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FUNCTIOMNAL CHART

RECORDS MANAGEMENT DIVISION, AMMS
1. Develop coordinate and maintain the Department-wide records management program;
2. Plan, organize, direct standard o;eratlons to ensure efficient system; .
. Provide safeguards for security of records in custody and unauthorized with-
drawals from files; .
4. Define work methods and standard operations and expect result outputs;
5, Set goals and priorities for units in accordance with functions;
§. Professionalized records management thru betler employee utilizations;
7. Encourage continuing career development to enhance personnel capabilities;
8. Provide zramotxonal opportunities to all qualified workers and assist in wage
increment and professional growth;
9. fscess performance faxrl%; i ) )
18" Haintain harmonious relationship aMony supervisors and subordinates; and
14, Perform such other functions as may be aszigned.
ADMINISTRATIVE SUPPORT STAFF
1,Provide administrative clerical
support to the needs of personnel
and cperations of the Divisions;
2.Reproduction and dissemination of
administrative issuances and other
— documents being serviced from time
to time to various DPHN Offices,
individuals/agencies;
3.Baintain supplies and equipnent
for the operational needs of the
Division; and
4.Provide sgcurit¥ measures for the
preservation o documents in
custody.
r i
DOCUMENTS  RECEIFT
REGISTRY & MESSENGERIAL CURRENT RECORDS SECTION NON-CURRENT RECORDS SECTION
SERVICE SECTION
i.Receipt, registry i.hssign codes on documents t.Conduct inventory and
and r eferal of mail and secure copies thereof evaluation of documents;
matters; for file; . )
) . ) o 2.Conducts final review of
2.Dispatch mail matters 2.Establish, maintain and file-coded documents for
through the Bureau of control indices of admi- retention purposes;
Posts and private nistrative issuances, con- o ) .
couriers; tracts/agreements  and 3.Rinding of inventoried
. . other vital documentis; and compiled records;
3.Provide auxiliary L i
ostal service to the 3.Maintain and control of 4, Uolume labelling of non-
epartment; and var:ogs groups of current current records;
records;
4.Provide liaison and . i S5.Coordinate with the
messengerial sevices 4,Provide up-date directory Records Hanagement Im-
within fetro Ranila of officials and employees royement Copmittee
of the depariment; and RHICY of the DPUH  and
. Records Hapagement and
S.Authenticate reproduced and  Archives Office
copies of all current (RMAD>, DECS, on dis-
records. posal of records; and
6. Authentication of repro-
duced copies of non-
current recerds.
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" REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS
OFFICE OF THE SECRETARY

’ MANILA

FOREWORD

Records management is an important component of office
administration. This isg specially true for a line government
agency like the Department of Public Works and Highways where
the records that have to be managed are voluminous and critical,

To guide the personnel responsible for records management
in the various offices of the Department, this>Manual on Records
Management is being published. It is designed to help records
custodians and handlers understand records creation, méintenance,
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 management units in
the various DPWH offices to make use of this Manual not only to
help them in their individual work but also to contribute to the
efficient office administration in the Depar‘anen'b.

I would like to thank and commend the Administrative and
Manpower Management Service, particularly the Records Managenent
" ‘Division, for this worthy undertaking,

SE
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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 remembsr 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 hkeeping, 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 sasy access and retrieval.

iz an organization grows and the records become
voluminouws, 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 wisted for
over 40 yvears in both public and private sectors, they had
been overlooked and neglected by office managers for a long
time.

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
manualizred to serve as a guide of concerned personnel.
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FART 1: RECORDS MANAGEMENT: AN OVERVIEW

1.1 RECORDS MANAGEMENT DEFINED:

Records Management is the systematic control over the
creation, maintenance, preservation and disposition
of records.

1.2 PURFDSES OF RECORDS MANAGEMENT:

* To create records that are necessary +or 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 IMFORTANCE OF RECORDS MANAGEMENT:

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

Management depends on  accurate

records. In decision making,
failure on the part of those
maintaining records to giwve

accurate records would result in
an unsound decision.

* Economic Waste ~ FPaperwork 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 outlay of an organi-

zation. Unless management re-
cognizes that records management
is an important phase of

managemant in  an organization,

-9



separate and highly  important

oparational function, an
organization shall continue to
appropriate and spend large
amount of money. Inspite of this
large amount appropriated and
spent, there would still be
ingfficiency and mishandling

of records.

* Solution - The inefficiency an mishandling
of records could only be solved
through a scientific approach to

the establishment of an
integrated records management
program. I+ established, the

result will be the efficient and
economical handling of records.
There will be fewsr but better
records, better service and
sound decision.

1.4 PERSONNEL INVOLVED IN RECORDRS MANAGEMENT:

#*  Executives - the person responsible in the
creation of records;

* Processor or User — the person to whom the records
is sent for action or informtion.

* Officer Worker - the person  responsible in the
preparation of records, usually
the sacratary, stenographer,

typist or machine operator.
% Records Personnel - the person  responsible in the
maintenance and retention of

records.

1.5 RECORDS MANAGEMENT GENMERAL OBJECTIVES:

# Regulate the great variety and volume of records/
documents & papers received and oreated in Department
transactions.

* Accomodate and control natural increase in volume and
variety due to growth of the organization, new
functions and expanded activities.

% Establish a department-wide uniform system in  the
classification and coding of records to facilitate
gasy processing, filing, storage and retrieval when
needead.



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 G5IS checks.

Frotect wvital 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 HRFD
and HRTMDD for the records personnel in  all aspects
of records activities.

Establish standard procedures that assure maximum
utilization of office reproduction and filing
egquipment, including space allocation.
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FART 2. THE ROLE OF INFORMATION AND RECORDS MANAGEMENT IN
THE GOVERNMENT AGENCIES/ENTITIES

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 others or obtained by study
and investigation.

Information is generated and transmitted within every
business and governmental organization countless times svery
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 - requires the recipient to respond
within a specified period of time.

Non—action - ig 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.

Recurring -~ muich information recurs at regular in
a given period of time.

Non-recurring - Management needs information for
planning & 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
ganerated within the organization.



External - an example is data gathered from a

government agency. This is usually
difficult to abtain than the internal
information.

Historical —- 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
external source.

Future - this is used {for futuwre planning of

any activity either by a private or
public entity.

Documentary —~ this is an information which has

been recorded in permanent form. It
includes wr-itten o printed
manuscripts, punched paper tapes,
magnetic tapes, microfilms, computer
printouts and other forms.

Non—-documentary- is the information that has not been

recorded. It is usually obtained
through such processes as  word  of
mouth and personal obsesrvation.

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

~)
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THE ROLE OF THE RECORDS QFFICER

The records officer cannot be successfully in
directing a records management program if  top
management is indifferent or unsupportive of the

progeam. The First reguirement, 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 procesd with confidence.

C RUALIFICATION OF THE RECORDS OFFICER

For a records officer/manager to fulfill his
or her duties effectively, certain qualifications
are needed. Qualifications needed for effectively

directing a records program are requiped through
academic preparation as well as through experience
in government. Experience in areas of records
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management as well as in all phases of office work
is certainly beneficial to the officer/manager.
Office experience, regardless of the type of worlk,
gives the manager an awareness of the flow and
pattern of work and the purpose of documents. A
person who cannnt  delinsate the difference
betweesn 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/puwrpose 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
processing. In addition, history courses areg
edcellent in providing an  awareness of the
historical value of documents for presscvation in
the archives. A degree in office administration,
although not a requirsments, is highly desirable.

In addition to academic preparation and
experience, top priority in preparing for a caresr
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-
wrritten 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 080 First
Grade or Career Service FProfessional Eligible.

JOB DESCRIFTION OF THE RECORDS OFFICER V
(Division Chietf)

1. Formulate policies, standards, procedures,
rules and regulation on the creation,
maintenance, preservation, security and

digposition of records;



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

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

4. Represent the Department in Fesponse to
Subpoena Duces Tecum served by the Courts and
Administrative investigating bodiesg

5. Responsible Ffor the issuance of certified

copies or certification and authentication of
document in his/her custody.

2.4 QGUALIFICATIONS OF THE RECORDS SUFERVISOR

Frobably 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
Dfficer/Manager. The Records Supervisor should be

highly qualified and have at least two or more years

Mperience in records management. In additiom, the
supervisor should have a minimum of two vyears of
college work dincluding such courses as office
procedures, office administration, and personnel
managemant . The supervisor must be able to supervise
staff effectively; coordinate available reESOUrCeS,
establish priorities; possess good communication
skills; make decisionsy and plan, organize and control
the records system. The supervisor should cooperate
with the Records Officer/Manager in implementing
changes that may bhe 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 employvees are
also supervisor’s duties.

The supervisor should assist the Records Officer in
selecting and orienting new employeses. 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 indsed keep the job descriptions updated.
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JOB DESCRIFTION OF THE RECORDS OFFICER IV, III1,

I1 AND I
Records ODFficer IV (Section Chief)

1. Assist in Fformulating policies, standards,
procedures, rules and regulations on the
creation, maintenance preservation, security
and disposition of recordsg

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

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

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

. Certify/authenticate available documents
regquested.

Records Qfficer 111

a. Responsible for maintaining records in
accordance with prescribed standards and
procedures and  recommending measures + o

improvemant when necessary;

b. Supervise the proper filing and safekeeping of
recordss:

. Initially appraise the records as to their
administrative, fiscal, legal % archival value;

d. Assist in the implementation of the Department
Records Disposition Schedulej

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

f. Check on the mailing operations and does other
related work.

ez



Records Officer II

=

b-

T

dﬁ

Assume responsibility for the orderly
maintenance of recocrds;

Make periodic tehnical inspection of file
stationg

Supervise the retrieval of requested documents:

Inventory the records whenever necessary.

Records Officer I

.

Aassume responsibility for the proper filing and
satekeeping of records;

Update the +filing guide and prepare indices to
facilitate the search for recordsg

Conduct file audit periodically;

Classify and record incoming and outgoing
communicationss

Maintain logbooks/indices For incoming and
outgoing communications to aid in the tracking
system of the Department.
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3.

THE NEED FOR AN INTEGRATED RECORDS MANAGEMENT
IMPROVEMENT PROGRAM

RECORDS MANAGEMENT IMPROVEMENT FROGRAM:

A& Records Management Improvement Program is a
predetermined, well-arranged and coordinated plan
aof 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
Fublic 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
wall-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 S0
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 Jjudiciously
implemented by agency personnel.

OBJECTIVES OF A RECORDS MANAGEMENT  IMFROVEMENT
PROGRAM:

S RS SR Y

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



Designate reponsibility for the total records
management program within the department/agency
to a records officer/manager and a specially
trained staff of records personnel.

Reduce the amount of records in the
department/agency to the level of what is
normally needed and to dispose of those that are
non—cuw-rent, inactive or disposable in the manner
consistent with sound disposition practices and
in accordance with existing regulations.

Frovide for effective and aconomical
procedures, systems, and equipment to protect
records.

Ensuwre continuity of operation of the
department/agency in case of disaster where there
iz potential for loss and/or destruction of
records.

.3 RECORDS MANAGEMENT IMFPROVEMENT COMMITTEE:

Pursuant to Article I, Rule 3 of Department
Order No. 4 dated Julyl?, 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 Fublic
Works and Highways now Department of Public Works
and Highways, under MPWUH Memorandum Circular  No.
40 oreated a Records Management Improvemsnt
Committee in the Ministry. In 1987, when the
MFWH was reorganized, pursuant to Executive Order
No. 124, the DFWH Records Management Improvement
Committer was reconstituted under Memorandum
Circular No. &3 dated August 19, 1988,
composed of the following:

i

fssitant SBecretary for Adminis- Chairman

trative and Manpower Management

Assistant Secretary for Comptrol- - Qo-Chairman
lership and Financial Management

Chief, Administrative and Manpower - Member
Management Service

Chief, Comptrollership and Financial -~ Member
Management Service

1
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Chief, Internal Audit Service -~ Member

Chief, Legal Service | - Member
Bureau Director Concerned ~  Member
Froject Manager Concerned -~  Member
COA Auditor/Representative - Member
Chiet, Hecﬁorda Management Division -~ Secretary

3.4 FUNCTIONS AND RESPONSIBILITIES OF THE COMMITTEE:

* Flan, formulate and undertake the improvement
of records management in the Department proper
including but not limited to, the various
Bureaus, Froject Management Offices, Regional,
RES, District/City Offices of the Department;

* Plan, formulate, coordinate and implement a
Records Disposition Program with 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 & 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 0Office the established Records
Retention and Disposal Schedule for approval.

In the formulation and egtabliskment of a Records
Management Improvement Frogram for the Department, the
Committee shall be assisted by a Sub-Committee, to
be composed of the following:

12



CREATION AND CDHPOSITiDN OF SUB-COMMITTEE

For the Central 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
storad
COA Representative - Member

For the Regional Offices:

fhchelivilandy

Chief, Administrative Division - Chairman
Chief, FRecords Section - Member
Chief, of the Division/Section -~ Member

where records are stored

3.9 EUNCTIONS AND RESPONSIRILITIES OF THE SUB-COMMITTEE

%1}

2.5.1 Assist the DF i Records Management
Improvement Committee in the following
areas of responsibilities:

* Flan, formulate and undertake the
improvement of a Records Managemant
Frogram for the Department.

