'-:.'stfor' Auhtor'it.y to
Dispose of F\ecor'ds"(For-m3)"

Rule 5. Appraisal and Examination of Disposable Records

Upon receipt of the request for authority to dispose
of records, the Chief of the -Current Records
Divisions, acting for the Direct.or, shall assign a
Records Management Analyst, to appraise and examine
the disposable records of the requesting agency and
recommend the manner or method of disposal, such as
by burning or direct sale or shredding before sale
in the prescribed form (Form 4).

Rule 6. Authority t.o Dispose

6.1 The Director of Records Management and
Archives Office, acting for the Secretary of
DECS with the concurrence of the Head of the
agency concerned, is authorized to direct
destruction or disposal of records in
accordance with the recommendation of the
Records Management Analyst of Records
Management and Archives Office who appraised
the r'ecor'ds.

64



6.2 The Director of Records Management and Archives
Office shall issue the authority to dispose of
records and the manner of disposal using the
prescribed form (Form 5).

6.3 All records pertaining to claims and demands by
the government of the Philippines, either as a
debtor or creditor, and are required to be
audited by the Commission on Audit shall not be
destroyed or disposed of by the head of any
entity under the authorization granted without
the necessar'yc Iear"<3.nce,from the Commi s~-:;ion on
Audit, certifying among other things that the
records for disposal are not involved in any

Rule 7. Custody of Valueless Records

The I=i:ecor'ds
holding of
'5aff?keeping
disposal is

Officer who is in custody of the records
an Agency shall be responsible for the

of the valueless records until its
author·iz€~d.

Rule 8. How Disposals Are To Be Accomplished

8.1 The Records Management and Archives Office
together with representative of DECS and the
COA may reappraise and re-examine records for
disposal as the need arises.

8.2 To safeg~ard the sanctity of the records and to
check that the records to be disposed of are
the same records which were appraised and
examined and that no insertions have been done,
the actual disposal of records shall be
witnessed by representatives of the agency
concerned, the RMAO and COA.

Rule 9. Authority to Public Bidding

9.1 Each agency shall conduct public bidding for
the disposal of valueless records once a year
following the pertinent provisions on public
bidding and awarding of contracts of P.O. 1445.
Preferably, the public bidding should be
conducted towards the end of the calendar year
50 that the effectivity of the contract of the
winning bidder shall be in January of the
follotrJingyear'.

9.2 The Records Management and Archives Office
shall be furnished with a copy of the contract.
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Rule 10. Certificate of Disposal
10.1 A cer"fitic:at.eof Disposal (For"m 6) shall be

prepared in triplicat.e by the agency concerned
and witnessed by t.he represent.atives of the
Commisssion on Audit, Records Management and
Archives Office and the owning agency upon
delivery of the disposable records to the
paper mills or warehouse of the winning
bidder"s.

10.2 The cert.ificate shall indicate the nat.ure of
the records the manner, place and date of
disposal and their approximate volume in cubic
meters and weight.

10.3 The original copy
concerned, a copy for
and Archives Office
Commisssion on Audit.

goes
the

and

with the agency
Records Management

a copy for the

Hule? 11.

10.4 Each agency shall submit a report
disposal of valueless records to the
Management and Archives Office.

Proceeds of Sale

on the
Recot~ds

Hue 12.

All proceeds realized from the sale of disposable
valueless records shall be remitted either to the
National Fund, to the Local Government Fund, or to
the Corporate Fund.

File Breaks and Disposal Periods

12. 1 Each agency shall determine when to have
file breaks. File breaks are generally
during the slack periods of filing
servicing. A file break may be set at
end of the fiscal year or calendar year.

its
set.
and
t.he

12q2 Recor"ds
usually

shall be disposed of periodically,
once a year, soon after a file break.
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ARTICLE IV - PROVISIONS

Rule 13. Any act or omission in relation to the rules and
regulations promulgated in the guidelines shall
be punishable under the provisioris of Articles
226, 234 and 235 of the Revised Penal Code or any
specific rule which may be considered a violation
of the specific provisions or criminal laws
without prejudice to the filing of administrative
case against the offender.

ARTICLES - MISCELLANEOUS PROVISIONS

Rule 14. Repealing Clause

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

Rule 15. Effectivity

This Department Order shall take effect
(15) days after its publication in the
Gazette.

fifteen
Official

Published in the Official Gazette, Volume 84, No. 10, dated
March 7, 1988.



RKAO For. No. 3
Revised 1983

The Director
Records Kanage.ent and Archives Office
National Library Bldg., T, K. Kalaw,
Er.i ta, "anila

Agency

Address

Acco.plish in 4 copies

Date

Subject: cr:nllr:I:'T r:nc It. IITunc T TV Tn n T I:'cnl:'r: nr: cr:r'ncnl:'n~~u~JI run ~UlnunLI I IU ULJrUJ~ ur n~~unuJ
Sir :

Please authorize the disposal of the records listed below.

RECORDS SERIES AND DESCRIPTION PERIOD COVERED

I

PREPARED BY , (MAlE I SIGNATUREI I~P__OS__I__TI__ON__: _

LOCATION OF RECORDS: I VOLUKE IN CUBIC KETERS:

The above-.entioned records are no longer needed by this Office and that they are not involved nor connected in any
ad.inistrative or judicial cases.

Very truly yours,

AgencyHeador bis duly utborized representative

Posi tion





PART 6. SPACE MANAGEMENT

6.1 WHAT IS SPACE MANAGEMENT?- --- ----- ..-..-
Space management is the systematic procedure of

providing space which will yield maximum productivity and
effectiveness at minimum cost. Today, not only in the
modern industrial world but also in all government
endeavors, space has become an expensive commodity and
therefore must be utilized to its full capacity.

Therefore, the records officers must plan both office
lay-out and workflow procedures so that the greatest use can
be made of the space alloted to the Records Office.

6.::~ OBJECTIVES OF PFFICE. f":,,,LAI\INING AND Lfj.Y-·OUI.:

* To reduce work at the same or lower cost.

* To reduce the time taken to do the work by improving
the flow of work.

* To improve the morale of workers by providing more
satisfactory working conditions.

6.3 ELEM~.NTS OF oFfICr~ f.:'LANNII\!G AND !:-.BY-OUT.:

* Proper positioning on the office floor of desks, chairs~
cabinets and other office facilities so that work may
flow smoothl~ in the shortest time and with the least
effor·t and cost.

* Providing a healthful and pleasant working environment in
the office by making adequate provisions for such
environmental factors as light, ventilation, temperature,
color and noise control.

6.4 BENEFITS DERJVED FROM B. WELL.-Pt".ANNED OF':TICE LAY-"OUT:

* Increased production

* Improved Work Quality

- there is a smooth flow of
wor· k •

- it minimizes destructions
and reduces worker fatigue
and leads to better
quality workmanship.



* Better Supervision control of the flow of
work, inspection, and
discipline and made easier
for the supervisor.

* Better Use of Available Space- valuable floor space can
be used more economically.

* Increased Employee Comfort a more comfortable
employee does better work,
takes less time off for
r'ela:,:ation.

6.5 PSYCHQLO.l:3IC.AL,8ND PHY$..LCAl.:::,EACTORS WH + CH DE TERM INES HU~A"l
COMfORT AND CONVENIENCE:

'j(o Lighting

,j(o Venti 1ati on

* Color'

good quality of light that is relatively
ff"ee fr'om gl.:.u"e.

normal requirement is about 2,000 cubic
feet of air per person per hour.

light color should be chosen to produce
the best overall effect to workers eyes
comfort and morale.

* Temper'atur'e high temperature causes
fatigue which increase
f:51 OINS down WOlr, k .

dr'owsiness
wor'k er'r'or'

and
and

* Noise Control- must be observed in every office.

* Place typewriters or any equipment on wooden table that
absr.w'b sound.

* Place cloth or rubber or cork mats under the machine.

* Put noisy machines in a separate room.

* F'r'ovide
dr'awer's,

adequate maintenance and
desks and chairs.

1ubr'ic:ati,em of file

* Place reception/receiving room with telephone and other
organizational units dealing with the public in areas
where conversation will not disturb other employees.
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7. VITAL RECORDS PROTECTION PROGRAM

7.1 PROGRAM OBJECTIVES

A vital records program should have as its objectives
the following activities:

1. Defining vital records
r'esponsibi1ity.

and assigning pr'ogr'am

2. Designating vital records classifications.

3. Analyzing vital records in order to determine the
most effective and economical means of protection.

4. Issuing procedures for program implementation and
maintenance.

5. Reconciling vital records with retention schedules.

6. Designating vital records centers and preparing
instruction for vault maintenance.

7.2 RESPONSIBILITY-------,-----
Responsibility for the vital

should rest with the Records Division.

7.3 WHAT RECORDS ARE VITAL

r'ecor'ds pr'ogr'am

Standards for identifying the vital records
agency cannot be established except in very general
but such records fall into one of two categories:

of an
tet-'ms,

1. Records vital to the essential functions of the
government for the duration of an emergency if the
countr'y is attacked.

a. Military effort of the nation - operations
the Armed Forces.

of

b. Mobilization an~ protection of the material and
manpower resources of the nation.

c. Maintenance
or'der';the
acti,vit.ies.

of public healt.h,
conduct of essential

safet.y, and
civil de'fense

...,..:... Records essential t.o the preservation of
rights of individual citizens.
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The following criteria may be used in selecting
vit.al roecorods:

1. Records which are essent.ial
operation of the Bank;

for t.he smooth

2. Records generally with long retention periods.

3. Records which are irreplaceable or
replaceable only at considerable expense;

aroe

4. Records where no other copies are available
elsewheroe; and·

5. In some instance, records which have historical
and permanent value.

7.4 METHODS OF PROTECTION

\
7.4.1

O'? •• 4.2 ..

Built-in Dispersal
This method of protection is particularly

appropriate in cases of decentralization of functions
oro geogroaphical disperosion of operoations such as
subsidiaroy companies. In curolroentproactice, the
maintenance of vital records in two or more well
separated locations is roecognized as providing
"bui It-i £1" prootec:tion of t.he roecorodE;.In the event. of
destrouction of such roecorods in one place, the company
would st.ill be able to rely on the records copy
located elsewhere to reconstruct the necessary
management. data. This is the cheapest. means of vital
protection since it involves no cost for creating,
duplicating and maintaining additional files. What is
required, however, is proper precaution to inform all
offices concerned as t.o which records are vit.al, how
long the records should be retained and what.
precautions, if any, are required for t.heir
safekeeping.

Improvised Dispersal
Improvised disper$al involves the modification of

e:dsting Plo-ooceduroesto make avc•.ilable a copy of a
vital records which can be so identified and forwarded
for safekeeping. When the vital records is in active
use, a duplicate may be "made available" foro t.ht~
designed disper§al either by creating an additional
copy or by using an existing copy. Designed dispersal
is paroticularoly applicable whet-oe the basic vital
records is already being prepared in one or more
copies.
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7.4.3.

7.4.4.

Duplication
Where one of the above conditions does not exist,

it may be necessary to provide additional duplicate of
roecor·ds. Dupl icati on may be roesult from the
preparation of extra copies of the records at the time
of its organization or through scheduled microfilm or
other copying means at stated intervals. Microfilm
should only be used when the nature of volume of the
records does not permit duplication by any other means.
Microfilming is used primarily for preparing duplicates
of constant office-filed records or to initiate a
program by filming existing records to bring the
program up to a current basis. Where microfilm is
used, paper means of indexing as well as microfilm
specifications should be followed.