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

¥ Conduct inventory of all reocrds
holdings (by records series) in  the
Central Office of the DPWH and all its
various Offices.

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

3.59.2  Implement the Records Retention & Disposal
Schedules of their respective Offices as
approved by the Records Management and
Archives Office.

13



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 Prepare 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 Mffice.

3.3.5 fssist in the conduct of Fublic bidding
for award of contract for the disposal of
valueless records of their respective
aoffices following the pertinent provisions
of FD 1443, preferably towards the end of
the calendar year.

3806 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.

3.5.7T. Remit to the National Fund all Cprocesds

realized Ffrom the sale of disposable
valueless records.

GOVERNMENT-WIDE RECORDS MANAGEMENT FPROBLEMS:

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

14
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COMMON RECORDS MANAGEMENT FROBLEMS IN AGENCIES

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

* Lack of storage space and filing equipment for
active and inactive files.

#* Lack of systematic and orderly transfer to
non-current records  from office stations to

records centers

¥ Lack of contreol in the creation of reports,
forms and directives.

* Too many unnecessary reports.

ABENCY PRIMARILY RESFONSIBLE FOR THE GOVERNMENT-~
WIDE RECORDS MANAGEMENT IMFROVEMENT FPROGRAM

2.8.1 THE RECORDS MANAGBEMENT AND ARCHIVES QOFFICE:

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
governmant.

#+ Fstablish and operate records centers for
the storage, servicing, security and
seresning 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.

* Standards and controls for records
making and records keeping, selective
records praservation, schedul ed
records disposal and transfer to
records centers.

% Discriminating  application of tested
mathods, practices, materials,
egquipment and machines in the creation
and maintenace of records.

15



#* Authorization by law to inspect

records and to reguire reports as Lo
their management.

Training progerams directed at
improving the effectiveness and
technical knowledge of parsonnel

assigned to records making and records
keeping, and

Standards and controls Ffor  physical,

legal and security safeguards for all
records.

16
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POLICIES ON RECORDS MANAGEMENT:

1.

The Records Management Division with its Standard
Operating Frocedures and internal FPolicies shall
be responsible for the gstablishment of a more
effective and efficient Records Management
Improvement FProgram (RMIF) on  a Department-wids
application.

Centralization of Records Management in the
Central Dffice - for the full control of incoming
and outgoing communications/documents to assure
prompt action thereon.

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

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

The Records Management Division shalll prepare the
invaentory of the Department’s records holding and
dispose of its valueless records at least once a
YEAr .
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5.1 RECORDS CREATION

S.1.1 RECORDS CREATION:

ig defined as the putting down of
information on papers, printed
forms, punch cards, tapes o  any
information transmitting media.

5.1.2 PRIMARY FPURFOSE OF RECORDS CREATION: is to create

5. 1.3 WHAT ARE RECORDST

5.1.4 ORIGIN OF RECORDS:

records that are necessary for the
continued operation of an entity.

The term "records" is any papsr,
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  received by it, in
connection with the transaction of
public business, and has bheen

retained by that entity as evidence
of the objectives, organization,
functions, policies, decisions,
procedures, operations and other
activities of the government, or
hecause o the information
contained therein.

A record maybe the creation of an
individual. An example of this may
be the historic “Emancipation of
Tenants", FD # 27V. Yet, a record
may also be the creation of more
than one person. A good example of
this is a "Committee Report”.

Records in an agency come from  two
sources. One is the agency itself
and the other is from outside the
agency.

5.1.5 CONCEFTS OR GUIDE IN 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.

18
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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
communication.,

Rule of Substitution: simply states that a writer
must substitute the simple for the
complicated and the formal for the
informal, provided that in S0
doing, the desired results are
achieved.

Rule for Simplication: shows that it is always
advisable to use a method that is
direct, better, easisr, faster and

cheaper hecause complicated
procedures are time consuming and
costly.

Measure of Bood Supervision: points out that the
supervisor has a very important
role to play in preventing the
creation of unnecessary records.

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

Secretaries or typists who prepare the records for
the creators

Frocessors who must see to it that the necessary
actions required in the records are taken;

Filing clerks who are entrusted with the
safekeeping of records;

Encourage the use of the telephone so that
communication will become faster, more efficient
and more economicaly

Use the form letter, guide letters and routine
slips.

5.1.7 MAJOR FIELDS IN RECORDS CREATION:

Z.1.7.1 Correspondence Management: Government correspondance
consists of letters, memoranda, indorsements
arcl directives, including written or printed
mattars, transmithed, enclosed. or used in

19



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 amotions
“intended to be put down in writing. In other
words, he/she should plan his/her letter. In

A equall

planning, he should remember the classic patterns
for letter, that is the block, the semi-block, or
the full-block form, the rules of unity, coherence

and emphasis, the eleaments such as the
communicator receiver, circumstances, expressions,
channel and purpose which contribute to the

desired effect of a letter, and clarity of the
letter’'s content and style.

y effective guide for correspondence is the Four

(4) S Formula.

* Shortrness

# Simplici
* Strength
¥ Sincerit

* Shortnes

* Simplici

* Strength

#* Bincerit

It is al

ty

Y

= means the writer must avoid needless inguiry,
wor-ds and information. Omit unnecessary
expressions such as, at hand, at an egarly

date, beg to inform, enclosed herewith, and

shorten prepositional phrases,

ty is knowing vyour subject, using short words,
sentences and paragraphs, and using simple

and compact statements.

- means using concrete words and active verbs.
In other words, don’t hedge.

Yy =~ is%s being human. Admit mistakes and don’t be
servile o  arrogant. Think of the other
person.

s0 equally important if you check vyour letter

against the Five L Formula.

* Iz

#* Is

it complete?

it Concissa™

20



#*# 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.

* Amsures prompt reply

*

Readahle
# Easy to understand
#* Eliminate unnecessary reviews
* Easy to control

Fele T2 FORM MANAGEMENT:

What is a Form? A form is any piece of paper
Creproduced  or  duplicated by any printing 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 Cards

* 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,
agency forms which are created and standardized 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.

21



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.

7.3 REFORTS MANAGEMENT:

A report management is defined as an official statement
of Ffacts erelevant to any event, activity program or
conditioan. 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 becauses

* They evaluate and improve performance.

* Monitor progress of operation.

* Provide factual measurement of condition.

¥ Indicate deficiencies and need for creative action.

* Measure progress of program with respect to objective.

% Determine program values.

* Recognize trends and problems which affect the program.
Reports are classified as special reports such  as

investigations, studies, proposals, and recurring reports

such as regular periodic report, progress report, financial

report, and recurring irregul ar reports like audits,

inspection or appraisal report. A good report must have the
following.

* Accuracy
* General Appearance
# Relevancy

* Current Application

22



* Brevity
* Impartiality

#* Promphtness

The other originate from the management down to the
lowar group of employees and this is rcalled Administrative
Issuances or Instructions.

S.1.7.4 INSTRUCTION MAMAGEMENT:

Is defined as the technique of planning, preparing,
organizing, conveving promptly the right instruction to the
right person at the right time and at the lowest possible
cost. Instruction management is important because it
enables an organization to function economnically,
efficiently and effectively.

Types of Administrative

within the Department.

¥ fAdministrative Order

¥ OFfice Memoranda

* General Circul ar

* PDffice Circul ar

Issuances that are applicable

-~ which is issued for the supervision

of matters in the government which
is purely internal and not of
general interest to the people.

an issuances addressed Kolusively
to a particular group of officials
and employees of a particular unit
ar a division.

this contains administrative
instruction which are directory,
advisory or informative in nature,

moe e or less genaral in
application, permanent in duration
and requiring compliances or

observance from the employees of
the issuing office and the public
in general.

this involves assignments and other
related matters affecting the
status of personnel, including
details,designation,communications,
supervisions, reinstatement, etc.

23



¥* SHpecial Order

* Travel (Order

¥* Department Orders

this treats of special assignment
or mission to be accomplished by
officials and employees concernead
for a definite period.

these are issused exclusively for
travel assignments of personnel.

these are issuances which include,
directives, rules, regulations
order, and/or  instruction which
establish new policies or implement
existing laws and executive orders.

They are regulatory in nature,
parmanent and mandatory in
character and of general

application.

* MHfice Memorandum Circular and Office Memorandum Orders

¥* Bulletins

These are intended as {follow-up or

calling attention to or as a
reminder on & previous general
circul ar and office or-der

respectively.

these A e used for brief
informative issuances which do not
require compliance from the
emplovess such as periodical
publication of the agency, news
announceament, public notice and

allied matters.

5.1.7.5 Guidelines in the Preparation of Weritten Instruction:

* Determine the purpose of the instruction.

# Flan 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.

24



# Determine the right 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. Fewar but

better records would result in an efficient, economical and
aeffective records management.

25
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.2 RECORDS MAINTENANCE

MAIL MANAGEMENT

Approaches to an Improved Operations:

Froper organization is the groundwork f or
eftective 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 into
a single unit. Since communication process is the
beginning and end of the paperwork chain, it could be
better served if combined with the records function.
The authority and responsibility of this function
should be defined either thru a directive or in  the
form of an Order.

WHAT IS MAILY Mail includes letterg, postcards,
documents, packages, publications and telegrams or  any
other written communications or documents transmitted
through electrical, electronic or mechanical devices,
or through postal service, that are received or sent by
Agency of Office.

MAILS are considered communications/documents  on
sealed container.

MAIL MANAGEMENT in order to be effective should be
set up in a mail room} this room provides vital
services to the Agency. The heart of a mail management
program is a well organized and efficient run mail
- OOm.

In small offices having no mail room, the Records
Dffice is used as mail room. I¥ possible, it should be
located at a convenient place which is accessible to

the action and to the public. It must have lights

pleasing to the eyes and proper ventilation too.

BASIC GUIDES IN DRGANIZING A MAIL ROOM

* FPlanning ~ is to determine the volume handled, size
of the agency and the equipment and materials needed
for its operation.

26



* Organizing - is to determine the right number and
kind of positions to be created and the
gualifications of the personnel.

# 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 FHASES OF MAIL MANAGEMENT:

* Handling of Incoming Mails and Correspondences/
Communications.

* Handling of Outgoing Mails/Signed Communications.
* Messenger Service System

FACTORS TO CONSIDER IN THE HANDLING OF INCOMING MAILS

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

TOOLS NEEDED IN ORDER TO OFERATE AND EFFICIENTLY
CONTROL THE MOVEMENT OF MAILS:

* Sorting Tray * Letter Opener

* Log Books * Stamps

# Mail Guide * Flastic pouch/Transpack
* Envelope * Stamp Fad

# Rubber Stamp # Wrapping, Fackaging,

and Bailing, Materials.

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

Dfficial Mails ~ are those that are addressed to
the officials of the
Department with their

designations.

27



Fersonal Mails - are those which are personally
addressed without stating
their official designations.

Official Mails are further classiftied into:

Accountable Maile ~ are mails that needs recording and
shouwld properly be receipted and
acknowledged by the receiver.
Example:

package, printed matters and
foreign mails.

Ordinary Mails - this type of mail need not to be
recorded. Howeveaer, if the
Department decides to do so, it may
be recorded for statistical purpose.

Sometimes, mails reguire action within a specific
time. This includes those that are marked "URGENT or
RUSH", CONFIDENTIAL and official correspondence from
very important persons, like high ranking government
officials.

H.2.1.6 FROCEDURES IN HANDLING INCOMING MAILS:

* Receiving ~The agency’s mail room is usually
the Ffirst receiving point for
mails addressed to the oftices
served by said mail unit. Far
receiving mailsg arrangement should
be made in such a way that the
agency should have a pick-up ard
delivery schedule in coordination
with the Fostal Service. Arrange
mail shortly before office hours or
soon atter.

* Borting -ie the segregating of mails by
units or by the addressee. Routine
mails ars 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
policies.

28



% Opening of Mails —~is a matter of policy by the

* Date Stamping

* Soanning

# Recording/
Registration

¥ Routing

# Controlling

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.

~this iz made on the face of mail
matter to show date of receipt. It
iz 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.

-ig reading and analyzing the
correspondence  to determine the
subject matter for the purpose of
recording/registry.

~the Department of Fublic Works and
Highways is using the Record Book
in recording mails. It indicates
the origin, date received, subject
matter and action unit having
jurisdiction on/over the matter
treated therein.

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

-it is the process of recording all
types of mail and correspondence
concerning the receipts, location,
status and dispatch. To facilitate

and sxpedite work involved in
controlling mail, there are
devices, forms and other tonls

commonly wused in mail operations.
Among these are:

Mail Guide - this serves as the
basis in determining what mail
control 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
dalivery/dispatch.

Such informations are:
Correspondence Number
Source of mail
Date Mail was recelved

SBubject matter of the mail
as briefly as possible.

Date when mail Was
dispatched and signature
of person to whom it was
released.

HANDLING OF OQUTGOING MAIL:

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, promphtly
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 Ffast ssrvice at the most
sgconomical cost.

#THREE AREAS OF ACTIVITY IN MAIL FREFARATION:

# Freparing outgoing mail for dispatching.
# Final handling and actual dispatching.
#* Final handling of material to be filed.

*STEFS IN PREFARING OQUTGOING MAIL FOR DISFATCHING:

¥ Upon receipt, outgoing mail piece is checked for
complemnsnts including enclosures, signatures, eto..

* Reproduce more coplies of the mail piece or its
ancloswres, if necessary.



¥ Assign the code/release number, if regquired 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
messaengar service and to be delivered by postal
service.

* 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.

¥ Frepare envelopes with correct addressees, exact
amount of stamps and proper z2ip code to ensure
correct and sxpeditious transport.

* 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 DISFATCHING OF QUTGOING MATL

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 Fostal service.

% Those which are to be delivered through telegrams,
radiograms or by fax machine.
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* Enveloping mail -
* Select the right envelope for a mail piece.

* Fold the mail piece properly into the correct
envalope.

* Address the envelope properly.

SETTING UF 4 MAIL ROOM

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 afford optimum accessibility to the action
units and the public. Good ventilation and adequate
lighting should be provided.

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 & row from left to right and this is also true
with the wooden open shelves.

MESSENGERIAL SERVICES

An efficient messengerial service is  just  as
important as establishing mail processing in the
DPivision. 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/documnents,
received and delivered through the Department’s mail
channels.

EINDS OF MESSENGER SERVICES

# 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 %o special
messenger trips to deliver or collect mails
that is so0o urgent/rush or important in
nature which reguires immediate action.

J

2.1.13 MANAGING THE MESSENGER SERVICE

&1
k

To achieve the wltimate goal of the
office/agency in the prompt/fast delivery/dispatch of
mails, it is but rnecessary 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 proceduras,
consider the fouwr activities involved in managing &
meEssenger service, nama2lys:

* Organizing and managing personnel that comprise

the messenger force.

* Flanning and revising, when necessary, the
messengar routes and stops/destination.

* Scheduling of messengers.

*# FPrioritize wrgent mails which need special
messenger .

Certain factors which influence the scope and sirze
of the agency’s messenger force.

* The Organizational structure of the agency.

* The physical lay-out of the buildings of the
entire agency.

* The funding capability.

* The working relationship of one action office to
another.

SG.2.1.14 TRAITS OF A GOOD MESSENGER

* 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 should not be a gossiper.

* He Ehnuld be educationally qualifieAd,

HELFPFUL DEVICES AND FORMS

* "IN and QUTY Trays -~ these are tray-like receptacles
usuwally made of any light board
or plywood or meshed wire,

rectangular or boxlike in shape,
which are used to accommodate
mail pieces intended for
delivery or collection by
messenger.

¥ Delivery Receipts - these are forms which are
accomplished for all outgoing
mails, to show brief
descriptions of various
materials listed and to be
signed by the receiving sntity.

* Record Book or Logbook - is commonly used to record
the receipt  of inter—-office
carrespondence/documents
delivered Ffrom one office to
ancther in an agency.

FILES MANAGEMENT

In records management, filing constitutes a major
portion of office work., Written information materials
related to ognanizations, instructions, contracts,
obligations, drawings, plans, programs, transsactions
and the like must be readily available when needed.
Filing is the classifying and arranging of records in
a systematic way so they will not only be safely stored
but also guickly retrieved when needed, or filing is

the placing papers/records  in an acceptable
cantainers in accordance with the pre-determined
arrangement s0  that any paper or records, when

required, can be located and retrieved immediately.
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In filing, the emphasis is more upon the "Finding"
rather than the "Storing" aspect for purposes of
practicapability and convenience. Since the written
intformation is being retained or Ffiled Ffor fubture
posssible use or reference, the so-called "finding®
aspect is essential in paperwork management.

Filing, from the simplest to the most complicated
system, is an expensive undertaking. Establishing and
managing effective system for arranging the records
that an office must maintain, and placing them at theie
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
inswe the greatest possible return of the money spent
for records keeping.

Centralized Files - files are maintained in ¢gne unit
and in one location.

Decentralized Files — places all records of common
interest to many persons in  one
location under one supervisor.

Advantages in Centralizing all Filing Process:

* Filing is done by skilled technicians under
specialized file supervision.

* Fravide Ffor more effective use of personnel and
better guality of worlk.

* Responsibility is more easily del egated and
accountability is =sasily placed.

¥ Feduces duplication of personnel, equipment, supplies
and spaces.,

* Greater utilization of Filing Facilities can be
maintained.

¥ Records are stored in more efficient equipment.
* Uniform files procedures are followed.
¥ All related data are kept together.

* Retrieval of information is faster and uniform
service is given to all department or divisions.
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%* 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 total organization,

the

storage of records, +Filing,

refersnce service.

% Elimination of the cost of

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

#* Personnel

records.

maintenance, and

extra labor.

he assembled and

changes will not affect tha ability to find

File Station - every segparate location at which records
of any kind are accumulated in  an
organization is a file station. It

is a repository of

EXAMPLES:

.!.

*

*

8mall office Ffile serving
persons.

Large central file serving
offices.

Enginesering Drawing Files.
FPunched Card files.
Files of magnetic tape.

Microfilm tiles.

information.

ane or saveral

sevaral or  many

An Ideal File Station Network shall consist of:

*

*

*

OfFicial File Station - arsa

where files will

be readily accessible
to users.

i

Duplicate File Station
files
only

temporary place where

are permissible
when official

station is inaccessible.

!

Inactive File Station
are

location of files that

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 network
stations.

* Descriptive listing of all records holdings.
Files Overgrowths:
* It is the keeping of records in half a dozen

file stations. Thess are bits of related
information scattered here and theres.

Trouble Signs:

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

*  Unusually large expenditures for filing
equipment.

Files Operations and Techniques - Office Filing Task:

* Determine which papers +to file and which papers to
avoid filing.

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

*  Arrange the folders logically within each
g oup .«

* Select and use the best available eguipment 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 tham.
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Filing

Filing Fewer

*

Fewer Fublications:

Who first requested the publications?

’

Who now uses?
How often does he use 1it7

Can we conveniently get this information
el sewhere when needed?

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

Does this publication serve an immediate nead?
A probable need.

Dpes it serve its purpose adequate after Dbeing
reviewed by those who need to see it¥

Is the valus of information loang term?
Limited? Temporary?

I¥f we must file it, how soon can we dispose of
gach other?

"Information Only" Copies:

Filing Fewer Directives - in an office, one
person is designated to keep the entire ‘'set’,
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 reguire no record.

Frocedures for Eliminating Copies -

#*  When granting routine request for
publications, blank forms, or other printed
supplies,attach the reguesting letter to the
materials sent. There is nothing to be filed
since the request is retuwned 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 transmittal letters
with their attendant file copies. I+ some
records seems necessary, note relevant facts
on  the office file copy of the transmitted
materials. :

*  When using Fform, return the reqguest for
information with the form letter. I+ the
request must be filed, place on it the date
of the reply and the number of the form

letter.
*  Reducing Extra Copy Files —~ decisions made from
extra copy files may be unsound deci sons

because it is based upon incomplete evidence.

¥ File Groups Commonly Found in Governmant
Records: .

Administration
Legal

Finance

Fersonnel

Fublic Assistance

* Considerations in the establishment of separate
File Types:

Disposal Factor

Identification Factor

Volume Factor

Completeness Factor
Basis File Groups:

¥ BGeneral Correspondence - letters, telegrams,
reports, etoc.

¥  Transitory Correspondence — answer to routine
reguest for infor —
mation or publica -
tions.
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* Case Records - Investigations,con-
tracts, etc.

* Case Working Fapers - reference materials.

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

* Extra "convenience" copies.
# Film, Tape or Desk Records

# Cartographic materials and drawings - maps,
charts, eto.

# Lards - indices, catalogues, etc.
How to Break Down Records for Easy Findings:

# First Step ~ Divide the records into major
subiects.

EXAMFLES:
ADM ~ Administrative Matters
FIN - Finance and Fiscal Matters

LEG ~ Legal Matters

FER ~ Personnel Matter
FA - Public Assistance
#  Second Step - break down further within esach

separate file group.
EXAMPLE:
ADM -
1. Asronautics
2. Associations
3. futo Plates
4. Buildings
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4-2 Schools
4-F% Private/Residential
44 Plants/Factories

S. Calamities

6. Celebrations/Holidays/Fund Campaign

SYSTEMS DR ARRANGEMENT FOR QUICE FILING

What is meant by Filing:

*

*

Arranging of recorded information according to &
szimple logical system.

Flacing the recorded information in  a storage
container in correct sequence; and

Retrieving the information so that it can be used.

Method of Filing:

*

¥*

*

.ﬁ.

Vertical Filing
Flat Filing
Loose-~Leaf Filing

Visible Filing

Written Filing Procedures (Benefits):

"

Will make active records a reliable and

dependable source of information.

Will increase the efficiency of active records.

Will relieve overcrowding of files by the
elimination of unnecessary and oubt-dated on a
continuing basis.

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

Will @liminate certain filing problems and
UMNECESSANY exPensas.

Will reduce Filing sxpenses.
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Classiffying of Records:

*

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

Frovides the determination of the particular Ffiling
designation applicable to each records to inswe its
proper placement in the files and facilitate its
aspeady removal from the file when needed.

Assigning Records for Filing:

L 3

*

Destroy
30 —~ Day
G0 — Day
6 — Months or 1 - Year

Fermanent

Releasing Records for Filing:

*

*

Releasing Marks (Filing Authority)

Records should not be allowed to accunulate on
window sills and tables but should be transferred to
the filing station before the close of the
business day.

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\%or classification and
retention codes.

All copies of records should be checked to @liminate
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 subject
is covered in a record.

* May be indicated by placing the caption code for

cross—reference undarneath the original
classification.

Follow-Up (Suspense Fileg) Sorting Records Before

Filings:

* 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.

Flacing the Records 1in  Storage File Operators
Responsibilitys

% (Check the classification code on the record against
the classification code on the folder guide.

* Flace the records in the folders in chronological
order, keeping the latest date first.

¥ Frepare an individual folders for S or 6 records
having the same classification code.

¥ Prepare Ktra folders when the present folder
contains more than it is designed to hold.

# Flace records in back of guides.

Reference Request FProcedures:

* 0Only 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 shouwld be made of all  charge-—
out forms.
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Screening of Active Records:

* Active records should be screened periodically so
that records that no longer have retention value can
he destroved.

# 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.

* Nilll reduce that number of records that must be
handled 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.
*# Will improve the appearance of files.

¥ Will reduce floor space, filing equipment and +iling
supply reguirements.

*  Use of Records Storage Boxes.

FRINCIFLES OF ALFPHABETICAL ARRANGEMENT

The Jfollowing principles are used universally in
the arrangement of names of individuals, organizations,
geographical locations and political divisions.

NAMES OF INDIVIDUALS

% Alphabetize names of individuals according to (a)
surname, (b) given name, (c) middle name or initial.

*  Arrange names in dictionary (Alphabetic) order.

*  Surnames alone are placed before surnames having
initials or a given name. Surnames with initials
preceds given names beginning with the same letter
as the initials.

*  Surnames beginning with & prefix, such as "De","La',
"Me', or "Mac" are arranged as spelled. A surname
prefix is not considered a separate classification
units.



Titles such as Dr., Mrs., Captain, are disrégawded
in alphabetizing and follow the name in
classification caption.

I+ a title is used alone or with & given name, it is
retained and considered in alphabetizing.

Terms such as Jr., %r., 3rd, are considered as
alphabetizing units.

Nicknames are alphabetized as written.

The legal name of a married woman should be used in
alphabetizing in this order; (a) her husband’s
surname, (b) her given name, (c) her middle name.
Mre. is placed in parenthesis at the end of the
classification caption. The husband’s first and
middle names can be placed below the woman’s legal
Name .

Hyphenated names are treated as one word.

Ahbreviated prefixes, such as Sto. (Santaol, are
alphabetized according to the complete spelling.

NAMES of ORGANIZATION

*

Business {firm names initials precede SUrMAMNES
beginning with the same letters as the initials.

Firm names beginning with titles are alphabetized as
written.

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

The apostrophe gt is not considered in
alphabetizing firm names.

Hyphenated firm names are considered as sepatr-ate
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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Firﬁ names beginning with numbers are alphabetized
according to the complete spelling of the number.

"The" at the beginning of a name of an organization
is disregarded in alphabestizing and is placed after
the name in parentheses. . :

Firm ending such as Inc., are considered in
alphabetizing.

Conjunctios and prepositions are not considered in
alphabetizing.

Words in names of organizations that may be written
either as one or two words are alphabetized as  one
word.

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.

I+ the firm name contains a compound geographic name
beginning with a foreign word, such as Des in Des
Moines, the compound name is alphabetized as one
word.

Organizations such as libraries, hotels and
hospitals, are alphabetized by the identifying name
of the organization.

Example: 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 the organizations that they
represent.

Whern the same individwual or organization name
appears with different addresses, the names are
alphabetirzed according to city or town first. The

name of the province is considered when there is
duplication in the city name. Names of streets are
considered when the mame name 1is located at
different street addresses within the same city.
Street addresses are arranged from the lowest to
the highest street number.
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POLITICAL DIVISIONS:

*  BGovernment records are alphabetized in the orders:
{(a) Philippine Bovernment, (b)) department, and
() Bureaus, division, board, etc.

#  The words YDepartment of", "Bureau of" etc., are

disregarded in alphabetizing when used in titles
government records.