The purpose of duplication of vital records is to
be able to reconstruct such records, at any time, with
the least amount of effort, cost, and confusion.
Available of reproduction equipment in the event of
disaster may present a problem. This is particularly
true in the area of microfilm and magnetic tapes.
Sources of reproduction equipment should be made a part
of reconstruction planning.

Vaulting
A vaul t iS~ prooper'ly dt:~fined "H, an "underogroound

r'oom Of" compar·tment fOF' sot-·ting valuables" OFo a
"compIE!tely enclosed af··ea." Few company' vault.s fall
wit.hin the proper definition of such a facility. While
used for housing important records they are also used
in many cases, as active file areas to which access is
relatively easy. When used as repositories for vit.al
records they should remain closed at all times.
A true prot.ection program calls for duplicate dispersal
of records whether or not the originals are housed in
vault.s. Wherever practical and possible, originals of
vital records should be kept in vault. This can be
quite expensive, however, so it become a matter of best
utilizing existing vaults and expanding protection
through dispersal programs rather than building more
and mOF'e vaul ts.

It. is important that the method used to protect
and keep the records up-to-date be as economical and
efficient as possible.
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lJ.

8. RECORDS SECURITY

ACCESS Tq INFORMA_TION

In ~or"dance with Republic Act No. 67131., ~:tate_Q.BEr"il ~.h
1.989. Rul e IV Se£~__1:

Sec. 3: Every department; office or
official information; records
requesting public, except when:

agency shall
or documents

pr"ovide
to the

(a) such information, record or document must be kept
secret in the interest of national defence or
secur"ity or ttle conduct of for"eign af"fair"s;

(tl' ~uch disclosure would put thelife and safety of an
individual in imminent danger;

(c) the information, record or document sought falls
within the concept of established privilege or
recognized exceptions as may be provided by law or
settled policy or jurisprudence;

(d) such information, records or documents comprises
drafts of decisions, orders, rulings, policy
decisions, memoranda, etc;

(e) it would disclose information of a personal nature
where disclosure would constitute a clearly
unwarranted invasion of personal privacy;

* e.g., closed door Cabinet Sessions, Executive
Congress deliberations of the Supreme
secr"ets, etc.

Sessions of
Cour"t, tr"ade

** e.g., physical-patient privilege
(f) it would disclose investigatory records compiled

for law enforcement purpose, or information which,
if written would be contained in such records, but
only to the extent the production of such records
or information would;
(1) interfere with enforcement proceedings,
(7) deprive a person of a right to a fair trial

or an impartial adjudication,
(3) disclose the identity of a confidential

source and, in the case of a record compiled
by a criminal law enforcement authority in
the source of a criminal investigation, or by
the agency conducting a lawful natioQal
security intelligence investigation,
confidential information furnished only by
the confidential source, or
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(4) unjustifiably disclose
techniques and procedures; or

investigative

(h) it would disclose information the premature
disclosure of which would;
(1) in the case of the department, office or

agency which regulates currencies,
securities, commodities, or financial
institution, be likely to lead to significant
financial speculation in currencies,
securities, or commodities, or significantly
endanger the stability of any financial
institution or

(2) in the case of any department, office or
agency, be likely or significantly to
frustrate implementation of a purposed
official section, except that sub-paragraph
(f) (2) shall not apply in any instance
where the department, office or agency has
already disclosed to the public the content
or nature of its proposed action, or where
the department, office or agency has aiready
disclosed to the public the content or nature
of its proposed action, or where the
df"l artment, office or agency is required by
law to make such disclosure on its own
initiative prior to taking final official
action on such proposal.
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9. 1 DEF._I_N_I_T_IO_N_OF IEIlMS:

Cur"rent Fi 1es

Records that are frequently used to carryon the functions
of an agency.

"Cut Off" Per'iod--- ---.. ---
The termination of filing activity for a particular file and
the beginning of a new filing period.

Di sp~~

The act of selling, burning, or in any other way of getting
rid of valueless records.

Disposa~ ~chedule
A predetermined program by which records are disposed of
regularly according to a plan.

File
Means a folder containing records; a collection of papers
involving a specific name or topic.

~ilin.9.
Is the classifying and arranging of records in a systematic
way so they wi 11 not on 1y be safely stor'ed bu.t also qui ck1Y
retrieved when needed.

Fi 1i.~"!.9.Classific~ti0l"l Guide
A systematic arrangement of subject according to a plan.
Functional Subject Alphabeic File Classification System is a
system of classifying file materials based on a related
grouping of subject arranged functionally according to the
activities and operation of an organization.

Non -Cur'r'ent
Files that deal with completed or adjourned business, not
needed for action or reference in an organization.
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Defined as "any paper', book photogr"aph, motion pict.ur·e film,
microfilm, sound recording, drawing, map or other document.s
of any physical form or character what.ever, or any copy
thereof, that has been made by any entity or received by it
inconnect.ion wit.h t.he t.ransaction of public business, and
has been ret.ained by t.hat.entit.y or its successor as
evidence of t.he object.ives, ognanizations, functions,
policies, decisio,"\s, pr'ocedur'es, oper'ations O~r othet-·
activit.ies of t.he Government. or because of the information
contained therein.

Records Disposition

Syst.emat.ic t-'emovaltrom of~:ice t.o st.or·age of r'ecor'ds
are not. needed for everyday operations, identification
preservat.ion of permanently valuable records and
destruction of valueless records.

Rec~r'ds Inv_entor..:.:t.

A descr·ipt.ion list. (J·f t.he r'ecor'd holdings ot an agency.

fecor'ds Ser'ies

t.hat
and
t.he

A group of relat.ed records arranged under a single filing
syst.em or kept t.ogether as a unit. because they deal wit.h a
part.icular subject., result. from t.he same act.ivit.y or have a
special form (maps, blueprint.s, etc.)

Ret.en t.ion Per"iod

Specific period of t.ime est.ablished and approved
competent authorit.y which a given set of files is
ready for permanent. st.orage or destruct.ion.

Cor'r'espondences

by a
deemed

Consist.s of let.t.ers, memoranda, endorsement.s, directives,
including written or printed matters transmitted, enclosed
or used in a place of more formal correspondence.
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Repor·t.

An official statement of facts relevant to any event,
activity, operation, program or condition and is usually
written in narrative] statistical or graphic farm and
pr~sented by a subordinate to his superior, or by one office
t.o anot.her·.

For"m

A farm maybe a piece of communicat.ion, lett.er or document.
usually printed, mimeographed or produced in same other way
whose cont.ent.s are eit.hercomplet.e or maybe completed by
filling the blanks or spaces especially provided for, and
which normally is st.ocked way ahead of it.suse.

lnstr"uc:tLons
Are issuances whether verbal or writ.t.enby way of command or
directive. These emanate from the top management. going down
to the lowest level of an organizat.ion.

Sor·ting of Mai 1.

Is the process by which routine mail is separated from non-
r·ou t.inemail •

Routin!;!.

The process of determining and indicating an the mail piece
the action unit or units to which it is to be forwarded.



9 r;.'...... DECIMAL NUMERIC CLASSIFICATIo.~/CODING SY~TEM USED
RECORDS MANAGEM~N~ DrVISIO~ AMMS~ DEPARTMEN~ OF
WORKS AND HIGHWAYS. t'lANILA.

BY THE- --PUBLIC

004

005

006

007.02

007.4
007. "?

008.06

008.8

008.81.

.82

009.01.

.08

.24

.:33

.93

.95

Government - Foreign Countries

Government Organization CR.P.), other
o·ffices
Organization DPWH and its branch agencies

Const itut iom;

Carbon copies of proposed Legislation

Various offenses against the Law (Gen.)

Appeal s f r·om Cour·t.Dec ision

Cases, (Complaints)

Civil Case

Cr·iminal Cases

Civil Service Law

Election Law

Tar·i·ffLaw

Contt"'actLaw

Flag Law

L.abor'L.aw

gov/t.

01.0.01.

• ()2

Boundaries, fusion, segregations, Province

Boundaries, fusions, segregations, Municipalities

.21. Municipalities change in classifications

012

01.6

Seminar, training

Politics

18



017

• 1

.31

.6

018.1

028

029

Histor·y
History and Historical Date

Monuments, Memorial, status

E:·:hibits
Flags, Banners, Ensigns, Regulations, use of

Pol itical-consp ir'acies, insur·gents, insur·r·ections
mutinies, revolutions

In·for·mation, (Gen.)

Reports (by titles)

.1 Audit (by place audited)

031.5

033

Police, Fire by Municipal
Traffic Rules (Counts)

Health

.17 Cemeteries, graves. etc •

•19 Misc. Health affairs

.4 Sanitation, regulation, etc .

•41 Toilets, Cesspools

.42 Garbage, swill, disposal of, etc.

038.1

041.02

• 0~.31

• 11

. 3

Charitable Organization

Hospitals, Resthouses. etc.

Organization, religion

Parades, processions
Priest, bishops, etc .

Buildings, temples, chapels, land property
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043

.034

.04

.072

• 1

.301

.31

.33
~·(

044.11
045

• 1

.3

046

• 1

048

• 1

.3

.51

048.7

049.313

050.1

.3

Education

Fellowship, Pensionados sent abroad

Degrees

Vacational Education

Schools, Municipals, Buildings, sites

Schools, Provincial, Buildings, sites

University of the Philippines

Schools of Arts and Trade

Deaf and Blind Schools

Libraries

Ethnology, Customs, Manners - Non-Christians

Amusements, Sports, Athletics

Theaters

Celebrations and Entertainments

Athletics, Games (ABC)

Courtesy, Etiquette

Ceremonials on Visits of foreign officials

Calamities and Disasters

Earthquakes

Calamities, Disasters, typhoon damages

Floods
Flood forecasting

Fires

Billboards, Posters

Treasure Hunting

Price escalation



052

·1

..2

.5

053

• :3

054.71

055

.2

056

061

·12

062

·1
c:-

• ....1

063

064
,.,...:..

.3

066

.121

·14
,.,...:..

.4
c:-

• ....1

.6

Populations and Census

Provincial Census

Municipal Census

Tr'affic Census

Cor'por'ation

Corporations, Organization (ABC)

Specific Professions (as Contractors)

InsLwance

L:i,fe Insur'ance

Copyrights, Patent and Trade-marks

Expositions, carnivals, etc.

E:-:hi bi ts

Mines, Mining, etc.

Regulations

Qu.ar'r'ies

Machines, Machineries, Machine Shop & Equipment
Gener'a,l.

Heat, Light, Power

Water, power, survey, etc •

Lighting and Power

Agr'icuI tur'e

Campaign

Rice, Rice mills (ABC)

Nurseries, Agricultural farm

Fr'uits

Flower's

For'estr'y
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.7
...,,..,. (..::.

067'

.012

.121

.42

080.3
...,

• I

.9

082.1.

.2

084

085

08-?

093

.2

094

095

Ir'r' igat ion

Wat.er'r·ight.s

Animal, Husbandry statistics

Cat.tle

Slaughterhouses, abattoirs

Fisheries (Fish pond)

Canals, Esteros, Channels

Licenses, Regulat.ions, Qualification

Obstruction to navigation

Light.houses

Beacons light and buoys

Taxes on navigation

Vessels, Name of (ABC)

Vessels, Name of (ABC) Kind

Dist.ance

Science

Botany

Cor'r"espondence

Records, Papers, etc.

.1.5 Request. for records, papers, etc .