#  hNames of foreign government divisions are
alphabetized first by the name of the country, and
then by the title of the department, bureau,

division, etc.

*+ Provincial and municipal government records are
arranged alphabetically by the name of the province

or city and then by its classification.
Example: Bulacan, Public Schools (Buresau of).

RULES FOR HANDLING 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.

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

*  Each record is examined for classificaton Filing

captions and retention value codes.

*  Papers should be stapled neatly together in  the

upper left hand corner.

* Check carefully for cross-reference and follow-up
notations. Frepare cross-reference and Ffollow-up

forms.

#* Mend or repair any torn paper.

*  Sort records prior to placing records in the drawers
and cabinets. Records should be arranged according
to the classification caption or code and according

to  the retention wvalue code. Records with

retention value should not be placed with records

of longer or permanent retention valus.
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Sort records as soon as they reach the filing unit.

Use sorting devices to save time and eliminate
SrrOrs.

Flace records in back of guldes.
Flace records in folder in chronological order.

Use a Ffiling shelf enable freedom for both hands
when filing.

Make divisions in records when folders contain more

than capacity for which they were designed.

Close esach drawer when work is completed to
eliminate accidents caussd by open drawers.

When retrieving records, follow the charge-—out
procedures stated in the records management manual.

Flace unfiled records where others can find them.

Keep folders, guides, drawers and cabirets neat,
orderly and attractive in appearance. All folder
labels should hbe typed, not handwritfien. Drawear
labels should be neat, clean, and typewritten. File
cabinets should not be used for storage of material
unrelated to retained records. Cabinets should not
be used as bookcase8.

SERVICING FILES

The following are the activities involved in servicing.
files:

A

issuing the records

(1) asking for records

(2 locating the records

(3 charging out records
transferring borrowed records
returning and refiling records

following up borrowed records
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Frocedures 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
bortowsr had Filed out and signed a simple out-card
covering the borrowed records. In larger agencies,
where Ffiles are normally many and voluminous, the
existence of a more systematic procedures covering the
maintenance and control of Ffiles 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 considersed when planning a
charge-out procedurs is that records must be qgquickly
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 wunit, or his assistant
or subordinate acting upon his orders?

* Is he an emplovee of the agency, who is
properly identified? or

*#  Js the borrower any particular person?

#  What is the manner in which reguest for records

are usually made?
¥ Is the request made verbally?
* Is the reguest 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
requisition slip be used in such a procedure because a
racords keeper can hardly be expected to know by memory
all the records being loaned out of his file station.

SUGBESTED RULES ON THE USE OF FILES

¥ No one, except the file unit personnel, shall be
permitted access to the files.

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. I¥ eventually
they are needed for a longer period of time, the new
due date must be duly recorded in the corresponding
regquisition 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 DON'TS IN FILING

Anyone  working with files, can perform his  work

better by observing the following "Do‘s and Don‘ts  in
filing."

k-

Do staple papers together in the upper left corner.
Don‘t use pins, wire clips, or rubber bands on
file papers.

Do  pre-—arrange o send papers in exact arder
according to the Ffiling system you are using.
Don’t start to file with papers in haphazard

arrangems=nt.

Do print or write in block lstters all labels on the
tolders.
Don’t write captions on the folders in long hand
style.

Do file materials evervday.
Don’t allow the materials to be filed to pile up
day after day.

Do 1lift the folder out to insert papers in  the
propar 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 allow papers to be out of chronological order.

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 yvour miscellansous folders to become
cluttered and overcrowded.
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¥ 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 becoms unwieldy.

* Do close each file drawer as you finish with it.
Don‘t pull out more than one file drawer at a
time.

* Do keap files in accordance with the +ile
classification guide.
Don’t pull a folder out of a place just because it
may be too large.

* Do charge out records removed and place the
corresponding "charged-out" card in the file.
Don‘t lend records and then depend upon your
memory to tell you who took them.

CLASSIFICATION SCHEME:

The coding/classification of records must be governed by
a particular system of arrangsment. The classification
system controls the filing of records and provides the
means for locating them after they have been filed.
Basically, all classification systems are based upon
letters of the alphabet or upon numerals.

The Department of Fublic Works and Highways
adopted the numerical system otherwise known as  the,
Dewey/Punzal Decimal System of coding/classifying correspondence.
Why? This has been the system used eversince, and to
change this to subiect-—alphabetic as what is commonly
used now, sabotaging of records will be rampant because
if  anybody knows the subject being traced he could
sasily trace it in filing cabinets. Whereas, in ths
decimal svstem, the person who wants to sabotage
records whether he belongs to the organization, must
krnow the corresponding file number to a given subject,
it he is found wanting he will be at a loss to trace it
particularly confidential records. This is one big
advantage over the modern subliect-alphabetic system.

KINDS OF CLASSIFICATION SYSTEM:

¥  Alphabetic Classification
¥  Numeric Classification

¥ Phonetic Classification
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GUIDELINES IN THE CHOICE CLASSIFICATION SYSTEM:

*

Analysis of the organization and policies,
obiectives, organization structure and
arganizational relationships.

Analysis and clear understanding of records
management function.

Determination of the type of recorded information
created and received, and now this information is
used.

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

FACTORS THAT REQUIRE ANALYSIS BEFORE CHOICE IS MADE:

*

Fhysical form of recorded information -~ check,
standard or legal size documents, cards, eto.

Type of organization - government, insurance, etc.

Types of machines used in preparing and processing
records ~ EDF, duplicating machine, atc.

CHARACTERISTICS OF A BOOD CLASSIFICATION SYSTEM:

*

*

Should be one that meets the overall needs of the
Agency.

Should allow Filing procedure to be carried on
gffeciently and at low cost.

Orne that requires the minimum of equipment, space,
effort and opsrating a@xXpense.

Should be as simple as possible.

ALFHABETIC CLASSIFICATION:

Under the alphabetic classification, the arrangement of
the Files Ffollow the sequence of the letters of  the
alphabet. '

*

F.3

Mame Classification
Geographic Classification

Subject Classification
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AFFLICABILITY OF

¥  Names of Individuals - Mame Classification

* Names of Organization - Name (Classification

#  Beographical Locations - Geographic Classification
* MNames of Months and Days ~ Name Classification

#+ Names of Subjects - Subject Classification

NAME CLASSIFICATION

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

GEOGRAFHIC CLASSIFICATION:

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

district.

SUBJECT CLASSIFICATION:

Records are classified and arranged by asubject in
alphabetic seguence.

This is the most difficult classification sytem to
develop and administer. '

* The classifying of records by subijects involves
analyzing of records and distributing theam into
related classes.

¥  The classifying procedure requires a thorough
knowledge of the functions of the organization and
the use of the records.

# It reqguires the technigue of analyzing the subject
matter contained in the record and applying this

analysis to the calssification scheme.

¥ It is important that the classifier be consistent in
the interpretation of subject matter.

% The classifier is responsible for the congolidation
of all related information on a particular sub iect.
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NUMERIC CLASSIFICATION:

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

EINDS OF NUMERIC CLASSIFICATIONG:

¥ Consecutive Numeric System

*  Subject Numeric System

#* Decimal Numeric System

¥  Duplex Numeric System

#  Terminal Digit Numeric System
¥ Middle Digit Syatem‘

CONSECUTIVE NUMERIC SYSTEM

Usually used Ffor records that are pre-numbered -

checks, invoices, vouchers, sto. I¥ not pre-numbered,
numbers are assigned to records arbitrarily and in
consecutive order. There is a need to use an  Index
Card for cross-reference by rname, subject, o
geographical location to locate the record when the
number is not known. :

SUBJECT NUMERIC SYSTEM:

The system controls the classification and arrangement
of records by subiect and by number. Numbers are
assigned according to predetermined subjects. An index
card should be wsed ©to aid in guick location of
records. Any cross—reference that are prepared are
placed in index card.

ADVANTAGES OF SURBJECT NUMERIC SYSTEM:

# It is flexible so that new subjects can be added
without disturbing the file arrangemsnt.

# [Coding system is simple.

* Time is saved in the elimination of typewritten long
subiject captions.

* Borting is performed more easily and guickly.
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#* Less chance of misfilings 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 OO0 to 200. Records are grouped according to

main classifications. Each main classification are
divided into groups and sach subdivision are divided
into groups indefinitely. The main g g
classification is expressed in three digits -~ the

subheadings in two digits and the next subheadings in
ong digit. When the one digit headings are subdivided,
the decimal point and additional numbers are used. The
group divisions are limited to ten. :

D.Z2.2.21 DUFPLEX NUMERIC SYSTEM:

Under the system, the group divisions are limited to

ten. One number is asigrned 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.

T.2.2.22 TERMINAL DIGIT

Terminal digit systems are based on the last one, two,
three or Jfouwr digits to any numbered records. The
numbers are arranged by the final digits O through 9 in
primary, secondary and tertiary groups of digits,
reading from right to leftt. 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, o~ esven four
digits. The secondary group is always two digits, and
the tertiary group is always two and three. There are
ten primary groups of any one series and there ars 100
numbers to every group.

-
3

3
i

MIDDLE DIGIT SYSTEM

in

The middle digit system is a variation of the terminal
digit system. In this system, numbsrs are also read in
groups of two digits from right to left. The numbers

are broken down into 100 fterminal digit pEimary
divisions number 00 to 99. Each terminal digit has 100
secondary group divisions, numbsred 00 to 99. Within

the secondary group, records are Ffiled in  straight
numeric sequence by the middle digits.
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FOINMTERS IN THE FPREFARATION OF CLASSIFICATION AND
FILING SCHEME:

* Determine the organizational relationship of the
Records Unit in the organization structure of the
agency.

* 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 file.

MAJOR CLASSIFICATIONS

ADM - Administrative matters

FIN - Finance and Fiscal matters
LEG ~ Legal matters

FER ~ Personnel matters

F& = PFublic Assistance

FRIMARY SUBJECTS

*  Frepare caption for esach records series.

* Use the caption as Primary.
Subject to the Major Classification.

*  Arrange the caption in alphabetic order.

SECONDARY SUBJECT

Freparation of caption for Secondary Subject shall be
on those matters included in the Primary Subject.

TERTIARY SUBJECTS

Freparation of caption for tertiary Subject shall be on
those matters embraced in the Frimary Subject and
included in the Secondary Subject.
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.3 RECORDS DISFOSITION
WHAT IS RECORDS DISFOSITIONT

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 properly.

¥ All  dnactive or non-current records removed
from files shall be stored and properly labeled
in storage facilities for the purpose in  the
records room.

¥  All records marked/inventoried for proper
disposal shall follow the standard procedures
for disposal.

* A1l records previously classified shall
be properly labeled, according to their
usafulness to the Department categorired as:

a) for Time VMalue (temporary or permanent
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 examination and accurate
listing af individual or groups of records to
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facilitate appraisal and establishment of retention
value.

METHODRS OF TAEING INVENTORY

a) fuestionnaire Method - a form is sent to all
active records units and inactive storage
areas. The gquestionnaire ragquests a

descriptive listing of all records stored and
recommendation for lenght of retention.

b)  Burvey Method -  sach storage cabinet or
shaelt 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 determing 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
program.,

This will lead to the sstablishment of a scheduls
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 APFRAISAL

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 Ffrom the point of view
of the entire organization rather than Ffrom one
department or individual.

+  Administrative Value ~ if its helps the agency
parform its current work
or if it probably will
help it perform future
work.

#  Lagal Value - if they contain evidence
of legally enforceable
rights or obligation of
the government.
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*  Fiscal Value - those which pertain to
the financial tran-—
sactions of an agency.

* Ressarch Value - if it contains data on
evpariments and investi-—
gation Ffor use in the
conduct of further
scientific ressarches.

* Historical Value -~ if it refers to policy
records, those relating
to the organization,

the plans, the methods
and technigques, and the
rul es and procedures
which the agency or Oone
of its component parts
adopted to carry out its
responsibilities and
functions.

RECORDS DISFOSAL PROCEDURE

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

* PFreparation of records inventory.

# Submission of the records inventory to  the
Records Management Improvement Committee (RMID)
for svaluation.

% Submission of the RMID recommendation to the
Agency Head for approval.

¥  Accomplishment of the Reguest for Authority to
dispose of the Records and submission by the
Agency Head to the RMAD for approval.

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

DECHS Department Order No. 12 ~- A dated
February 3, 1988 was issued providing the guidelines on
the disposal of valueless records 1in governmant

agencies. it consists of the procedures to be followed
and a general records disposition schedule of records
common to all government agencies.
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REFUBLIEA NG FILIFINAB
(Republic of the Fhilippines)
EAGAWARAN NG EDUKASYON, HULTURA AT ISFORTS
(DEFARTHMENT OF EDUCATION, CULTURE AND SFORTS)

MAYNILA
(Manila)
TANGGAFAN NG KALIHIM
(OFFICE OF THE SECRETARY)
DEFARTHMENT ORDER MNDO. 13-/
February 3, 1988
T 0O H AL Heads of Departments and Chiefs of Bureaus and
DFfices of the National and Local Governments,
including Government —-owned and Control led
Corporations, Constitutional Offices, State

Colleges and Universities.

SUBJECT

Guidelines o the Decentralized Disposal ot
Valuelsss Records in Bovernment Agencies.