•21 Facsimiles, Signatures

09i'

.3

.4

.6

Directives, Memo Orders, Office Orders,
Ol~'der'

Pr'oc1amat ions
Fi:esolut.ions

Circulars, Executive Bureau
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...,·(

.9

.12

• 13

100.03

100.011

.06

101

• 1

.3

102

105

.3

110

120

125

1~30.0 1

• 1

1~35.1

140

• 1

147.7

Circulars by Bureaus and Offices (ABC)

Memoranda by Bureaus and Offices (ABC)

Administrative Orders

Department Orders

Debt, Failures of Employees to pay, Gov't. Policy

Performance Rating of employees

Allowances, Per diems, Hazard pay, honoraria

List of employees by Designations (ABC)

Employees (by bureaus & offices)

Plantillas Appointments-Appt. of daily Personnel

Applications (Employees)

Ci vi I Ser'vice

Commendation, Complaints, Criticisms

Examinations, Civil Service

Personal Records (ABC)

Bonds of Employees - Gen.

Laborers, Statistics

Sal aIr. ies

Payr·oll s

Allotments, Deeds of Assignment, Remittance

Leave of Absence

Hours of Labor, Overtime

Outside Relations

Engaging Outside business

Details, employees
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150

• 1

Attendance, Medical

Attendance, Medical employees (Gen.)

160 Employees
Gr·at.uit.ies

(indemnity, pensions, r'etir'ement)

210.21

.22

.31

.5

Appropriations by province

Budgets

Allotments by Acts, Releases of Funds

Dispositions of Balances

221 •6 Associations,
Assoc i, at.ion

Building & Loan Savings & Loan

.8

23() . 2

.4

235. 1

..2

236.01

Agricult.ure Credit Associat.ion

Checks, how oashed, use of

Hi dden Tr'easur'e

Loans, province, municipalit.ies, Gen.

Loans, Municipalit.ies (ABC)

Advance of Funds

.011 Allotment/Sub-allotment,
Ceiling

Cash Di sbuF'sement,

241.3
260
27()

274

.8

280
• 1

.B

Bonds, Surety (Guaranty) Contractors Bond

Contr'acts, Concessi on, Mcmopol iE?S, Franchises

Ta:-:at.iem

Taxes, Int.ernal Revenue

License, Internal Revenue, Contractor's Tax

Account.s (Bureau & Province) Adjustment, Reports

Accounting System

E:·:aminati on

Overdrawn, overdraft

Suspension



280.9

.91

295.4

310.01

320

• 1

.6

:::"530

331

4c::-
• ...J

350

.011

355

Voucheros

Waroroant.s

Provincial Receipt.s & Expendit.ures, St.at.ist.ics
(Gen. )

Claims, Contractors Claim
Liabilit.y for Claims

Transport.aion of Persons

Post., Mail Service

Regulations (Post. & Mail Service)

Mon ey Oroderos

Rai Irooads

Manila Railroad Co. (now PNR)
Manila Railrooad Co. (Sidet.roucks ~{ spuros)

Cab Ieg roi:\ms

Cable Line

Telegram and Telegraphs

.41 Stations (radio & Telegraph)

360.01

• 1

390.3

.31

.313

.4
c:-

• ...J

~6

.8

400

Telephone, Telephone Line

Telephone Rates

Automobile Service

Droivet"oLi cen~5e

Regi st.roat.ion

Aerial Navigation, Landing Fields

FefT i es

Complaints, Motor Vehicles Accidents

Automobile Plat.es
Publ ic Prooperoty



400.1

.12

.13

.3

402.1

402.2

.203

402.2031

.204

.205

.206

Accountability, Reports, Etc.

Reports of Waste Materials

Transfer with or without construction materials
supplies and equipment

Inventories

Regulations, building (Building Code)

Buildings, Miscellaneous construction (ABC)

Insular Building (ABC)

Capitol

Provincial Building (ABC)

Markets (ABC)

Municipal Buildings (ABC)

.22 Lease and Rent (Building & Lands)

.23 Private buildings

.3 Land, Public

.301

.312

.3121

.34

Land, Public, Value and Sale, applications

Reclaimed, Foreshore (402.301)

Fills, Filling of Lands

Registration, Land Deed and Titles

.38 Private Lands (Sub-Division)

.51 Reservation (civil), Land Settlements

.6

.62

.7

.8

403

Leases, land, application or
applications

Squatters

Purchase or sale, land

Exchange or Donations

Public Works

Misc. lease



.12 Bridges (ABC)

.25 Sewerage & Sewer Drainage

.3

.301

.:::H 1

.33

•~36

.4
0=-• ...J

Tr·aiIs and Roads (Highways) {ABC}

Road Right of Way Agreement (ABC)

Sidewalks and curving (ABC)

Road Signs, Road Crossing (ABC)

Road Diagrams, Road Maps and Bridge Lists (ABC)

Tunnel (ABC)

Water Supply, Reservoirs, Pumping Plant

.51 Artesian Wells
...,

• r

-=---:.\
• i oLo.

.8

.81

.82

403.91

.93

.94

.95

450.01

.02
-:0

• r

451

Harbors, Bays, Port Works, etc.

Sea Walls

River·s

Dikes and Walls, River control

Dr·edging

Par·ks, Pla:::~as
Tablets (name plates)

Town planning

Swimming pool

Depots (provincial exchange)

Bids and Proposals

Testing of Supplies

Purchase Supplies (ABC)

.32 Requisitions (Provincial)

.33 Requi sitions (by bur·eau's and off ices) (ABC)
c.-:'

• ...J Purchase, direct (ABC)



452.4

455.073

456. 1

.11

490.5

510

.3

• 1

554.6

556.84
605 • :::~

.6

Repair's (Wof·k or'def's, shop, etc.) (ABC)

Sale of, by bureau

Rentals or Loans

Blank forms (Misc. supplies)

Trade, export and import

E:·(por·t.s

Indust.r·y and Manufacturers

Asphalt. plant.

Refunds, Misc. request. (ABC)

Fr'ee Ent.t-·y

Lading, bills of

Bureau of Coast. and Geodet.ic Survey

DPW ~~ Commun icat ion, DPW (np,rn)

.63 Organizat.ion Chart. or Diagram
C.E .

(Dist.rict Engr.,

•67 Material Test.ing Lab •

.69 National Civil Defense, Admin.

611 Consolidaticm, Reor"g~":\ni~~aticmo·f BLlr·€.~au,of
Offices

612.2 Charges, Complaints,
In~sulal~')

Cr·itic::isms (Employees

...,
• I

<;>02. 1.

902.11

Charges, Complaint.s, Crit.icisms
Official and Employees)

Fees, Customs

Fees, Storage, arrast.re, unloading

(F'r'ovinc:ial

.61 Toll Bridges (Fees)

.62 Toll Ferries (Fees)

.63 Toll Roads (Fees)
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Dit-'ectives

Committees (ABC)

Letters of Introduction

Weather'

Gener'al

Manual, Brochures, leaflets

Stations, observation, station signal

Rainfall, Temperature report

Roost.ers, Civil Service

Annual Repor·t.s

Maps, Blueprints, Plans and Specifications

Publicat.ions

Accidents (Misc.) report of

Errors, Omissions, Losses

Government Publications

Dfficials Gazett.e

Project Report (ABC)

Bill Payable to Provinces

Att.or·ney

Bill Payable by Bureau

Decision and Opinion (ABC)

Periodicals, Magazines and newspaper

Bill Payable t.o individuals

Volunt.ary Contribution

Bill Payable by Provinces

Gift.s, Awards, et.c.

Bill Payable

<7105

• 1
.4

910

911.09

915

920

• 1
.11

.3

.321.

.6

.62

.66

.8

921

940

941

·1.

985

1'".\· ..:..

.~
" "_I

.31

1132

990

• 1.

89
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. REPUBLIKA·NJ PILIPINAS
Kagswarai1ng EdukaSyon.Kultura at ISpOrte

TAWGAPAN SA. PAMAMAHALA NJ MGA KASULATAN AT SINUPAN
(Records Management'and.Ar~hi.ves Office) r;;;::::::::--:-:-:----- ...•

.MAYNILA . RECOR9S MAtiAGE"'r:r.RELEASED
/l 'PI By: ~(?

. O..a.n: I}:;/, INi'l'UJ,AND ARC~ OffrCE
09 May 1989

The Honorable Secretary .\
Department of Public Works and Highways
Manila '.

Sir:

Weare returning the original of the approvedRecords
~sposition Schedule of your agency•.

. Please reproduce and disseminate to all action urnts for their
guidanc, in the disposition of records •.

1J1ank you for ~rourinterest in bringing about an effective.
efficieixt. and econcmical recOrds managementprogram.

Very trulyyourSj'

~~'
EDGA~ J. CEUS

Director



_0 fORMRevised 1988 <AcCOMplish in euintupliclte)

RItOJU)S IISPOSITIOH SCHEDULE

Sclltdule 5. Pag. 1 of 37 paqes
Date Prepared NoveMber 21, 1988
Retention Period

: b. : c.: Storaqe I Total

1. flqency
2. Address

6.IteM No.

llPARTMDfI Of PUBLIC WORKS AHI HIGHWAYS

Bonifacio lI'ive. Po:rt AHa. Manila
7.

RECORDS SERIES TITLE AHI IESCRIPTIOH

3.
4.

: 8.
:a.

Aoh ve
"Disposition Authorityj]eMark

1.
2,
3.
4.
5.

ADMINISTRATIVE AMI MtiHPOWERMAHtiGEMEHT

Civil Secu:rity (4.le)
FirearMs and other Security EquiPMent Files
Fire AlarM and Fire Fighting EquiPMent SysteMs
Fire Disaster Control PrograM
Intelligence Reports on Officials and EMPloyees
Reports

PC-SusialPre-Licensing/Training of Security Guards
Regional SeMinars for fire Prevention and Control
Re-Traininq of Seourity Guards
Security Cheeks, Survey and Inspection
Situational (Moving Reports)

DailyMonthly (Revional)
facilities and Maintenance (4.19)

, .
P E'R MAN E N T

: IPER M A If E If T
Disposal 1 y.ar after revision/superseded.

Dispose 25 years after death/coMPulsoryretireMent.
2 2
2 2.
PER n A N E M'T
2 2

6. ACOoMplishMent Report
AdMinistration 2 aContractual 5 5

IMPORTANT: Ho agency shall destroy or sell any records without having first secured authority frOM the Director of Reoords ManageMent and
Archlves Office. <Article III, Rule 4.1, DepartMent Order Mo. 13-A, s. 1988)



25. Page of 37 pages

6.iteM No.

7.

8.

9.
10.
11.
12.
13.

14.

7.
RECORDS SERIIS TITLE AHD DESCRIPTION

Annual Inventory of Office equirent with corres-ponding neMorandUM Receipts 0 accountableofficials
Gasoline and Oil eonsUMption of strvict vehiclts

IssuancelRtceipts of Materials and supplies
neMOranduM Receipts of Tools and EquiPMent
Periodic Pest (ontrol TreatMent
Periodic Inspection of Office facilities
Repair and naintenanoe of buildings~ grounds.electrical fixtures and sanitary taoilities
Requisition of supplies and Materials for repair

HUJWI IesooHe Planning (4.1h)

8. Retention Period
i. :b. :e.Active: Storage: Total

4 4.PER n A 14 E'N T
I2 2

1 1
2 2

4 4

9.
Disposition AuthoritvlRtMark

Dispose 1 year after superseded updated.

Dispose 1 vear after liquidation andpost- audlted.

... .
PER n A H E'N T

I
:

2 : 2
2 2

15.

16
17.
18.

19.

20.

Annual training Calendars
Central OfficeDPNH Integrated ( Nationwide)

Course Desi'ln
Qualifications Standard nanual
Rejional Quarterly Manpower DevelOPMent Perfor~anceReports
Soho I &rsM ps

Approved PrograMs (Local and Foreign)ContractInvitationsNOMinationstravel Orders
Training Evaluation Reports

2

2

2

2

Dispose 1 year after suPtrseded.



6.IteM No.

21.
22.

23.

24.

25.

26.

7.
RECODS SERIES TITLE AHI) DESCRIPTION

HUMan Resources T~aining and Mate~ials DeveloPMent (4.lc)
Annual ProcureMfnt PrograM
Audio-Visuals

Coursn CatagueEquiPMent (Brochures)ScriptsTapu
I COMMunications relative to Training (routine)

NOMinations to In-House Training PrograMs
Reports

AnnualCOMpletion (Local and Overseas)Quarterly SeMi-AnnualTerMinal (In-House)
S'M.stral MORE COMMitMent Sh.ets

: 8. Retention Period
la. :b. 10.: Active ttorage Total

2 2
I •PER n A H E H T
I :

2 2

: IPER n A HEN T2 J 22 22 2
2 2

35. hte of 37

,.
Disposition AuthoritylReMark

Dispose after a years frOM the date ofCOMMunication.

Medical/Deatal (4.1d)
27. Annual Medical ProcureMent PrograM ~
28. ClaiMS (hI' See. 699 of Revised AdM. Code)

2'. Consultations and Follow-up TreatMent ···.·30. Inspeotions I 1
Canteen and Ground FaoilitiesOffioe ~orkin9 ConditionsDis~osal of UaterSanItary Facilities

2

1

Dispose 2S years after deathicoMPulsaryretireMent.
Dispose 25 years after deathicoMPulsaryreti r'Ment.



6.Itel'lNo.
7.

RlCom SERIES TITLE AND tESCRIPTIOH
8. Retention Period

a. Ib. Ic.Active I Storage: Total

45. Pue of 31

9.
Disposition AuthoritvlReMark

31.

32.

33.

Medical COMMunications/Inspections pertaining to routineMattns
Periodic X-Ray EXaMinations and Follow-up treatMent

NegatiyePositive

Reports
Inventory/ConsUMption of MedicinesOutreach PrograM (Periodic visit to Regional Officesand re COMpliance of MeMO Circular on pre-eMPlOYMentand X-Ray eXaMinations)

P@!'Sonn@l (4.1a)

5

2 .

Dispose 3 vears after date of COMMunication.

Dispose 25 years after COMPulsory retireMent
death .

34.

35.

36.

37.
38.

Acceptance of Resignation

AdMinistrative Cases

Annual SUMMary Report for ReplaceMent PrograM forNon-E IigibIts
Application for EMPloYMent
Application for Leave of Absence

I
I
I IPER n A N E N T

1 1

Dispose 25 vears after COMPulsory retireMentduth.
Dispose all papers related to the case5 years frOM the dati of decision, exceptvital dOCUMentary evidenoes presented inthe case which is value for the protectionof the civil, legal and property rights ofthe oitizen and governMent. DECISIONS AREPERMANENT. I

I

Dispose 1 Vlar fOrM date of expiration ofleave and aisence has been reoorded onthe leave credit card.



6.IteM No.
1.

RECORDSSDIIS TItLE AHD IESCRIPTIOH
8. Retention Period

a. :b. te.Active: Storage t Total

5 375. Page of pages

9.
Disposition AuthoritylRtMark

39.
40.

41.
42.

43.
44.
45.

46.
47.
48.
49.

50.
51.

52.

53.

54.

55.

Application for resignation/tranfer/retireMent
Approval of RetireMents/GSIS

Assets and Liabilities
Authority to engage in business practice profession

and to teach
Certificat. of Appearanc.
Certificate of CI.arance
Certified copy of Marriage Contract

Certificat.s of Eligibles
C.rtifieation of Refund (Per RA 5830)
CurriculUM lJitae
Daily TiMe Records (CS FOrM 48)

EMployee Intervi~ R.cords
Evaluation for ProMotions

GSIS/MEDICARE/P.A.G.I.B.I.G MeMbership

Leave Credit Cards

Manning List Reorganization
Medical C.rtifieates in support of absenoe on accountof illneSS/Maternity.

1

1
1

1

1
1

Dispose 25 y.ars aft.r oOMPulsory retir'Mtnt
duth.

Dispose after 5 vears,if superseded.
Disposal 1 year after date of authorization.

Dispose 25 years after COMPulsory r.tireMent
nth.

Dispose 2 years after date of oerfioate.
Dispose 1 year after settleMent.
Dispose after 1 year, if superseded.
Dispose 1 year art.r absence have beenposted in the leave credit card.
Dispose 1 year after separation of eMployee.

IDispose 25 years after COMPulsory retirtM.nt
duth.

Dispose 2S years after oOMPulsory retireMent
death.

tispos. 25 years after COMPulsory retireMent
duth.

Dispose 2 y.ars after approval of appoint-
Ments.

Dispos. 25 years afttr COMPulsory retireMent
death.



65. Page of 31

: 8. Retention Period
:a. :b. :0.Active: Storage: Total

PER MAN E N T
I

1 1

2 2
1 1

7.
RICODS SERIIS TITLE Ato) :DISCRIPTIOH

MicrofilMed Records Input (DP"H)
PerforMance Appraisal
PerforMance Appraisal Report SysteM
PerforMance Tarqet ~orksheet
PerforMance Rating Cards

Personnel Folder (201 Files)
AppoinMentsChange of Status/NaMesIncentive AwardsNotice of Salarv AdjustMentsOath of OfficePersonal Data Sheethrvice RecordsTraining Certificates

Plantilla

9.
Disposition AuthoritvlReMark

Dispose 25 vears after COMPulsoryretireMent/death.

Dispose 1 veal' after decided.

Dispose 1 year after classification ofposition has been superseded.

Dispose after 2 v.ars, if superseded

Dispose 5 vears af~r cOMPulsorv retireMent!death.
Dispose 25 vears af~r COMPulsoryretireMent/death

1

1

33

1
1

.
Position Classification tapers including Job descri~tion/ ;request for classificl ion and recoMMendation/notlces :of classification action. :
Protest Cases on AppointMents
Psvct~logical Test Results
ReCOMMendations for EMPloYMent
Rtlief ,froM Propertv Accountability

64.
65.
66.
61.

62.
63.

61.

56.
51.
58.
59.
6~.

6.iteM No.

68.
69.

10.

Reports for Staff MoveMent
Request (approval on prOMOtion, transfer, reinstateMent,change of status).
StateMent of Duties and Responsibilities (PDF)

a

-

2
Dispose 1 year after date of correspondence.



6.IteM No. 7.
RECORDS SERIES- TITLE AND DESCRIPTIOH

8. Retention Period
a. :b. :0.Active: Storage: Total

7 375. Page of pages

9.
Disposition Authority/ReMark

71.

n.
n.

74.

Signature and Handwriting SpeciMen
Recol'ds ManagellM!nt (4 .1h)

AcknowledgeMents (inquiries, requests on routine Matters)
Contracts

Infrastructure ProjectsJanitorial and Security Services
Personnel ServicesRental of Copying Machine

• Credit MeMos with corresponding paYMent for obligations
EMergency Purchase for Office Supplies and ConsUMableshi 1 StaMPSRental of Xerox CopierSalary of cultural Director

1 1

··,······PER MAN E'N T

Dispose 3 years after date of correspondence

Dis~ose 2 years after terMination andfinally settled.
-do-
-do-

Dispose 10 years after finally settled,post audited and not involved in any case.

75. Delivery Receipts of cOMMunications delivered by external 1 1Messengers and received via LBC Aircargo
76. Directories of Officials and EMployees Dispose after 2 years, if superseded.
n. Index Cards of AdMinistrative Issuances Dispose after 1 year, if superseded.
78. Lists

DPUH Contractors and authorized representative for PER MAN E'N Trelease of cOMMunications/doCUMentsSupplies and consUMables for production jobs. Dispose after 1 year, if superseded.
79. Locator Slips 1 1
80. Logbooks of incoMing/outgoing cOMMunications Dispose 2 years after the last entry.
81. Mailing Lists 1 1



8 315. Page of pages

8. Retention Period
a. :b. :0.Active: Storage: Total

1.
RECORDS SERIES TITLE Aft)) DESCRIPTIOH

(Presidential Decree, LOI, Executive Orders,Circular including aMendMents).
Assets and Liabilities and Network (Blue Bantex File)

Confidential and Classified Records (Beige Bantex File)
Land Registration for Infrastructure Projects (OrangeBantex file)

(Schools, Hospitals, Colleges, Slaughterhouses, etc.)
Original Contracts and other related docUMents ofinfrastructure projects of Public ~orks froM defunctnp~, nPH, DP~TC (Orange Bantex File)
Records ralative to Purchase, Transfer of EquiPMent,ProcureMent, Rentals or Loans, Lease for EquiPMent,nanufacturers' List (Brown Bantex File).
Retired~ resigned or phase-out due to reorganization(green ~antex File)
Value and Sale of Philippines Land, n.S.A. LandRegistration (Red Bantex File)

ninutes of neetings
BoardStaff

Office neMoranda/Orders relative to organizationalassi9nMents, rotaions and change of aSsignMent/workstatIon
Reproduction Jobs/Requests

Disposition Authority/ReMark
9.

Transfer to Archives Division, RnAO

Dispose 2 years after it has been superseded

Dispose 25 years after cOMPulsary retire-Ment/death.

Dispose 5 years after it has been super-seded.

Dispose 25 years after cOMPulsary retire-Ment/death.
········· .P E'R n A N E N T

2

·······PER n A N E N T

·············P E'R n A N EN T· .P E'R n A N E N T

···········PER n A N E N T

·······PER n A N E N T
1 1

·············UnnUMbered :
AdMinistrative Issuances (Blue Bantex File)

ninistry Coded Records
120 Files (Yellow Bantex Files)

84.

85.

83.

82.

6.IteM No.



6.IteM No. 7.
RECORJ)S SERIES TITLE AN» DESCRIPTION

8. Retention Period
i. :b. :c.Active: Storage: Total

9 37
5. Page of pages

9.
Disposition Authority/ReMark

and

4 4

4 4

86 •.

87.
88.
89.

90•

91.

n.
93.
94.
95.

96.

97.
98.
99.

100.

Report (ACCOMPlishMent, Monthly, progress, seMi-annualweekly)
Supply and Prope~ty ManageMent (4.li)
Bill of Lading (GF 9-A)
Canvass of Prices
Certificate of Clearance froM property accountability ..
Inventory and Inspection Reports on Unserviceable Property:

Inventory of supplies and EquiPMent of different agencies(GF 41-A)
Invitation to Bid and Bid Tenders (BSC FOrM 706)

Invoices and Receipts of Accountable FOrMS
Invoices and Receipts for Property (GF 30-A)
Invoices and Receipt for Transfer (GF 10-A)

MeMorandUM Receipts for EquiPMent SeMi-ExpandableNon-Expandable Property (GF 32-A)
Purchase Orders/Uork Orders
Report of Uaste Materials (GF 64-A)
Requisition and Issue Vouchers covering eMergency pur-chase of supplies.
Requisition on Direct Purchase with supporting papers

2

2

·····P E'R MAN E N T

2

2

Dispose 5 years after acceptance of delivery

Dispose 25 years after COMPulsory retire-Ment/death •
• Disfose 5 years after settleMent andc earance.

Dispose 2 years superseded.