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 disposal of
valueless records in all agencies in the government are heraby
fived and issued for the guidance of all concerned.

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

(5ED.)Y TOMAS V. SANTOS
Undersecretary
Dfficer In-Charge

a true copy:
may:?/146/8%
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GUIDELINES ON THE DECENTRALIZED DISFOSAL
OF VALUELESS RECORDS IN GOVERNMENT ABENCIES

ARTICLE I - COVERAGE

C Pursuant to Section § of Executive Order No. 285 dated July
29, 1987, the Records Management and Agencies Office (RMAD) 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 (RMAD) of DECS as mandated
to prescribe wuniform standards of guidelines to be followsd 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 Valuesless
Records" in government offices consists of five (5 parts. These
ares: (1) Coverage, (2 Definition of Terms, (3 Records
Disgposal Procedure, (4) Penal Frovisions, and (5) Miscellaneous
Provisions. The letter includes the repealing and effectivity
clauses of the guidelines.

Attached tao  the Guidelines are the General Records
Authorized Disposition Schedulss. Appropriate forms for  the
disposal valueless records shall be as prescribed by the RMAD.

ARTICLE II - DEFINITION OF TERMS

Administrative Value, The usefulness of records to the
originating or succeeding agency in the conduct of current
business.

Agenoy. Ay agency  other  than Records Management and
Archives MHfice.

Appraisal. The study of records, their relationships and
contents, to determine their administrative, fiscal, lesgal,
archival value and time values whether temporary or permanent.

Archival valus., The determination by appraisal of the vital

worth of records for purposes of permanent preservation  and
storage by an archival agency.
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Director, Director of Records Management énd Archives
Office (RMaO).

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 Scheduls. A listing of records series by
organization showing, for esach record series, the period of time
it is to remain in the office area, in the storage (inactive)
area and its preservation or destruction.

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

Fiscal Valus. The information on the usefulness of records
about the fimnancial transactions and obligations of agencies and
organizations.

Beneral Records Schedule. A records control schedule
governing the retention and disposition of specified recurring
records series common to several or all agencies.

Infidelity of Records. Loss of records under the custody
of the agency including the loss of valueless records before its
actual disposal.

Inventory. A descriptive listing of the records holding
by records series and indicating its specific location, inclusive
dates and volums in cubic meters.

Legal Valus. The usa of records containing evidence of
legally enforceable rights or obligations of government and/or
private persons.

Records. Any paper, book, photograph, motion picturse Film,
microfilm, X-ray films, sound recording, drawing, map or other
documents of any physical form or character 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, organization, functions, policies, decisions, procedures,
operations or other activities of the goverrment, or because of the information
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, eto.

Retention Feriod. 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 deesmed
ready for permanent storage or destruction.

Secratary. Secretary of Department of Education, Culture
and Sports.

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

ARTICLE IIT -~ RECORDE DISPOSAL FROCEDURES

Rule 1. Inventory of Records

Each agency shall prepars an  inventory of its
records holdings in the prescribed form (Form 1) as
an initial step in davel oping the Records
Disposition Schedule (RDE) and for whatever purpose
the agency may deem Nacessary.

Rule 2. General Records Disposition Schedules

2.1 All government agenciss and  instrumentalities
shall observe the enclosed General Disposition
Records Schedules in determining the disposal
of their valueless records. (Annes 1)

2.2 Agencies shall not dispose of their records
parlier than the period indicated for each
record saries. Howsver, records may he
retained for longer periods if there is a need
to do so.
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Rule 3.

Rule 4.

Rule 5.

Fule &.

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
Managemsnt and Archives Office.

i
R

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

Request for Authorization
4.1 No agency shall destroy or sell any record

without having first secured avthority from the
Director of Records Management and Archives

Ffice.

4.2 Each agency shall submit to the Records
Marmnagemant and Archives Offtice fouwr (4} copies
of accomplished YReqguest Ffor Auhtority to

Dispose of Records" (Form 3).

Appraisal and Examination of Disposable Records

Upon receipt of the request for adthority Lo dispose
of records, the Chief of the -Current Records
Divisions, acting for the Director, shall assign a
Records Management Analyst, to appraise and examine
the disposable records of the requesting agsncy 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).

Aunthority to Dispose

b1 The Director of  Records Management and
Archives ffice, acting for ths Secretary of
DECE  with the concurrence of the Head of the
agency concerned, 1is auvthorized to direct
destruction o disposal of records in
accordance  with the recommendation of the
Records Managemeant Analyst of Records
Managsment and Archives Office who appraised
the records.
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2 The Director of Records Management and Archives
Dffice shall issuse 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
destroved or disposed of by the head of any
entity under the authorization granted without
the necessary clearance, from the Commission on
Audit, certifying among other things that the
records  for disposal are not involved in any

CASE.
Custody of Valuesless Records

The Records OFficer who is in custody of the records
holding of an Agency sheall be responsible for  the
safekeeping of the valuelesss records uwnbtil its
disposal is authorized.

How Disposals Are To Be Accomplished

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

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

Authority to Public Bidding

.1 Each agency shall conduct public bidding  for
the disposal of valueslesss records once a vyear
following the pertinent provisions on public
bidding and awarding of contracts of P.D. 14435,
Freferably, the public bidding should (w3
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
following yvear.

?.2 The Records Management and Archives Office
shall be furnished with a copy of the contract.
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Rule 10.

Rule 11.

FRue 12.

Certificate of Disposal

10.1 A cerfiticate of Disposal (Form &) shall be

prepared in triplicate by the agency concarnead

and witnessed by the representatives of the
Commisssion on Audit, Records Management and
Archives Office and the owning agency uwpon
delivery af the disposable records to the
paper mills  or warehouse of the winning
hidders.

10.2 The certificate shall indicate the nature of

the records the manner, place and date of
disposal and their approximate volume in cubic
meters and weight.

10.3 The original copy gnes  with the agency

concerned, a copy for the Records Management
and Archives Office and a copy for the
Commisssion on Audit.

10.4 Each agency shall submit a report on  the

disposal of valusless records to the Records
Management and Archives ODffice.

Froceeds of S5ale
All proceeds realized from the sale of disposable
valusless records shall be remitted sither to  the

National Fund, to the Local Bovernment Fund, or to
the Corporate Fund.

File Breaks and Disposal Periods

13247 Fach agency shall determine when to have its
file breaks. File breaks are generally set
during the slack perionds of Filing and
servicing. A file break may be set at the

end of the fiscal year or calendar year.

oy sy

2.7 Records shall be disposed of periodically,
usually once a year, soon after a file break.
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Rule 173

Rule 14.

Rule 15,

ARTICLE IV - FROVIGIONS

Ay act or omission in relation to the rules  and
regulations promulgated in the guidelines shall
be punishable under the provisions of Articles
226, 2324 and 235 of the Revised Penal Code or any
specific rule which may be considered a violation
of the specific provisions or  criminal 1laws
without prejudice to the filing of administrative
case against the offender.

ARTICLES ~ MISCELLANEGUS PROVISIONS

Repealing Clause

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

Effectivity
This Department Order shall take effect Fifteen

(1% days after its publication in  the Official
Garette.

Fublished in the fficial Gazette, Yolume 84, No. 10, dated

Maroch 7,

1988.
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RMAD Fora No. 3 ficcomplish in 4 copies
Revised 1983
Agency
Address
Date
The Director
Records Management and Archives Office
National Library Bldg., T, M. Kalaw,
| Eraita, Manila
:
E Subject : DEQUICET CAD ANTUNDRTTY TN RATCONCC N pornonc
NCUULI! FTUl ALINURLTT W WIJNruJdG. Ur nRLWUnuwd
; Sir:
é Please authorize the disposal of the records listed below.
? ITEN NO. RECORDS SERIES AND DESCRIPTION PERIOD COVERED
;
PREPARED BY : (NAME & SIGNATURE) POSITION:

LOCATION OF RECORDS:

VOLUME IN CUBIC METERS:

The above-mentioned records are no longer needed by this Office and that they are not involved nor connected in any

administrative or judicial cases.

Very truly yours,

Agency Head or his duly authorized representative

Position ¢



W __=
z
=
L
-

SPA




)

L

FART &. SFPACE MANAGEMENT

WHAT I8 SFACE MANAGEMENT®™

Space management is the systematic procedure ot
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 becoms 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.

ORJECTIVES OF OFFICE PLANNING AND LAY-OUT:

* 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.

ELEMENTS OF OFFICE PLANNING AND LAY-OUT:

# Froper positioning on the office floor of desks, chairs,
cabinets and other office facilities so that work may
flow smoothly in the shortest time and with the least
effort and cost.

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

BENEFITS DERIVED FROM A& WELL-FLANNED OFFICE LAY-OUT:

%  Increased production ~ there is a smooth flow of
wor k.

*  Improved Work GQuality - it minimizes destructions
and reduces worker fatigue
and leads to better

guality workmanship.



Better Supervision ~ gcontrol  of the +low of
wor ko, inspection, and
discipline and made easier
for the supesrvisor.

Better Use of Available Space— valuable floor space can
he used more economically.

Increased Employese Comfort S | mor-e comfortable
employee does better work,
takes less time off for
relacation.

FSYCHOLOGICAL AND FHYSICAL FACTORS WHICH DETERMINES HUMAN

COMFORT AND CONVENIENCE:

*

Lighting -~ good guality of light that is relatively
free from glare.

Ventilation - normal requirement is about 2,000 cubic
feet of air per person per bhour.

Color -~ light color should be chosen to produce
the best overall effect to workers eyes
comfort and moralea.

Temperature -~ high temperature Ccauses drowsiness and
fatigue which increase work error and

slows down work.

Noise Control- must be observed in every oftice.

DIFFERENT WAYS TO CONTROL NOISE:

*

Flace btypewriters or any equipment on wooden table that
ahsorb sound.

Flace cloth or rubber or cork mats under the machine.
Fut noisy machines in a separate room.

Frovide adequate maintenance and lubrication of file
drawers, desks and chairs.

Flace reception/receiving room with telephone and other

organizational units dealing with the public in  aresas
where conversation will not disturb other empl Oyees.
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7. VITAL RECORDS PROTECTION FPROGRAM

FROGRAM OBJECTIVES

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

1. Defining vital records an assigning
rasponsibility.

2. Designating vital records classifications.

3. Analyzing wvital records in order to determi
most effective and economical means of prote

4. Issuing procedures for program implementati
maintenance.

%. Reconciling vital records with retention sch
&4. Designating vital records centers and pr

instruction for vault maintenance.

RESFONSIBILITY

Responsibility for the vital records
should rest with the Records Division.

WHAT RECORDS ARE VITAL

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

1. Records vital to the essential functions

ectives
program
ne the
ction.

on and

edules.

sparing

program

of an
terms,

of the

government for the duration of an emergency if the

country i attacked.

a. Military effort of the nation - operations of

the Armed Forces.

b, Mobilization ane protection of the mater
* manpower resources of the nation.

c. Maintenance of public health, safet
order; the conduct of essential civil
activities.

2, Records essential to the preservation of
rights of individual citizens.

ial and

¥, and
detenses

legal



The following criteria may be used in sglecting
vital records:

1. ﬁecgrda which are essential for the smooth
operation of the Bankj

2. Records generally with long retention periods.

3. FRecords which are irreplaceable o are
replaceabls only at considerable expense;

4., Records where no other copies are available
alesewhere; and

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

7.4 METHODS OF FROTECTION

Ted.l

Tedala

Built—in Dispersal

This method of protection is particularly
appropriate in cases of decentralization of Ffunctions
or geographical dispersion of operations such as

subsidiary companies. In current practice, the
maintenance of vital records in two or more well
separated locations is recognized as providing

dpuilt—-in" protection of the records. In the event of
destruction of such records in one place, the company
would still 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 precadtion to inform all
offices concerned as to which records are vital, how
long the records should be retained and what
precautions, it any, Aare required for their
safekesping.

Improvised Dispersal

Improvised dispergsal involves the modification of
existing procedures to make available 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" for the
designed dispersal either by creating an additional
copy or by using an existing copy. Designed dispersal
is particularly applicable where the basic vital
records . is already being prepared in  one or  more
COoples. ’
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Duplication

Where one of the above conditions does not exist,
it may be necessary to provide additional duplicate of
records. Duplication may be result from the
preparation of extra copies of the records at the time
of its organization or through scheduled microfilm or
other copying msans 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 Ffilming 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 bes 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 eqguipment in the event of
disaster may present a problem. This is particularly
true in  the area of microfilm and magnetic tapes.
Sources of reproduction equiprent shouwld be made a part
of reconstruction planning.

Vaul ting

A vault is properly defined as an "underground
room or  compartment for  sorting valuables" or a
"completely enclosed area.” Few company vaults fall

within the proper definition of such & facility. While
used for housing important records they are also used
in many cases, as active file areas to which access ig
relatively easy. When used as repositories for wvital
records  they shoul d remain closed at all times.
A true protection program calls for duplicate dispersal
of records whether or not the originals are housed in
vaults. Wherever practical and possible, originals of
vital records should be kept in vault. This «an be
gquite expensive, however, so it become a matter of best
utilizing existing vaults and expanding protection
through dispersal programs rather than building more
and more vaults.