Dispose 5 years after terMination ofcontract and finally settled.
Dispose 3 years after clearance.
Dispose 3 years after issuance of clearance.
Dispose 3 years after property has beentransferred.

Dispose 4 years after settleMent of accounts
Dispose 5 years after settleMent of credit.



6.IteM No.

101.
102.

103.
104.
105.
106.
107.

7.
RECORDS SERIES TITLE AD DESCRIPTION

Requisition for EquiPMent or Supplies (BSC FOrM 1)
Shipping,and Packing List on IteMs Purchased with Bill

of Ladl ng

Stock Cards on Supplies
Suppliers Identification Certificates
Supplies AdjustMent Sheet
Supplies Ledger Card "Doubles" (GF 48-A)
Supplies Ledger Card

8. RetentionPeriod
a. :b. :c.Active: Storage: Total

4 4

·········P E'R MAN E N T· .P E:R MAN E H T

10 37
5. Page of pages

9.
Disposition AuthoritylReMark

Dispose 1 year after shiPMent and accep-tance of delivery.
Dispose 3 years after the last entry.
Dispose 2 years after renewal.
Dispose 1 year after post-audited.

·····P E:R MAN E H T·2 •

5

P E:R MAN E H T· .P E'R MAN E H T

108.
109.
110.
111.
112.
113.

114.
11~.

116.
117.
118.

COMPTROLLERSHIP a FINANCIAL fllAHAGDIEHT
AccoUMting (4.2a)
Annual StateMent of Accounts Payable
Authorizations (overtiMe, transfer of funds)
Bank Reconciliation StateMents
Balance Sheet
Certificate of Availability of Funds
Checks and Check Stubs Issued

Daily Cash Report
DisburseMent Vouchers

Financial Reports of Operations
'General Ledger
General Payrolls

CasualPerManent

3

·······················P E:R MAN E H T· .P E:R MAN E H T

2
5

3

Dispose after 10 years provided post-audited, finally settled and not involvedin any case.

Dispose after 10 years provided post-audited, finally settled and not involvedin any case.

Dispose after 10 years pro~ided post-audited, finally settled ana not 1nvolvedin any case.



6.IteM No.

119.

120.
121.
122.
123.
124.
125.
126.
127.
128.

129.
130.
131.
132.
133.
134.
135.

7.
RECORDS SERIES TITLE Aft)) DESCRIPTIOft

General Vouchers

Index Cards
Index PaYMent of EMPloyees (GF 82-A)
Index of Sunday PaYMent by Uarrant (GF 83-A)
Journal of Analysis of Obligation
Journal of Bills Rendered
Journal f Checks Issued
Journal of Collection and Deposit
Journal of DisburseMent
Journal Vouchers (GF 20-A)

List of ReMittances
Monthly SettleMent of Monthly Subsidiary Ledger Balance
Monthly StateMent of Bank Balances
Notice of Funding Uarrant Issued
Physical Report of Operation
Project Cost Sheet
Quarterly StateMent of Charges to Account Payable

8. Retention Period
a. :b. :0.Active: Storage: Total

······· .P E:R MAN E N T· .P E:R MAN E N T· .P E:R MAN E N T· .P E:R MAN E N T· .P E:R MAN E N T· .P E:R MAN E N T· .P E:R MAN E N T· .P E:R MAN E N T.

5 5 10
2 2
2 2
5 5
2 2

P E:R MAN E N T··

11 375. Page of pages

9.
Disposition AuthoritylReMark

Dispose after 10 years provided post-audited, finally settled and not involvedin any case.

Dispose after 10 years provided post-audited, finally settled and not involvedin any case.

Dispose after 10 years provided post-audited, finally settled and not involvedin any case.
136.
137.
138.

Receipt and Release of Advice of Cash Deposit
Reports of DisburseMents (GF 99-A)
Reports of InCOMe

3
5

5

5

5

3

10
10



6.IteM No.

139.

140.
141.
142.

143.

144.
145.
146.

147.

148.

149.
150.
151.

7.
RECORDS SERIES TITLE AND DESCRIPTION

Request for Obligation of AllotMent
Infra ProjectsOthers

ReMittance Advice (GF 14-B)
Schedule of Account Receivable (Quarterly)
StateMent of Financial Operations
StateMent of SAA (Sub-allotMent Advice) and Advice of cashDeposit Released (ACD)

Regional OfficedRegional EquiPMent OfficesProject ManageMent Office
Status of COMMon Funds
Subsidiary Ledgers (GF 67-A)
Trial Bal ance

Assets and Supplies ManageMtmtand Contl'Ol (4.2b)

Abstract of Bids
InfrastructureSupplies, Materials, EquiPMent

Annual ProcureMent PrograM
EquiPMent Ledger Card (GF 46-A)
Inspection Report of Supplies, Materials and equiPMent
Inventory

Construction equiPMent, service vehicle, officefurniture and fixtures and office equiPMent
Insured ~roferties such as aircrafts, buildings,electrlca structure, equiPMent Machine, Marine hulllvessel, Motor vehicle and heavy equiPMent.

8. Retention Period
i. :b. :c.Active: Storage: Total

···PER MAN E N:T
3 : 3
555
3 3

PER MAN E N:T
2 2

2 2
PER M ~ N E N.T· .PER MAN E N:T

2 2
PER MAN E N.T·····PER MAN E N:T

12 375. Page of pages

9.
Disposition AuthoritylReMark

Dispose 2 years after clearance.



6.IteM No.

152.

153.
154.

7.
RECORDS SERIES TITLE Aim DESCRIPTIOH

Road-Right-of-Uay acquired TitlesUnserviceable EquiPMent
Lists

Furniture and EquiPMent transferred without cost by thethen DepartMent of Public Uorks and Transportationand COMMunication to Batasang PaMbansa.
Torens Ttle including other notarial archives turnedover by Ministry of Public Uorks and Highways toRecords ManageMent and Archives Office

Quarterly ConsUMption Report of Supplies and Materials
Supplies Ledger Card (Gf 83-A)

8. Retention Period
a. :b. :0.Active: Storage Total

····· .P E:R MAN E N T

2 2
P E.R MAN E N T

13 375. Page of pages

9.
Disposition Authority/ReMark

155.
156.

157.
158.
159.

160 •

161.

162.

Budget (4.2c)
Advice of AllotMent
Advice of Cash Deposits

Annual Budget EstiMates
Financial and Physical Reports
Financial Reports/StateMents for Infrastructure Projects
Letter of Advice (Regional Offices)

•••

Notice of Funding Uarrant

Requests
Accounts PayableFund Releases for retireMents/terMinal leaveRealignMent of Cash Funds

3

2
2

3

2
2

Dispose after 10 years provided post-audited, finally settled and not involvedin any case.
Dispose 2 years after passage of bill

• Dispose after 10 years provided post-audted, finally settled and not involvedin any case.
Dispose after 10 years provided post-audited, finaIly settl ed and not invo Ivedin any case.



8. Retention Period
a. :b. :0.Active: Storage: Total

6.IteM No.

163.

164.

165.
166.
167.
168.

169.

7.
RECORDS SERIES TITLE ANJ) DESCRIPTION

··Sub-AllotMent Advice :······Uork and Financial Plan (Special Budget) :·Request of fund release froM office of the Budget and ;ManageMent for the initial work and Financial Plan :which covers the total annual operation of DPUH on which:the regular quarterly sub-allotMent to its offices are :based and other requests for fund releases froM lUMP-SUM'appropriation during the budget year.
Cash (4.2d)

Advice of ReMittances
• Application for bonding officials

Cash DisburseMent Ceiling
Certificate of Shortages

Certification of SettleMent and Balances

3

3

3

3

3

3

14 375. Page of pages

9.
Disposition Authority/ReMark

Dispose after 18 years provided post-audited, finally settled and not involvedin any case.

Dispose 3 years after cancellation •

Dispose after 18 years provided post-audited, finally settled and not involvedin any case.
Dispose after 18 years provided post-audited, finally settled and not involvedinany case.

178.

171-
172.
173.

Daily Cash Report
Monthly Report of Accountables of FOrMS (OR's Bank Checkd)
Official Cashbooks
Official Receipts

3 3

PER M A HEN T
Dispose after 18 years after post-audited.

Dispose after 18 years provided post-audited, finally settled and not involvedin any case.
174.
175.
176.

Reports of checks Issued by deputized Disbursing Officer
Reports of Collection and Deposit
Requisition of Blank Checks

5

5

4

5

5
18
18
4



6.IteM No.

177.

178.

179.

180.

181.
182.
183.

184.

7.
RlCOJt))S SERIES TITLE AM» DESCRIPTION

IHTERHAL AUDIT SERVICE

ManageMent and PerforMance Review (4.3a)

Audit Re~orts (Analysis and evaluation of ManageMent andoperatlons perforMance)
PerforMance Standards (4.3b)

Evaluations
Organizational perforMance efficiency against approvedstandards
ServicelBureaus/PMO's Standard Operation Procedures andperforMance of the different organizational units.

PerforMance Standards
Adopted by different organizational units includingProject ManageMent Offices
ReCOMMended changes

SysteMs and Procedures (4.3c)

FOrMS DEsign and Control
Organizational/Functional/Position Charts
Manuals

AdMinistrativeContract ManageMentOperations and ProceduresOrganizationSysteMs and Operations
Policies, rules and regulations pertaining to procedures

8. Retention Period
a. :b. :c.Active: Storage Total

P E'R MAN E H T
·············P E:R M A HEN T·········P E:R M A HEN T············· .P E:R M A HEN T

P E:R M A H E H T· .P E:R M A HEN T· .P E:R M A HEN T

····· .P E:R M A HEN T

15 37
5. Page of pages

9.
Disposition AuthoritylReMark



6.IteM No.

185.

186.

18?

188.

189.

1913.
191.

192.

?
RECORDS SERIES TITLE AND DESCRIPTIott

Procedural Flow Charts

LEGAL SERVICE

COMplainst and Investigation (4.4b)

AdMinistrative Cases

Certificate of Clearance for retireMent/terMinal leave

Legal Studies re ClaiMs for back wages in connection withdsiMissal or suspension.
Reviews on decided cases

Appeals on adMinistrative desicionsEvaluation and resolutionsRequest for consideration
, Contract Letti ng and L itigation (4.4a)

Appearance as Counsel
Cases

AdMinistrative

Civil

CriMi nal

Decisions

8. Retention Period
a.. : b. : c.Active: Storage Total

P E'R MAN E N T

····PER MAN E N T···PER MAN E N T

PER MAN E N T

16 3?5. Page of pages

9.
Disposition AuthoritylReMark

Dispose 5 ~ears after decision is renderedexcept vltal docUMentary evidences pre-sented in the case which is of value forthe protection of the civil, legal andpro~erty rights of the ~overnMent andcitlzen. DECISION ARE PERMANENT.
Dispose 25 years after cOMPulsary retire-Ment/death.

Dispose 1 year after paYMent of claiMS.

Dispose after 5 years frOM the date ofdecisions.
Dispose 15 years after terMination of the

case.
Dispose 15 years after terMination of the

case.



6.IteM No.

193.

194.

195.

196.

197.

7.
RECORDS SERIES TITLE AHD DESCRIPTIOH

Opinions
Application of directives/issuances to Contracts ClaiMsof contractors/Subcontractor/Third Party to projectsunder contract.Inter~retations of the provisions of the contractvalldity and binding effect for the release of funds.
Legislative Research and Affairs (4.4c)

Opinions/ Interpretations
Application of directives/issuances, laws which affectthe function of the agency.
Queries on the interpretations of laws, directives/issuances by bureaus, services of Field Officesof the agency.