It is important that the method used to protect

and keep the records up-to-date be as economical and
pfficient as possible.
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8. RECORDS SECURITY

ACCESS TO INFORMATION

In accordance with Republic Act No. 67131, dated April 21,
wle IV Sec. 3= '

iwﬂ
aa]
i?
)

Sec. 31 Every department; office or  agency shall provide
official information;y records or documents to  the
requesting public, except whens:

(a) such information, record or document must be kept
secret in  the interest of national defence or
security ovr the conduct of foreign affairsg

(I:' such disclosure would put thelife and safety of an
individual in imminent danger;

() 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
dratts of decisions, orders, rulings, policy
decisions, memoranda, eto;

(2) it would disclose information of a personal naturs
: where disclosure would constitute a clearly
unwarvanted invasion of personal privacys

* 2.9., closed door Cabinet Sessions, Executive GSessions of
Congress deliberations of the Supreme Court, trade
secrets, etc.

#% @.0., physical-patient privileage

() 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 wouldj
(1} interfere with enforcement proceedings,

(1 deprive a person of a right to a fair trial
or an impartial adjudication,
(%) disclose the identity of & confidential

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

(th} it would disclose information the premature
disclosure of which would;

(1) in the case of the department, office or
agency which regul ates 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 ,

() in the case of any department, office or

AQENCY, be likely or significantly to
frustrate implementation of a purposed
official section, except that sub-paragraph
(F3 (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 already
disclosed to the public the content or nature
o its proposed action, or where the
department, 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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DEFINITION OF TERMS:

Current Files

Records that are freguently used to carry on the functions
of an agency.

"Cut OFf+" Feriod

The termination of filing activity for a particular file and
the beginning of a new filing period.

Disposal
The act of selling, burning, or in any other way of getting

rid of valueless records.

Disposal Schedule

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

Fil

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

Filing

Is the classifying and arranging of records in a systematic

way so they will not only be gafely stored but also gquickly
retrieved when needed.

Filing Classification 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—-Current

Files that deal with completed or adjourned business, not
needed for action or reference in an organization.



Records

Defined as "any paper, book photograph, motion picture film,
microfilm, sound recording, drawing, map or other documents
of any physical form or character whatever, or any copy
thereof, that has been made by any entity or received by it
inconnection with the transaction of public business, and
has been retained by that entity or its successor as
evidence of the objectives, ognanizations, functions,
policies, decisions, procedures, operations - Oor other
activities of the Government or because of the information
contained thersin.

Records Disposition

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

Records Inventory

A description list of the record holdings of am agency.

Records Series

A group of related records arranged under a single filing
system or kept together as a unit because they deal with a
particular subliect, result from the same activity or have a
special form  (maps, blueprints, etoc.)

Retention Feriod

Specific period of time established and approved by a
competent authority which a given sest of files is deemsad
ready for permanent storage or destruction.

Correspondences

Consists of letters, memoranda, endorsements, directives,
including written or printed matters transmitted, enclosed
or used in a place of more formal correspondence.
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Report

An  official statement of facts relevant to any event,
activity, operation, program or condition and is usually
written in narrative, statistical or graphic Form  and
presented by a subordinate to his supsrior, or by one office
to another.

For-m

A form maybe a piece of communication, letter or document
usually printed, mimeographed or produced in some other way
whose contents are either complete or maybe completed by
filling the blanks or spaces especially provided for, and
which normally is stocked way ahead of its use.

Instructions

Are dissuances whether verbal or written by way of command or
directive. These emanate from the top management going down
to the lowest level of an organization.

Sorting of Mail

Is the process by which routine mail is separated from non—
routine mail.

Routing

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



.2 DECIMAL NUMERIC CLASSIFICATION/CODING SYSTEM USED BY THE
RECORDS MANAGEMENT DIVISION, AMMS, DEFARTMENT OF PUBLIC
WORES AND HIGHWAYS, MANILA.

004 Government — Foreign Countries
Q05 Government Organization {(R.FP.}, other gov't.
aoffices
Q0o Organization DPFWH and its branch agencies
DOT. 02 Constitutions
OO7T. 4 Carbon copies of proposed Legislation
OOF.T Various offenses against the Law (Gen.)
008, Ob Appeals from Court Decision
ong. 8 Cases, (Complaints)
08, 81 Civil Case
.82 Criminal Cases
Q09,01 Civil Bervice Law
L 08 Election Law
« b Tariff Law
.33 Contract Law
- 23 Flag Law
] Labor Law
010,01 Boundaries, fusion, segregations, Province
. 2 Boundaries, fusions, segregations, Municipalities
ol Municipalities change in classifications
G122 Seminar, training
016 Folitics
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QLT History

.1 History and Historical Date

o2 Monuments, Memorial, Status

.31 Exhibits

b Flags, Banners, Ensigns, Regulations, use of
alg.1 Folitical-conspiracies,insurgents,insurrections

mutinies, revolutions

Q28 Information, (Gen.)
Q29 Reports (by titles)
.1 Audit (by place audited)
031.5 Folice, Fire by Municipal
- Tratfic Rules (Counts)
QXX Heal th
17 Cemeteries, graves. etc.
.19 Misc., Health affairs
- 4 Sanitation, regulation, stc.
.41 Toilets, Cesspools
.42 Garbage, swill, disposal of, etc.
03841 Charitable Organization
. Hospitals, Resthouses. eto.
041,02 Organization, religion
« 31 Farades, processions ‘
.11 PMriest, bishops, etc.
.3 Buildings, temples, chapels, land property

79



048.

049,

050,

-
{

313

1

3

Education

Fellowship, Fensionados sent abroad
Degrees

Vacational Education

Schools, Municipals, Buildings, sites
Schools, Provincial, Buildings, sites
University of the Philippines

Schools of Arts and Trade

Deat and Blind Schools

Libraries

Ethnology, Customs, Manners — Non-Christians
Amusements, Sports, Athletics

Theaters

Celebrations and Entertainments
Athletics, Games (ABD)

Courtesy, Etiguette

Ceremonials on Visits of foreign officials
Calamities and Disasters

Earthguakes .

Calamities, Disasters, typhoon damages
Floods

Flood forecasting

Fires

Billboards, Fosters

Treasure Hunting

Frice escalation



063

Qb4

Fopulations and Census

Frovincial Census

Municipal Census

Traffic Census

Corporation

Corporations, Organization (ARD)
Specific Professions (as Contractors)
Insurance

Life Insurance

Copyrights, Patent and Trade-marks
Expositions, carnivals,etc.
Exhibits

Mines, Mining, etc.

Regulations

fuarries

Machines, Machineries, Machine Shop %
General .

Heat, Light, Fower

Water, powsr, survey, ehtc.
Lighting and Fower

Agricul ture

Campaign

Rige, Rice mills (ABD
Nurseries, Agricultural farm
Fruits

Flowers

Forestry
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021

Irrigation

Water rights

Animal , Husbandry statistics
Cattle

Slaughterhmuﬁeﬁ, abattoirs
Fisheries (Fish pond)
Canals, Esteros, éhannels
Licenses, Regulations, Bualification
Obstruction to navigation
Lighthouses

Beacons light and buovys
Tarxes on navigation

Vessels, Mame of (ABRD)
Vessels, Name of (ABL) Kind
Distance

Soience

Botany

Correspondence

Records, Péperg, etc.
Request for records, papers, eto.
Facsimiles, Signaturss

Directives, Memo Orders, Office Orders,
Jrder

FProclamations
Resolutions

Circulars, Executive Bureau
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. T Circulars by Bureaus and ffices (ARD)

.7 Memoranda by Bureaus and Offices (ABD)

.12 Administrative Orders

« 13 Department Orders
100,03 Debt, Failures of Employees to pay, Bov’t. Folicy
100,011 Ferformance Rating of employvess

. 06 Al lowances, Fer diems, Hazard pay, honoraria
101 List of emplovees by Designations (ABC)

.1 Emplovees (by buresaus % offices)

.3 Flantillas Appointments—-Appt. of daily Personnel
102 Applications (Emplovees)
1035 Civil Service

.3 Commendation, Complaints, Criticisms
110 Examinations, Civil Service
126 Fersonal Records (ABRD)
125 Bonds of Employess - Ben.
130.01 Laborers, Statistics

« 1 Salaries

. Fayralls

o3 Allotments, Deeds of Assignment, Remittance
135.1 Leave of Absencs

. Hours of Labor, Overtime
140 Outside Relations

o1 Engaging Outside busingss
147.7 Details, smplovess

83



160

210

236

241

260

21

i
w alal

- 01

011

3

Attendance, Medical
Attendance, Medical employees (Gen.?

Employees {indemnity, pensions, retirement)
Gratuities

Appropriations by province
Budgets
Allotments by Acts, Releases of Funds

Dispositions of Balances

b

Associations, Building % Loan Savings Loan

Association

Agriculture Credit Association
Checks, how ceshed, use of

Hidden Treasure

lLoans, province, municipalities, BGen.

Loans, Municipalities (ARC)

ﬁdvance of Funds

Allotment /Sub-allotment, Cash Disbhursemant,
Ceiling

Bonds, Surety (Guaranty) Contractors Bond
Contracts, Concession, Monopolies, Franchises
Taxation

Taxes, Internal Revenue

License, Internal Revenue, Contractor’s Tax
Accounts (Bureau % Province) Adjustment, Reports
Accounting System

Examination

Overdrawn, overdraft

Suspension



280.9
- 21
290. 2

295.4

A

. i
310.01
320

.1

.
330

331

<A1

b
.8

4030

Vouchers

Warrants

Frovincial Receipts %
(Gen.)

Claims, Contractors Claim
Liability for Claims
Transportaion of Fersons
Fost, Mail Service
Regulations (Fost % Mail Service)
Money DOrders

Railroads

Manila Railroad Co. {now PNR)

Manila Railroad Co.
Cableqgrams |

Cable Line
Telegram and Telegraphs

Stations (radio & Telegraph)
Telephone, Telephone Line
Telephons Rates

Automobile Service

Driver License

Registration

Aerial Navigation, Landing Fields

Fervries

Cxpendl tures,

{(Sidetrucks &

Statistics

sSpurs)

Complaints, Motor Vehicles Accidents

Automobile Flates

Fublic FProperty



40001

- 18

- 13

-3

402.1

402.2

v 203

402, 2031

4073

204

w205

206

e
. e

.23

.3

« 301

Accountability, Reports, Etc.
Reports of Waste Materials

Transfer with or withowut construction materials
supplies and squipment

Inventories

Regulations, building {(Building Code)
Buildings, Miscellaneous construction (ABC)
Insular Building (ABD)

Capitol

Frovincial Building {(ABC)

Markets (ARC)

Municipal Buildings (ABD)

l.ease and Rent (Building % Lands)

Fr-ivate buildings

l.and, Fublic

Land, Fublic, Value and Sale, applications
Reclaimed, Foreshore (402,300

Fills, Filling of Lands

Registration, Land Deed and Titles

Frivate Lands (Bub-Division)

Reservation (ciwvil), Land Settlemsnts

Leases, land, application or Misc. lease
applications

Squatters
Furchase or sals, land
Exchange or Donations

Fublic Worlks



.12 Bridges (ABD)

.2 Sewerage % Sewer Drainage

.3 Trails and Roads (Highways) (aBc)

. 301 Road Right of Way Agreement (ABD)

- 311 Sidewalks and curving (ABC)

~33 Foad Signs, Road Crossing (ABD)

.3 Road Diagrams, Road Maps and Bridge Lists (ABD)
.4 Tunnel (ARD)

. Water Supply, Reservolrs, Pumping Flant

e ol ﬁrtesian Wells

Harbors, Bays, Fort Works, eto.

T2 Sea Walls
. 8 Rivers
.81 Dikes and Walls, River control
. 82 Dredging
403.91 Farks, Flazas
.73 Tablets (name plates)
.24 Town planning
« 75 Swimming poal
450, 01 Depots (provincial exchange)
. 02 Bids and Froposals
- Testing of Supplies
451 Furchase Supplies (ABQD)
.32 Regquisitions (Frovincial)
.33 Requisitions (by bureau’s and offices) (ABLC)
oS Furchase, direct (ABD)



=11

490.5

510

520

FOZ.1

P02.11

.61

. b2

- 63

Repairs (Work orders, shop, etc.) (ARG

Arms, ammunitions;explosives
Bale of, by bureau

Rentals or lLoans

Blank forms (Misc. supplies)
Trade, export and import
Exports

Industry and Manmufacturers
Asphalt plant

Retunds, Misc. request (QBC)

Free Entry

Lading, bills of

Bureau of Coast and Beodetic Survey

DFW % Communication, DFW (DPWH)

Mrganization Chart or Diagram
C.E. :

Material Testing Lab.
National Civil Defense, Admin.

Consolidation,
Oftices

Reorganization of

Charges, Criticisms

Insular}

Complaints,

Charges, Complaints, Criticisms

Official and Emplovess)

Fees, Customs

Fees, Stbwage, arrastre, unloading
Toll Bridges (Feess)

Toll Ferries (Fees)

Toll Roads (Fees)

(District

Erngr.,

Bureau 4 of

(Emplovees

(Frovincial



205 Weather

-1 " Stations, observation, station signal
« 4 Rainfall, Temperatuwre report
P10 Letters of Introduction
P11.09 ‘ Accidents (Misc.) report of
91S Commi ttees (ABC)
Q20 Fublications
-1 Project Report (ABD)
.11 Arnnual Reports
. Directives
. 321 Roosters, Civil Service
- Government Fublications
A2 Officiales Garette
«bé Manual , Brochures, leaflets
- 5 Feriodicals, Magarines and newspaper
21 Errors, Onissions, Losses
P40 Maps, Blueprints, Flans and Specifications
P41 Decision and Opinion (ABLD)
o1 Attorney — General
985 Bill Payable
« 12 Bill PFayable 4o Frovinces
.3 EBill Pavable to individualé
o 31 Bill Fayable by Bureau
.32 Bill Payable by Frovinces
290 Gitts, Awards, stc.
.1 Voluntary Contribution
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REPUBLIKA NG PILIPINAS -
: Kagamaran ng Edukasyon, Kultura at Isports .
TANGGAPAN SA. PAMAMAHATA NG MGA KASULATAN AT SINUPAN

(Records Management and Archives Office) RECGRQS MANAGEMENT :

MAYNILA -

S TASED

N

oaTE 27 WL
AND AI{ZHWES omcs
09 May 1989

The Honorable Secretary o '
. Department of Public. WOrks and nghways
Manila. . .

Sir:

, -

We are returm.ng the original of the approved Records
D15poait.ion Schedule of your agencym v

Please reproduce and disseminate to 211 action units for their
guidance in the disposition of recordso

Thank you for your interest. in bringing about an effective,
eﬁ'icierxt and econom:.cal records management program. :

Very truiy yoursj

EDGARBO J. CELIS -
Director




RMAO FORM
Revised 1988 {accomplish in Quintuplicate)

RECORDS DISPOSITION SCHEDULE

1. Agency : DEPARTMENT OF PUBLIC HORKS AND HIGHWAYS 3. Schedule 1 t 5. Page 1 of 37 pages

2, fddress : Bonifacio Drive, Port firea, Manila 4, Date Prepared HNovember 21, 1988

3.
Dispesition Authority/Remark

8. Retention Period

6, 7.
Item No. RECORDS SERIES TITLE AND DESCRIFTION

e wn oww

H
H

e e e

. L3 L] xGo
fictive : Storage 3 Total

ADMINISTRATIVE AND MANPOWER MANAGEMENT
Civil Security (4.le)

. we e s W

Firearms and other Security Equipment Files PERRANE

Fire Alarm and Fire Fighting Equipment Sustems PERMANE
Fire Disaster Contrel Program Disposal 1 year after revision/superseded.
Intelligence Reports on Officials and Employees
Reporis

PC-Susia/Pre-Licensing/Training of Security Guards Dispose 2% ¥ears af ter death/compulsory

] ) ] . retiremen
Regional Seminars for fire Prevention and {ontrol

Re-Training of Security Guards

. o Nw NE E6 EE e W wE hE ww hw AR WEAe STAs 66 uw e e

Segurity Checks, Survey and Inspection HANERNRT

Situational (Moving Reports)

Daila i
Honthly (Regional?}
Facilities and Maintenance (4.19)

6. fcoomplishment Report
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Contractual
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H
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IMPORTANT: Mo agency shall destroy or sell any records without having first secured authority from the Director of Records Management and
Archives Office. (Article 111, Rule 4.1, Depariment Order No. i3-8, s. 1388)




5. Page of _37 _ pages
6. H 7. :+ 8. Retention Period : 9.
Item Ho. @ RECORDS SERIES TITLE AND DESCRIPTION ta. . th. 1C, $ ) .
H : fctive t Storage @ Total @ Digposition Authority/Remark
7. : fnnual Inventory of Office equipment with corres— H H s Dispose 1 year after superseded updated.
! ponding Memorandum Receipts of accountable H 1 H H
H officials H H H H
8. : Gasoline and 0il Consumption of service vehicles : : : : Dispose 4 year after liquidation and
: H H H 1 post-audited,
9. : lssuance/Receipts of materials and supplies : 4 : 4
s H 3 : 3
18, + MHemorandum Receipts of Tools and Equipment H PERRANEMNT H
1 ? 1 : s
i1, + Pericdic Pest fontrol Treatment : 2 3 t 2
i2. : Periodic Inspection of Office facilities : 1 : 4z
' H t : 3
i3, ¢t Repair and Maintenanoce of buildings, grounds, : 2 1 2 1
: electrical fixtures and sanitary facilities H H H :
14, : Requisition of supplies and materials for repair : 4 1 4
: : 3 H t
H 3 : 3 3
H Human Resourse Planning (4.1h) H : H H
15. : fnnual Training Calendars : 2 : 2 3
:  Central Office o : : : :
: DPRH Integrated ( Hationwide) H H H :
i6 : Course Design : : : : Dispose 1 year after superseded.
17. : Qualifications Standard Manual : PERMANENT :
: 3 : t :
i8. H Reﬁional Quarterly Manpower Development Performance 1 t t
: eports H 2 0t 3 2
19. : Scholarships : 2 1 2
H H ! t !
H fApproved Programs (Local and Foreign) H : H H
H fontract : H H :
' Invitations H : H :
: Nomingtions : : H H
H Travel Orders H H H '
H 2 H t H
20, : Training Evaluation Reports H 2 : 2
3 H H H :




3
of _J7 Pages

Canteen and Ground Facilities
Gffice Working Conditions
Disposal of Nater

Sanitary Facilities

3. Page
6. : 7. ¢ 8. Retention Period H 9.
Item Ko. : RECORDS SERIES TITLE AND DESCRIPTION ta, th, 16, H
: t fActive : Storage : Total @ Disposition Authority/Remark
: Human Resources Iraining and Materials Development (4.lc) : H : H
? : H s :
21, : fAnnual Procurement Program H 2 : - H
t s | ] H
22, 1 fudic-Visuals H PERHANENT 3
: : 3 3 H
¢ (Courses Catague H : : $
:  Equipment {(Brochures) : H H :
t  Scripts H H H H
t  Tapes H H 3 :
23, 1 Communications relative to Training (routine) : : : s Dispose after 2 years from the date of
: : H : t communication.
t : : 1 :
24, 1 Nominations to In-House Training Programs H 2 H 2 :
H : 3 H H
23, + Reports H H : H
: : : ) '
t  Annual H PERMWANENT H
t  Completion (Local and Overseas) : 2 : y 2 :
H guarterlg Semi-fAnnual H 2 H r 2 }
; H erminal (In-House) : 2 : T 2 H
26. i Semestral MORE Commitment Sheets : 2 : : 2 :
' H 1 t :
: t H : s
1 Medical/Dental (4.1d4) H H H H
27, : Annual Medical Procurement Frogram : 2 : : 2 :
28. t Claims (Per Sec. 699 of Revised Adm. Code) : : : i Dispose 23 zears after death/vompulsary
: H H H :  retirement.
29. : Consultations and Follow-up Treatment : : : : Dispose 25 %ears after death/compulsary
H : : H 1 retirement.
: ' : : !
38, : Inspections : i ' y 4 H
H t ? : :
: : : H 3




4
5. Page of _ 37 _ pages

Dispose 1 3oar form date of expiration of
ieave and absence has been recerded on
the leave credit card.

6. H 7. t 8. Retention Pericd H 9.
Item Ho. @ KECORDS SERIES TITLE AND DESCRIFIION ta.. b S ! .

H + fctive t Storage @ Total ¢ Disposition Authority/Remark

3. : Hedi%%l Communicatiens/Inspections pertaining to routine : : : : Dispose 3 years after date of communication.
1 matters H : H t

32. : Periodic ¥-Ray Examinations and Follow-up treatment : : : ;
: Negative : ) : N | : .
1 Positive : H H : Dispose 25 years after compulsory retirement
| : H H t death.

33, : Reports : 2 : : 2 :
H ' ! ) H
: lnventory/Consumption of Medicines . ) ! ! : :
t  Outreach Program (Pericdic visit to Regional Offices : : } :
H and re_compliance of Meme Circular on pre-employment H ! H
: and ¥-Ray examinations) H t H t
: ! ' H 1
t Personnel (4.1a) H : H ;
: : : : :

34, t ficceptance of Resignation : H H H Digpose 2% years after compulsory retirement
: : : : : eath.

335, : Administrative Cases : : : : Dispuse all papers related to the case
t H ! : ! 5,¥ears from the date of decision, except
1 H H H t  vyital documentary evidenges presented in
H H H H t  the case which ig value for the protection
H H ! ! t  of the civil, legal and prupert? rights of
: H t : + the citizen and government, DECISIONS ARE
: H H : t  PERMAMENI.
2 H ? t ]

36, : fnnual Summary Report for Replacement Program for : PERNANEMNT :
:  Hon-Eligibles : : H

37 : fipplication for Emplouyment : i : 1 :
H H 3 s

38, 1 Application for Leave of Absence : H !
: : 3 '
; ;

N0 e B G RE BW BN S8 L NS WE RE R




5
5. Page of 37

of illness/maternity.

death.

pages
6. H 7. + 8. Retention Period H 9.
I1tem Ho. @ RECORDS SERIES TITLE AND DESCRIPTION 13, 1b. 10, 3 )

: : fctive ! Storage @ Total : Disposition Authority/Remark

19, 1 fipplication for resignation/tranfer/retirement 3 i H H i
! . : ) H 3

48. 1 fpproval of Retirements/G8IS 3 : H t Diﬁpose 2% years after compulsory retirement
H H H : H eath,

44. : fssets and Liabilities : : : ; Dispose after 5 years,if superseded.
H t 5 : H

42, : futhority to engage in business practice profession } H H :+ Disposal 1 year after date of authorization.
:+ and to teach H ' H H
: H H t :

43, + fertificate of Appearance H i : H i
] 3 H : H

44, : Certificate of Clearance H 1 t ! - T )
H o ) H : : t D!ssose 25 years after compulsory retirement

45, + Certified copy of Marriage fontract H H H H eath,

46, : Certificates of Eligibles : : : : Dispose 2 years after date of cerficate.

47, : Certification of Refund {Per RA 5838 : : : : Dispose 4 year after settlement.

48, : Curriculum Vitae : : : : Dispose after 4 year, if superseded.

49, : Daily Time Records (CS Form 48) : : : : Dispose 1 year after absence have been
H : : H +  posted in the leave oredit card,

58. : Employee Interview Records : : : : Dispose 1 year after separation of employee,

5. : Evaluation for Promotions : : : : Digpoie 25 years after compulsory retirement
: : H H : eath.

32, 1 G31S/MEDICARE/P.A.G.1.B. 1.6 Membership : : : : Diépoie 25 years after compulsory retirement
: : : 3 : eath.
H H H H H

33, 1 Leave Credit Cards ] 3 H : bigyoig 25 years after compulsory retirement
s : H H ! eath,
: : ] 1 3

94, : Hanning List Reorganization H H H 3 Dispoie 2 years after approval of appoint-
: : : : t ments.

53, : Hedical Certificates in suppert of absence on account : : : : Dispose 25 years after compulsory retirement
: : : ' :
: H ? H !
: : : 3 s




37

. Page of pages
6. : 7. + 8. Retention Pericd H 9.
Item No. @ RECORDS SERIES TITLE AND DESCRIPTION rta. . b H N 1 ) .
H : fictive ¢+ Storage @ Total Disposition Authority/Remark
36. : Microfilmed Records Input (DPHH) H PERNANENT H
1 H H H H
57. : Performance Appraisal H i H PR H
58. : Performance fAppraisal Report System : 2 : 2 :
9. i Performance Target Horksheet : i ; ;1 :
58, t Performance Rating Cards : : : : Digpaig 5 years after compulsory retirement/
: 1 H H : eath,
H : : : '
81, :+ Personnel Folder (284 Files) H H H : Dispose 25 years after compulsory
1 . H H H t  retirement/death
: ﬁﬁpoxnnents H H : H
t  Change of Status/Names H ! H !
H Incentive fwards H H H H
t Hotice of Salary Adjustments H : i L _
: Dath of Office H H H t Dispose after 2 vears, if superseded
1 Personal Data Sheet H : H H
1 Service Records H : : :
t+  Training Certificates : H H :
H H : t H
62, : Plantillsa H 3 3 I :
: 3 ! 1 !
63, : Position Classification {gpers including geh description/ ! ! : Dispose 1 year after classification of
:  request for classification and recommen ation/notices t H +  position has been superseded.
+ of classification action, : H : 3
: : : ! H
64, + Protest Cases on fippointments H 3 H + Dispose 1 year after decided.
: 3 t H :
63, + Psychological Test Results H i H T 4 :
H H 3 H )
65, + Recopwendations for Employment : i H TR | H
62, : Relief from Property Accountability : : : : Dispose 25 years after compulsory
: ’ H : H +  retirement/death.
68. : Reports for Staff Movement : 3 : : 2 :
H t H : 3
69, + Request (agproval on promotion, transfer, reinstatement, H H : Dispose 1 year after date of correspendence.
:  change of status). : : H H
70. : Statement of Duties and Responsibilities (PDF) N T
! : : 1 !
H H H 1 H




? 3?7
5. Page of Pages
6. : 2. : 8. Retention Period : 9.
Item Ho. RECORDS SERIES TITLE AND DESCRIPTION ta. . th. 1c, : L

: : Active : Storage : Total : Disposition Authority/Remark
71. : Signature and Handwriting Specimen : i : : 4 :

: Records Management (4.1h) : : : :
72, : ficknowledgements (inquiries, requests on routine matters) : : : : Dispose 3 years after date of correspondence
73. : Contracts : : : :

: Infrastructure Projects . : PERNANENT : .