Research on Questions of Law on legal opinions renderedcontaining appeals, briefs, MeMoranda, pleadings onadMinistrative cases.
Sites Acquisition and Law EnforceMent (4.4d)

AgreeMents to deMolish and reMove iMproveMents affectedby Ri ght-of-loIay'
APflication for Miscellaneous sales and leases of publicand

8. Retention Period
i. :b. :c.Active: Storage Total

P E'R MAN E N T

P E'R MAN E N T

17 375. Page of pages

9.
Disposition Authority/ReMark

Dis~ose 5 years after release of fund andflnally settled.
Dispose 6 years after final recoMMendationto the bureau of lands.

198. Correspondence relating to:
Acquisition of lots needed for foreign assisted projects.

Projects iMpleMentation
Routine Matters

Dispose 1 year after cOMpletion of projectsand paYMent of claiMS.
Dispose 3 years after date of correspondence
Dispose 3 years after date of correspondence



6.IteM No.

199.
200.

201.

202.

203.

7.
RECORDS SERIES TITLE Rtf)) DESCRIPTIOH

Deeds of Donation
Deeds of Exchange
Deeds of Sale of Land
Expropriation Case

Appl icationNotice of Hearing

Investigation

18 375. Page of pages

8. Retention Period 9.
a. :b. : c.Active: Storage: Total Disposition AuthoritylReMark

PER MAN E N T·PER MAN E H T·PER MAN E H E
Dispose 5 years after final decision andand fully paid.

Dispose 5 years after final decison/reso-lution of the case.

204.

205.

206.

EncroachMent on River BanksViolation of PD 296. LOI 19 and related laws
Land Registration Case
Request for Funds for paYMent of Right-of-Uay claiMs andother related expenses.
Transfer of Certificate of Title

PLANHIHG SERUICE

P E'R MAN E N T

Dispose 5 years after final decison andfully settled.
Dispose 1 year after final decision andfull y settl ed.
TCT in the naMe of the governMent areforwarded to the National Archives.

207.
208.

209.

210.

211.

212.

DeveloPMent Planning (4.5a)

List of National Roads under EO 113
Long/Medi UM TerM PrograMs
Manual of Road InventorYl Road NUMbering.and SysteMS Classifica~ion .
Plans for the Integrated Road DeveloPMent

PrograMMing (4.5b)
Annual Infrastructure PrograM
Manual on Infrastructure PrograMMing

Functi onal

(NACIAD)

···P E:R MAN E H T· .· .···P EiR MAN E H T···P EiR M A M E H T·····2 :·P EiR MAN E H T

Dispose 5 years after iMpleMentation.



6.IteM No.

213.

214.
215.

7.
RECORDS SERIES TITLE AU DESCRIPTION

List of priority projects in the Annual InfrastructurePrograM
Public Uorlc:sAct
Requests

Additional Funding for Infrastructure porjectsRealignMent of Funds
Project Preparation and Evaluation (4.5c)

19 375. Page of pages

8. Retention Period 9.a. :b. :C.Active · Storage · Total Disposition AuthoritylReMulc:· ···2 : 2···P E:R MAN E N T
2 2

216.
217.
218.
219.

220.

221.

222.
223.
224.

225.

Central Labor Advisory anf Training TeaM (CLATT)
Feasibility Study/Survey Data Report
Master Plans for Integrated Project/PrograM
Projects

Cagayan River Flood ControlNationwide River Training
Projects Evaluation Assistance (National EnvironMentalPollution COMMission)
Pre-Feasibility Studies of Projects (Regional Offices)

Research and Statistics (4.5d)

Financial Reports/StateMents for Infrastructure Projects
Infrastructure Atlas
Inventory

School buildingsUater Supply Facilities/Sources
Newspaper Clippings (fuel, dollar rates, labor rates)

P E:R MAN E N T· .P EiR MAN E N T· .P EiR MAN E N T· .P E:R MAN E N T

P E'R MAN E N T

Dispose 1 year after iMPleMentation.

Dispose 2 years after it has been superseded
Dispose 2 years after it has been superseded

Transfer to Library.



6.IteM No.

226.

227.

228.
229.
236.

231.

232.
233.

234.

235.

236.

237.

238.

7.
RECORDS SERIES TITLE AND DESCRIPTIOH

Statistical Data
Average Costs EstiMatesBase Maps (original tracings)Diskettes on Data Base FileInputs to Construction Costs

MONITORING AND INFORMATION SERVICE

Infrastructure COMPuter Center (4.6a)

Biller/StateMent of Accounts

Continuous FOrM~ used in Validation
EDP SysteMslPrograM DocUMentation
National Roads and Bridges Inventory
Price Index of Construction Materials
Price Lists - ProcureMent
Project Monitoring SysteM Field Reports
Quotations froM different Suppliers

Project Monitoring (4.6c)

Checklist and Telegraphic Status Report
1987 Con~ressional Projects1987 CEDP Projects subMitted by Districts/Cities

Monthly Project Profiles and Status of COMpletion,On-Going and Foreign Assisted Projects

Monthly Reports

CEDP ProjectsInfrastructure PrograM

8. Retention Period
a. :b. :0.Active: Storage: Total

P E'R MAN E N T

2 2

1 1

P E'R MAN E N T

26 375. Page of pages

9.
Disposition AuthoritylReMark

Dispose 3 years after full paYMent/post-audi ted.
Dispose 1 year after final output.

Dispose 1 year after superseded.
Dispose 1 year after superseded.

Dispose 2 years after cOMpletion of project.

Dispose 2 years after cOMPletion/acceptanceof projects and finaIl y settl ed.

Dispose 2 years after cOMpletion/acceptanceof projects and finally settled.

Dispose 2 years after cOMPletion/acceptanceof projects and finally settled.



6.IteM No.

239.

240.

241,
242.
243.
244.

7.
RECORDS SERIES TITLE AIft) DESCRIPTION

Status Report

1987 CEDP School Building iMpleMentation by LocalGovernMent Units
1987 CEDP Uater Supply Projects iMPleMentation by DPUH
1987 Overall SUMMary Infrastructure PrograM (Lotus 123)
1988 Overall SUMMary Infrastructure PrograM (Lotus 123)
1987 Infrastructure PrograM by Districts (Lotus 123)
1988 Infrastructure PrograM by Districts (Lotus 123)

CONSTRUCTION MANAGEMENT

General Infrastructure (5.1)

Construction Services
Barangay RoadsBri dgesFlood ControlNational Roads and RunwaysPorts and HarborUater Supply

Construction Plans
Drawi ngs
Specif icati ons
Contract DOCUMents

Cash Depos itCertificate of Availability of FundsLegal RequireM~ntsLetter of CredItPerfOrMance BondPrograM of Uork

8. Retention Period
a. :b. :0.Active: Storage: Total

PER MAN E N T

······PER MAN E N T·PER MAN E N T
PER MAN E T

21 375. Page of pages

9.
Disposition AuthoritylReMark

Dispose 2 years after cOMPletion/acceptanceof projects and finally settled.

Dispose 2 years after cOMpletion of theproject, finally settled and post-audited.



.
Reyiew/Inspection/Eyaluation of Projects (Regional Offices)

6.IteM No.

245.

246.

247.
248.

249.

250.

251.

252.

253.

7.
RECORDS SERIES TITLE AHD ])ESCRIPTIOH

Barangay I - Northern LuzonBarangay II - Southern LuzonBarangay III - VisayasBarangay IV - Mindanao
DESIGN MANAGEMENT

Analysis of Topograpbic and Hydrologic Data for Infras-tructure Projects
"As Built" Plans/Drawings
Design Analysis and Calculations

Bri dgesBuil dingsFlood Contro IDrainage and ~ater SupplyHighwaysPorts and Harbor
Manuals for Design Standard and Criteria for Projects
Military Maps of the Philippines for Hydrologic Study
National Building Code

Clearances for building perMits regarding easeMentrequireMents along creeks, esteros and rivers
Miscellaneous Sales/Lease Applications
Pipe-laying projects (M~SS)-underground facilities
Resolutions of appeals filed by litigants

Plans reviewed and corrected (M~SS, NHA)
Project Reports on PreliMinary Engineering Projects

8. Retention Period
a.. : b. : c.Actiye: Storage Total

PER MAN E.N T· .· .· .PER MAN E:N T

·············PER MAN E N T·PER MAN E N T·PER MAN E N T .'···

22 37
5. Page of pages

9.
Disposition Authority/ReMark

Dispose 10 years after evaluation.

Dispose 5 years after project COMpletion.

Dispose 2 years after reviewed and corrected
Dispose 2 years afte~ project COMPletion.



6.IteM No. ?
RECORDS SERIES TITLE AHD DESCRIPTIOH

8. Retention Period
a. :b. :c.Active: Storage Total

23 3?
5. Page of pages

9.
Disposition Authority/ReMark

'.

254.

255.

Reports
ACCOMplisJw.tentReMedIal MeasuresStructural Defects

Variation Orders
Change OrdersExtra Uork OrdersSuppleMental AgreeMent

EQU IPMEHT MAttAGEMDIT

2 2

Dispose 1 year after project cOMpletion.

256.

25?

258.

259.

260.

261.

262.

Advice of ShiPMent and AcknowledgeMent (Regional Offices)
EquiPMentSpare Parts/Supplies/Materials

Allocations
EquiPMent (Regional EquiPMent Service)Project Funds

Annual Inventory of MeMorandUM Receipts for EquiPMent/Shop Tools
Authorization re Uithdrawal of IteMs froM the CentralEquiPMent and Spare Parts Division.

Annual
TeMPorary

Billings, Collections and ReMittances for EquiPMentRentals
Charge Accounts:

Cost of Repair of EquiPMentCHPG ClearanceLTC Registration
ConfirMation Letters of Regional EquiPMent Services foriteMS withdrawn by representatives

·4 : 4·······PER MAN E N T

5 5 10··P E:R MAN E N T

Dispose 1 ~ear after acknowledgeMent andattestatIon by COA.

Dispose 1 year after renewal of authority.
Dispose 1 year after receipt.

Dispose 1 year after confirMed/receivedthe iteMS.



6.IteM No.

263.

264.
265.

266.

26?

268.
269.
2?0.
2?1.

?
RECORDS SERIES TITLE AND DESCRIPTION

Contracts of Lease for EquiPMent

Directives/Issuances on EquiPMent Utilization"
Dockets Books (EquiPMent)

Bill of Lading Nos.DateDPUH Property Nos.LocationMeMo Receipt Nos.Serial Nos.
DocUMents on Locally Purchased EquiPMent/IteMs

Certificate of Acceptance by the requisitionerCertificate of Inspection (Property and ProcureMentDivision Inspector a CESPD)
Credit MeMo of EquiPMent returnedIncoMing Receipt of Spare Parts, Supplies and MaterialsreturnedInvoice Receipt (GF 302-A)-transfer of property froM

one accountable officer to anotherMeMorandUM Receipt for shop tools and equiPMentcatalogues and Manuals (GF 32-A)Purchase OrderRequisition for Supplies/EquiPMent (BSC FOrM 43)Supplies Invoice
EquiPMent History Card
EquiPMent Ledger Card (GF 46-A)
EquiPMent Machinery Card (BPH E-21)
EquiPMent Supplied Rent Free
Freight

Bill of Ladi ng

Certification of Acceptance (Regional Offices)

8. Retention Period
a. :b. :c.Active: Storage: Total

·········P E:R MAN E N T· .P E:R MAN E N T··············· .P E:R MAN E N T···········PER MAN E:N T·····················PER MAN E N T·PER MAN E N T
4 4

24 3?5. Page of pages

9.
Disposition Authority/ReMark

Dispose 2 years after expiration ofcontracts, finally settled and post-audited.

Dispose 1 year after disposal equiPMent.

Dispose 5 years after acceptance, finallysettled and post-audited.the iteMs.



6.IteM No.

272.

273.
274.
275.

276.

277.

278.

279.

280.

281.

7.
RECORDS SERIES TITLE AND DESCRIPTION

Inventory
Equi~ent (GF 41-A)S~op Tools and E~uiPMentSpare parts, offIce equiPMent, supplies and Materials

Inventory and Inspection Reports of Unserviceable Property
Inventory Tag (GF 71-A)DateLocal Cost for handling of equiPMent, spare parts,supplies and Materials purchased froM abroad
MeMorandUM Receipts fot Tires and Batteries

Packing List of Unserviceable/Obsolete Parts and otherrelated dOcUMents
Receipts of ShiPMent of IMported equiPMent, shop tools,Spare Parts, supplies and Materials by Regional Offices

Bills of LadingCertificates of AcceptanceCUStOMS'S Special PerMit to Transfer (SPT>, BC FOrM 43Marine Insurance CertificatePacking ListLetter of Request and Authority to transfer cOMModitiesto the DepartMent of Finance.
ReiMburseMent for EMergenCY Purchase of spare parts,supplies and Materials.

Registration of EquiPMent (Light and Heavy)
Accident Report/ClaiMsCertificate of CoverInsurance Policy

Rental Rates for EquiPMent (Dredge)

8. Retention Period
a. :b. :c.Active: Storage Total

···2 ; 2·P E'R MAN E N T

PER MAN E N T

PER MAN E N T

25 375. Page of pages

9.
Disposition AuthoritylReMark

Dispose 2 years after superseded.

Dispose 5 years after settleMent of credit.

Dispose 1 year after receipt of Report ofUaste Materi al.
Dispose 1 year after dropping froM theBook of Account.

Dispose after 10 yrs. provided finallysettled, post-audited and not involvedin any case.

Dispose 1 year after superseded.



6.IteM No. I.
RECORDS SERIES TITLE AND DESCRIPTION

8. Retention Period
a. :b. :0.Active: Storage: Total

26 31
5. Page of pages

9.
Disposition Authority/ReMark

ShiPMent of Spare Parts
ClaiMs of Loss/DaMage parts

Foreign Parts - Invoice, Cargo, Survey, Invoice LetterIlaiver
Local Parts - Listing of Parts and IlMR

PreMiUM Invoice Dispose 1 year after renewal.

282.

283.

284.

Reports
Monthly Fleet DeMand/Availability ReportTechnical Assistants Report on governMent agenciesEquiPMent SpecificationsFuel UtilizationMaintenance Operation RentalsProcureMents

Research on EquiPMent and Model

2 2

Dispose 1 year after obsolence of equiPMent/declared obsolete.
Dispose 3 years after settleMent.

285.
286.

28/.

288.
289.
290.

291.

Stock Cards (GF II-A)
SUMMary of PaYMents to Contractors on Projects cOMPleted.

Survey of Ilorkshops Site, Plan Layouts
felegraMs
Tender DOCUMents for Specials EquiPMent
Report of Ilaste Materials (GF 64-A)

MAIHTEHAHCE MAHAGDIEHT

Building Services

Appraisal and DeterMination of Value of GovernMent-ownedBui Idings.

P E:R MAN E N T

·····P E:R MAN E H T
1 1
5 5 10

·PER MAN E H T·

Dispose after 10 years provided fullysettled, post-audited and not involvedin any case.

Dispose 5 years after settleMent of credit.



6.IteM No.

292.
293 •
294.

295.

7.
RECORDS SERIES TITLE AM» »ESCRIPTIOH

DisposallDeMolition of GovernMent-owned buildings
Guidelines/Criteria/Standards on Rental Rates
Insurance records of National governMent-owned buildings
Space requireMents of various governMent agencies

Inspectorate

27 375. Page of pages

8. Retention Period 9.a. : b. :c.Active storage Iotal D ispos ition Authority/ReMark

5 5
PER MAN E N I.
PER MAN E N I

5 5

296.

29'7.

298.
299.

Road Condition Rating (National, Provincial, City,Municipal, Barangay)
Reports

COMpleted Road and Bridges ProjectsStatus of iMpleMentatlon of the hi9t~ay MaintenanceManageMent (Roads and Bridges - natlonal provincialcity, Municipal, barangay; water SUpPlYI flood controland drainage1 forts, seawalls, 11ghtTIOuses, schoolbuildings, nea th facilities, public buildings,regional office buildings)

Verification of calaMity/typhoon daMages on infras-tructure projects

Inventory and Statistics

Approved Basic Cost per EMK Analysis and COMPutations
Inventories

Flood Control and DrainageHealth FacilitiesPorts, Seawalls LighthousesPublic/Central/Regional Office BuildingsRoads and Bridges (national, provincial, city, Municipalbaranqa~)School BUlldingsUater Supply SysteMS

5

3
5

5

P E'R MAN E N I

5

3
5

5

Dispose after 2. years, if superseded.



8. Retention Period
a. :b. :c.Active: Storage: Total

6.IteM No.

300.

301.

302 •

303.

304.

305.

306.

7.
RECORDS SERIES TITLE AHD DESCRIPTION

Road Maps and Maps for other infrastructure projects
Statistical Reports

Average Annual/Daily Traffic (AADT)Types of Roads and Bridges
MONITORING AHD METHODS

• Annual Reports
ACCoMPlishMent for the Calendar YearReiMburseMent of Periodic Maintenance Projects Funds toIBRD (Uorld Bank)

CEDP Progress Reports (Maintenance Projects)
Monthly ACCoMplishMent/Progress Reports

CalaMity-Funded Repair ProjectsFlood Control and DrainageHealth FacilitiesPeriodic Maintenance of National Roads and BridgesPorts, Seawall. LighthousesPublic/SchoollRegional Office Buildin~sRoad Right-of-Uay EncroachMent of NatIonal RoadsUater Supply
Quarterly Reports

Activity Data SUMMary and Activity PerforMance SUMMaryfor National Roads and BridgesPhysical and Financial ACCoMPlishMent of Local Roads(Provincial, City, Municipal and Barangay Roads)Status of Uater Supply SysteM and PerforMance

Planning and PrograMMing (5.4).

Advice of AllotMent and Sub-AllotMent Advice for regularMaintenance

3
3

3

·····P E:R MAN E N T············P E:R MAN E N T

3
3

28 375. Page of pages

9.
Disposition AuthoritylReMark

Dispose 5 years after updated.

Dispose 1 year after project COMpletion.



6.IteM No.

307.

308.
309.

310.

311.

7.
RECORDS SERIES TITLE AND DESCRIPTION.-

Annual Maintenance Uork PrograM. PerforMance Budget forNational Roads and Bridges
Approval Basic Cost per EMX
Budget Proposal for Maintenance of:

Flood Control and DrainageHealth FacilitiesPorts, Seawalls, LighthousesPublic/School/Central/Regional Office BuildingsRoads and Bridges (National, Provincial, City, MunicipalBarangay)loIaterSupply
CalaMity/Typhoon DaMage Reports and Request for Funding
Contract DOCUMents for Regular Maintenance

8. Retention Period
a. :b. :c.Active: Storage Total

·····PER MAN E N T
3 3

2

29 37
5. Page of pages

9.
Disposition Authority/ReMark

Dispose 3 years after superseded.

Di~~ose after 2 years prov!ded post-~udited,,flnally settled and not Involved In anycas-e.
312.

313.

314.

315.

Planning Data Input (Planning)
Source DOCUMents (Regions)SUMMui es (BOM)

Project PrograM and Detailed EstiMates
Flood Control and DrainageHealth FacilitiesPorts, Seawalls, LighthousesPublic/School/Central/Regional Office BuildingsloIaterSupply

Updated Activity List and Standards

Restoration Projects
Contract DOCUMents and other related records

3

P E:R MAN E N T

3

2

Dispose after 10 ~ears provided finallysettled post-audited and not involvedin any case.



6.IteM No. 7.
RECORDS SERIES TITLE AD DESCRIPTIOH

8. Retention Period
a. :b. :c.Active: Storage Total

30 375. Page of pages

9.
Disposition AuthoritylReMark

316.

317.

318.

319.
320.

321.
322.

323.

324.

325.

326.

327.

List of Projects PrograMMed for Restoration (ForeignAssisted Projects)
PrograMs of Uork and Detailed EstiMates including Plansand Specifications
Price ReiMburseMent (IBRD)

RESEARCH AD STANDARDS M1\ttI\GEMEtfI
Certificates of Quality Control Assurance
Checklist on Monthly Materials Report
Cost EstiMates on Core Boring of various Projects
Evaluation Reports

Production DeveloPMent of various construction MaterialsUsefulness of Newly introduced construction Materials
IncoMe Reports
Material Maps/Sources
Physical Inventory of COMPonents

Bagong Lipunan School BuildingPre-fab School Buildings
Plans

AdMinistrative BuildingEMPloyees' QuartersFencing of Plants SiteRoadway and DrainageUarehousesUood and Steel COMponent BuildingSpecial Projects
Price Index of Construction Materials

3 ····P E:R MAN E N T

··· .P E:R MAN E N T· .P E:R MAN E N T
..· .P E:R MAN E N T

3

Dispose after 5 years if iMPleMented.

Dispose 5 years after project cOMPletion.
Dispose 5 years after project cOMpletion.
Dispose 5 years after project cOMPletion.

Dispose after 10 years provided post-audited

Dispose of 2 years after superseded.



E••IteM No.
7.

RECORDS SERIES TITLE AND DESCRIPTION

31 375. Page of pages

8. Retention Period 9.a. :b. : c.Active Storage . Total Disposition Authority/ReMark.
328.

329.

330.

331.

332.
333.

334.

335.

336.

337.

338.

339.

340.

PrograM of Ilork
Construction of the Uitas PlantSchool Building COMPonents

Ratings of trainee-participants in Materials EngineeringQuality Control Course
Reports

Project DataProJect Inspection/InvestigationProJect Quality ControlResearch Soils and Materials
Specifications for various Projects
Standard Specifications for Highways and Bridges
StateMent of Tests perforMed for Charging LaboratoryTest and EquiPMent Rental
Statistical Data on Tests Results
Straight Line DiagraM of Concrete and Asphalt PaveMent
Technical Books, Publications
Technical Reports and Evaluation

Core Boring of Concrete ans Asphalt PaveMent
Test Report of Materials SaMples frOM inspected Plants/Manufacturers/Suppliers
Ileekly Production Report of Steel COMPonent (Uitas Plant)

PROJECT MANAGEMENT

Ad~inistrative Services

Billings - Local and Foreign (Consultants/Contractors)

3 3

····P E:R MAN E N T

P E.R MAN E N T· .P E:R MAN E N T· .P E:R MAN E H T

5

5

Dispose 5 years after project COMPletion.Dispose 10 years after execution of work.Dispose 5 years after project COMpletion.

Dispose 5 years after project COMpletion.

Dispoe 5 years after project COMPletion.
Transfer to Library.
Dispose 5 years aftter project COMpletion.

Dispose after 10 years provided post-auditedfinally settled and not involved in any
case.



Quantity Calculations/Tender DOCUMents related toContracts

· .PERT/CPM DiagraMS P E:R M H N E N T· .Pile Driving and COMPutations P E:R MAN E N T
Project Proposals (By Categories)

6.Itef"lNo.

341.

342.

343.

344.

345.

346.

347.

348 •

349.

350.

:351.
352.
353.

354.

PI
( .

RECORDS SERIES TITLE AND DESCRIPTION

Index Cards for PaYMents to Contractors

Requests
Funds for Accounts PayablesNotices for Funds ReleasesReallignMent of Cash Funds (Standard)

StateMents of Withdrawal Applications

S~lary of PaYMents Contractors

Technical Services
Construction/Cross Section Drawings
Design Plans
Detailed Unit Price Analysis
EquiPf"lent

ManualSpecifications
Loan Hgreei"lent
PerfOrMance Bonds of Contractors

8. Retention Period
a. :b. :0.Active Storage Total

··3: . 3
P E:R MAN E N T

3 3

P E.R MAN E N T· .P E:R MA N E N'T· .P E:R MAN E N T· .P E:R M H N E N T.
·· .P E:R MAN E N T

32 375. Page of pages

9.
Disposition Authority/ReMark

Dispose after 10 years provided post-auditedand finally settled.

Dispose after 1e ~ears provided approvedby lending instItutions and post-audited.
Dispose 3 years after project COMpletionand post-audited.

Dispose 5 years after terMination ofcontract, project COMPleted, finallysettled and post-audited.

Dispose 5 years after iMpleMentation/evaluation.
Dispose 5 years after project COMpletion.



6.Itet'lNo. 7.RECORDS SERIES TITLE AND DESCRIPTION

33 375. Page of pages

8. Retention Period 9.
a. : b•• cActive Storage' 'Total Disposition AuthoritylReMark

358. Spare Parts Catalogue
359 .• Specifications

Roads and BridgesPai ntingsSpecial (Civil Works)Technical (Uol. III)
SuppleMental AgreeMent for Construction Supervisions
Technical Assistance (Revised Project Proposals)
Ter~s of Reference (Consultancy Services)

355.

356.

357.

36e.

361.

362.

Reports
Field Survey/InvestigationMaterial SourcesPhysical/Status/Executive SUMMary

InceptionInteriMMid-YearMonthl';!Pre 1it'llnaryQuarter 1yYear-End
Pre-Feasibility Study

RequestslResolutions for Access Roads,(Rural Water Supply-RWS)
Soils and Materials Test

Wells Latrines

······P E;R M A IiE ~ T Dispose 1 year after project cOMPletion.
P E:R M A Ii E Ii T

.
P E:R MAN E N T··· .P E:R M A Ii E N T

.· .P E:R M A IiE N T

·· .P E:R M A IiE N T
7 7· .P E:R M A IiE N T· .P E:R M A IiE N T



6.IteM No.

363.

364.

365.
366 •
367.
368.

7.
RECORDS SERIES TITLE AHD DESCRIPTION

TRAFFIC ENGINEERING I ADMINISTRATIVE MANAGEMENT/
TRAFFIC CONTROL CENTER

Traffic and Road Inventory Surveys
Surveys

Before and AfterBoard and AlightingBus and PUJ LaneControl and CourtCover-age CountDetector's DataIntersection InventoryLateral PlaceMentOrigin and DestinationParkingPedestrian CountQue LenghtRaw Data (Survey Reports)/Trading MoveMent CountRoad InventoryTraffic Accident DataTraffic ViolationTravel TiMeVehicle
Design of Intersections, Roads and Others

Bus Reorganization Data
ConsUMer Price Index (Supplies and equiPMent)
Existing and New Jeepney Routes
Flood Level InfOrMation
Foreign Periodicals

8. Retention Period
a. :b. : c.Acti ve: Storage: Total

P E;R MAN E ~ T. .
P E:R MAN E N T

34 375. Page of pages

9.
Disposition Authority/ReMark

Dispose 3 years after re-survey.

Dispose after 1 year, if superseded.

Transfer to Library.



6.IteM No.

369.
37e1.
371.

372.
373.
374.

375.

376.

377.

378.
379.
380.

381.

7.
RECORDS SERIES TITLE AHD DESCRIPTIOH

General COMPuter PrograM/Software Manual
Hardware Configuration - Traffic Signals
Intersection Code NUMber
Inventory of Traffic Signals
Light Rail Transit SysteM
Maintenance of Traffic Signals

Procedural Manual and Uarrants
Major Roads SysteM
Manual

PaveMent MarkingsTraffic Signals LightingPhilippine Road Signs
Standards and ~arrants Signals

Bus StopsLightingPaveMent MarkingsPedestrian Crossing FacilitiesSignals
SUMMary!P Ians
Traffic ManageMent Authority
Transport Training PrograM

Technical Proposals and Studies
Proposals and Studies

Bicycles LanesJUMSUTLRT Traffic ManageMent PlansMMUTSTRAPPTeaM Phase IITeaM Phase IIITraffic Proposals for MIA Access Road

8. Retention Period
a. : bl :C.Active: Storage: Total

· .P E:R MAN E H T· .P E:R MAN E N T· .P E:R MAN E N T····· .P E:R MAN E N T· .P E:R MAN E N T· ···· .P E:R MAN E N T· .P E:R MAN E N T

···· .P E:R MAN E N T

P E;R MAN E ~ T· .P E:R MAN E H T· .P E:R MAN E H T·

35 375. Page of pages

9.
Disposition AuthorityfReMark

Dispose after 2 years, if superseded.

Dispose 5 years after iMPleMentation.



36 375. Page of pages

6.IteM No.
7.

RECORDS SERIES TITLE AHJ> J>ESCRIPTIOH
8. Retention Period

i. :b. :0.Active Storage Total
9.

Disposition AuthoritylReMark

386.

383.
382.

2

2

2
2

2

2

.· .P E:R MAN E H T
2 2

Traffic ManageMent ScheMes Outline of C2 and C4
Signal Operation and Maintenance

COMputer PrograMs
Inspection Reports

Dai 1yRoad Excavati onSignal Operati on
Job Order Tickets
Maintenance SchedulePending Maintenance workSignals DaMaged by AccidentsSignal Maintenance (Old signals)Traffic Control ParaMeter/~etectors' Data
Signal Operations

Miscellaneous
387.' Intersection Files (every signalized intersection haveseparate record for Maintenance andoperation data.

384.

385.

388. Lists

389.
390.

Intersections with New Traffic SignalsPersons with Telephone Controller HeysVehicles Detectors and Source of Power
Map Display Data File
Pedestrian Push Button

· .P E:R MAN E H T· .P E:R MAN E H T
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REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS

OFFICE OF THE SECRETARY
MANILA

12 May 1993

;:'C;' 1-:r l);-'t"f!
\. ----r--/1--?3

DEPARTMENTMF}fORANOOM)
)

CIRCULAR NO~ ~
Series of 1993 tf/n )
x-x-x-x-x-x-x-x-x-x- )

SUBJECT: Amending Department Memorandum
Circular No. 63 dated AURUSt19,
1988. ReI Reconstituting Records
Management Improvement Comi ttee
to Undertake Improvement of Records
Management in the Department.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
In view of the retirement from the government service of

Mrs. CAROLINAZ. MANGAWANG,Assistant Secretary for Administration
and Manpower Management, the Records Management Improvement Comi ttee
is hereby reconstituted to be composed of the following:

I Director III, Administrative
and ManpowerManagement Service

Director III, Comptrollership
and Financial Mmagement Service

Director III, Legal Service

Director III, Planning Service

Director III, Intemal Audit Service

Director III, Mon!toring and
Information Service

Bureau Director Concemed

Project Director Concemed

COAAUditor/Representative

Chief, Records Management Division

Chairman

Member

Member

Member

Member

Member

Member

Member

Member

Secretary

The Bureau Director or Pro ject Manager concemed shall sit only
with the Comi ttee whenever the records mlding of his Office ~ the
subject of the deliberation and/or evaluation by the Comittee:



The Coromittee shall have the follmving functions and responsi-
bili ties:

1. Plan, formulate and undertake the improvementof
records managementin the Department proper including
but· not limited to, the various Bureaus, Pro ject
ManagementOffices, Regional, RES, District/City
Offices of the Department;

2. Plan, formulate, coordinate and implement a
Records Disposition Program with the end in view of
identifying and preserving records having permanent
value, e.g., administrative, legal, fiscal, technical
or archival value, and disposing through destruction
or sale of valueless records;

3. Evaluate and establish the retention period of the
Department records (produced or maintained);

4~ Formulate a Records Retention and Disposal Schedule
and revise any schedule which the Committeemaydeem
fi t depending on the rationale for its retention/dis-
position, as the case maybe, and as circumstances may
warrant, subject to the approval of the Secretary; and

5. Submit to the Director of Records Managementand
Archives Office the established Records Retention and
Disposal Schedule for approval.

Hhenever necessary, and as need arises, the Committeemay seek
technical advice and assistance from the Records Managementand Archives
Office in its tasks of improving reoords managementin the Depar1:ment.

In the formulation and establishnent of a Records Management
ImprovementProgram for the Department, the Committeeshall be assisted
by Sub-Committee which are hereby, likewise, recreated to be composed
of the follmdng:

For the Central Office:

Chief, Records ManagementDivision - Chairman
Chief, Non-Current Records Section - Member

(Inventory, Appraisal and
Disposal of Records)

Chief of Division where records are stored - Member
COARepresentative - Member

For Regional Offices:

Chief, Administrative Division
Chief, Records Section

Chief of the Division/Section where
~cords are stored

- 2 -

- Chaiman
- Member

- Member



The Sub-Cor.unittee as created shall have the following functions
and responsibilities:

1. Assist the DPHHRecords ManagementImprovementConnittee
in the following areas of responsibilities:

a) Plan, formulate and undertake the improvement
of a Records f1anagementProgram for the
Department.

b) Prepare the action plan preparatory to the
Inventory of Records.

c) Conduct inventory of all records holdings
(by records series) in the Central Office,
the various Bureaus, Pt-iO'sand Regional, RES,
District/City Offices.

d) Up-date the Records Retention and Disposal
Schedules, subject to review by the D~m
Records ~1anagementImprovementCommittee, and
the approval of the Secretary and the Director,
Records Managementand Archives Office.

e) Submit up-dated Records Retention and Disposal
Schedules thru the RMIC,to the Records Manage-
ment and Archives Office for approval.

2. Implement the Records Retention and Disposal Schedules of
their respective Offices as approved by the Records Manage-
ment and Archives Office.

3. Determine and set file breaks generally during slack periods
of filing and servicing at the end of the calendar year.

4. Prepare the request for authority to dispose valueless
records of their Offices after a file break for approval
by the Director of Records Managementand Archives Office.

5. Assist in the conduct of public bidding for award of
contract for the disposal of valueless records of their
respective Offices following the pertinent provisions of
PD 1445, preferably towards the end of the calendar year.

6. Shall have custody of the records holdings of their
respective offices and shall be responsible for the safe-
keeping of the valueless records until it's disposal is
authorized.

7. Remit to the National Fund all proceeds realized from the
sale of disposable valueless records.

- 3 -



In the implementation of this Program, DECSDepartment Order
No. 13-A, dated Februarj 3, 1988, as enunciated in DPi'lHDepartment
r-:emorandumCircular No. 25, dated 19 April 1988, shall be used as
"Guidelines on the Decentralized Disposal of Valueless Records in
Government Agencies. II

NP;vH flemorandumCir8ular No. 40, series of 1984 and other
issuances inconsistent with this Department Order are hereby
superseded or amendedaccordingly.

This order takes effect immediately.

4:1~1/AAJ/ALE/Bnt/GSA/brz
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