: Janitorial and Security Services H : : : Dispose 2 years after termination and

: . : : : ¢ finally settled,

: Personnel Services . : : H : ~-do-

1+ Rental of Copying Machine H : H : -do-
74, i Credit Memos with corresponding payment for obligations : : : : Dispose 10'%ears after finally settled,

: ) . : ! H ¢ post audifed and not involved in any case.

:  Emergency Purchase for Office Supplies and Consumables H H :

¢ Mail Stamps ) : H : :

: Rental of Xerox Copier : H H :

: Salary of cultural Director : : : :
73. : Delivery Receipts of communications delivered by external : i : : 5

t  messengers and received via LBC #ircargo : : : :
76. : Directories of Officials and Employees : : : : Dispose after 2 years, if superseded.
77, : Index Cards of Administrative Issuances : : : : Dispose after 1 year, if superseded.
78, i Lists : : : :

: DPUH Contractors and authorized representative for : PERMHANENT :

: release of communications/documents ) : : s .

: Supplies and consumables for production Jjobs. 3 : : Dispose after 1 year, if superseded.
79, t Locator Slips , : 1 : :
88, : Logbooks of incoming/outgoing communications : : : Dispose 2 years after the last entry.
81, : Mailing Lists T :




g 3?
3. Page of pages

9!
Disposition Authority/Remark

8. Retention Period

6. 2.
Item No. RECORDS SERIES TITLE AND DESCRIPTION

[T}

. th, ic.
fictive ¢ Storage : Total

82. Hinistry Coded Records

128 Files (Yellow Bantex Files) stpose 25 gears after compulsary retire-

ment/d

fidministrative Issuances (Blue Bantex File) PERMANE

(Presidential Decree, LOI, Executive Orders, Unnumbered

Circular including amendments),

fissets and Liabilities and Network (Blue Bantex File) Dispgsg J years after it has been super-
seded.

Confidential and Classified Records (Beige Bantex File) PERHANE

Land Regxstratlon for Infrastructure Progjects (Brange PERMANE
Bantex

(Schools, Hospitals, Colleges, Slaughterhouses, etc.)

Orlgxnal Contracts and other related documents of
infrastructure projects of Public Horks from defunct
MPH, HPH, DPHIC (Orange Bantex File)

Records ralative to Purchase, Transfer of Equipment,
Procurement, Rentals or Loans, Lease for Equipment,
Hanufacturers’ List (Brown Bantex File).

Transfer to Archives Division, RHAD

PERNANE

Retired resxgned or phase~out due to reorganization
(green Bantex File)

Ualue and Sale of Philippines Land, M.S5.A. Land
Registration (Red Bantex File)

stpose 25 %ears after compulsary retire-
ment/d

PERHRANE

83. Hinutes of Neetings

Board
Staff

Office Memoranda/Orders relative to organizational
aisignnents, rotaions and change of assignment/work
station

PERNHANE
1

84, Dispose 2 years after it has been superseded

83. Reproduction Johs/Requests

SN NR AW GG PR WR AR EE EE SG GN B% BN A N Sk S5 S8 SE SE SN G NS E% BE G0 SG B6 N6 BE HN S8 B E6 S AN BE C6 26 LU 4D BB S8 BN AR

e E% Mm AR Em s Se 4N N SE BE S NE NS 6 EE S0 Ee e 4N H6 S& SN GN AU ER S6 NG SR 46 AN AR AR AA B HE Ax 28 OK 6N 88 % Be 68 B8
2% HE % BE AR 4R OGN SE S= BN G6 RR S8 HE GG 66 AN E8 SR YN HE SK SG BE S8 N 66 S8 A NG AN B TR AW AN KA A% MK 46 0% Sa 4% 48 B
an tn 6n 6w B0 B8 Ba fn IEEn 26 Sn e B'an wn on wn 40 00 SPEEE e 46 e 46 S6 Bn 40 ZPan SPNe ne se su o8 ue ou SFeu eu o0 an e
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5. Page of pages
6. : 7. ¢+ 8. Retention Peried : 9.
Item Mo, RECORDS SERIES TITLE AND DESCRIPTION ita. b, ic, : . . .
: 1 fActive : Storage : Total : Disposition Authority/Remark
86. . : Report (Accomplishment, monthly, prngréss, semi-annual : 2 : : 2
1 weekly) : : : :
: Supply and Property Management (4.1i) : : : :
82. : Bill of Lading (GF 9-R) : : : : Dispose 5 years after acceptance of delivery
.88, : Canvass of Prices : 2 : : 2
89. : Certificate of Clearance from property accountability : : : : Dispose 23 gears after compulsory retire-
: : : : 1 ment/death.
98, : Inventory and Inspection Reports on Unserviceable Propertgg : : : Di5fose 5 years after settlement and
: : ' : :+  clearance.
9. : Ing%?tgiga?f supplies and Equipment of different agencies : : : : Dispose 2 years superseded.
92. : Invitation to Bid and Bid Tenders (BSC Form 786) : : : : Dispose 5 years after termination of
: : ' : +  contract and finally settled,
93. : Invoices and Receipts of Accountable Forms : : : : Dispose 3 years after clearance,
94, : Invoices and Receipts for Property (GF 30-A) : : : : Dispose 3 years after issuance of clearance.
93, : Invoices and Receipt for Transfer (GF 18-A) : : : : Dispose 3 years after property has been
: H : : :+  transferred.
96. : Hemorandum Receipts for EquiFment Semi-Expandable and : PERHANENT :
:  MNon-Expandable Property (GF 32-f) : : : :
97. : Purchase Orders/Hork Orders : : : : Dispose 4 years after settlement of accounts
98, : Report of Haste Materials (GF 64-A) : : : : Dispose 5 years after settlement of credit.
99. : Requisition and Issue Uouchers covering emergency pur— : 4 : : 4
s chase of supplies. : : : :
108, : Requisition on Direct Purchase with supporting papers : 4 : : 4




Sasual
ermanent

an wn e ®= B

in any case.

, ie 37
3. Page of pages
6. : 7. : 8. Retention Period : 9.
Item No. : RECORDS SERIES TITLE AND DESCRIPTION t1a. . th. tc, :
: : Active : Storage : Total : Disposition Authority/Remark
101, : Requisition for Equipment or Supplies (BSC Form 1) : 4 : : 4 .
ie2. : Shippin and Packing List on Items Purchased with Bill : : : : Dispose 1 year after shipment and accep-
:o0 Lading H H : :+  tance of delivery.
183, : Stock Cards on Supplies : : : : Dispose 3 years after the last entry.
104, : Suppliers Identification Certificates : : : : Dispese 2 years after renewal,
103, : Supplies Adjustment Sheet : : : : Dispose 1 year after post-audited.
186.  : Supplies Ledger Card "Doubles” (GF 48-A) : PERMANERNT :
107, i Supplies Ledger Card : PE:RHANERNT :
: COMPTROLLERSHIP & FINANCIAL MANAGEMENT : : : :
: ficcoumting (4.2a) : : : :
188.  : Annual Statement of Accounts Payable : PERMANERNT :
199, : Authorizations (overtime, transfer of funds) : 2 : : 2
1i0. : Bank Reconciliation Statements : 5 : : 5 &
111. i Balance Sheet : PE:RRHANENT :
142,  : Certificate of Availability of Funds : PERMANERNT :
113. : Checks and Check Stubs Issued : : : : Dispose after 48 wyears proyided  post-
: H : H 1 audited, finally settled and not invelved
: : : : : in any case.
114.  : Daily Cash Report - T
113. i Disbursement Youchers : : : : Dispose after 4@ vyears provided post-
H : ! : ¢ audited, finally settled and not involved
: : : : ! in any case.
116, i Financial Reports of Operations : PERHANENT :
117, i -General Ledger : PERHANERNT :
HE. o E el el b Disase after 10 YeiHePR Y P0hives
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3. Page of pages
6. : 7. : 8. Retention Period : 9,
Item No. : RECORDS SERIES TITLE AND DESCRIPTION ta. :b. 1C. :

: :+ fictive : Storage : Total : Disposition Authority/Remark

149, : General Vouchers : : : : Dispose after 48 vyears provided post-
! : : : : audited, finally settled and not involved
5 E E E 3 ih any case,

120, @ Index Cards : PE:RNANENT :

124,  : Index Payment of Employees (GF §2-A) : PE:RMANERNT E

122. i Index of Sunday Pauyment by Harrant (GF 83-A) : PE:RHANENT :

123, : Journal of Analusis of Obligation : PERHANENT :

124,  : Journal of Bills Rendered : PE:RHANENT :

125. 1 Journal f Checks Issued : PERRMANENT :

126,  : Journal of Collection and Deposit : PE:RRHANENT :

127.  : Journal of Disbursement : PE:RMNANERT :

128. : Journal Vouchers (GF 28-R) : : : : Dispose after 18 years provided post-
: H H H : audited, finally settled and not involved
H H H H H 1 any case.

129, i List of Remittances . : 18

138. & Honthly Settlement of Monthly Subsidiary Ledger Balance : 2 1§ T2

134, : Honthly Statement of Bank Balances ; 2 E ; 2

132. i Notice of Funding Harrant Issued ¢ 5 i 05

133, i Physical Report of Operation 2 § 2

134,  : Project Cost Sheet : PE:RHANENT !

139, : Quarterly Statement of Charges to Account Payable : : : : Dispose after 1@ vyears provided post-
: H H H : audited, finally settled and not invelved
H H : : H in any case.

136. : Receipt and Release of Advice of Cash Deposit : 3 ; % 3 %

137. i Reports of Disbursements (GF 99-f) : 5 § 5 § 18 §

138, i Reports of Income : 5 S i 19 §
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Construction equipment, service wvehicle, office
furniture and fixtures and office equipment

Insured profertles such as aircrafts, buildings,
electrical structure, equlgnent machine, Marxne hull/
vessel, motor vehicle and heavy equipment.

3. Page of pages
6. t 7. :+ 8. Retention Period : 9,
Item No. : RECORDS SERIES TITLE AND DESCRIPTION ta,  ih ic. : :
: + Active : Storage : Total : Disposition Authority/Remark
139, : Request for Obligation of Allotment H : : : ‘
:  Infra Projects : PERMANENT :
: thers H 3 : : 3
148, i Remittance Advice (GF 14-B) N 5 : 5
144, : Schedule of Account Receivable (Quarterly) : 3 : : 3
142, i Statement of Financial Operations : PERMANEMNT :
143, i Statement of SAR (Sub-allotment Advice) and Advice of casht 2 i P2
' 1 Deposit Released (ACD) H : : :
: Regional Officed : : : :
t+ Regional Equipment 0ffices : : : :
s ProJject Nanagement 0ffice : : : ;
144, : Status of Common Funds : 2 : : 2
145,  : Subsidiary Ledgers (GF 67-) : PERMANENT :
146,  : Trial Balance ' PERMANEMNT 5
: fissets and Supplies Management and Control (4.2h) : : : :
147, i Abstract of Bids P05 i 5
: Infrastructure : : : :
H Supplies, Haterials, Equipment : : : :
148. : Annual Procurement Program : 2 : g 2
149, i Equipment Ledger Card (GF 46-f) : PERMNANEMNT :
198, : Inspection Report of Supplies, materials and equipment : : : : Dispose 2‘gears after clearance.
154, 1 Inventory : PERMNANENT :




13 3?7

ficcounts Payable . .
Fund Releases for retirements/terminal leave
Realignment of Cash Funds

3. Page of pages
6. : 7. : 8. Retention Period : 9.
Ttem No. RECORDS SERIES TITLE AND DESCRIPTION ta. . th, 1c. :
: t fActive : Storage : Total : Disposition Authority/Remark
t  Road-Right-of-Hay acquired Titles H : : :
i+ Unserviceable Equipment : H : :
152.  : Lists : PE:RHANENT :
:  Furpiture and Equipment transferred without cost by the : : : :
: then Department of Public MHorks and Transportation : : : :
: and Communication to Batasang Pambansa. : : : :
:  Torens Ttle including other notarial archives turned : : : :
: gver by ﬂlnlstr¥ of Public Horks and Highways +to : ! : :
H Records Hanagement and Archives Office : : : :
153, : Quarterly Consumption Report of Supplies and Haterials : 2 : :2 ;
154. i Supplies Ledger Card (Gf 83-R) : PE:RHANENT :
:  Budget (4.2c) : : : :
155. i Advice of Allotment N P
156. : fdvice of Cash Deposits : : : : Dispose after 4B years provided post-
: : : : :  audited, finally settled and not involved
: : : : ¢ in any case.
157, : finnual Budget Estimates : : : : Dispose 2 years after passage of bill
158. ¢ Financial and Physical Reports _ : 2 ' : 2
159. : Financial Reports/Statements for Infrastructure Projects : 2 : : 2
160. i Letter of Advice (Regional 0ffices) : : : : Dispose after 10 %ears provided post-
: i : : : audted, finally settled and not involved
! : : : ¢ in any case.
is1, : Motice of Funding Harrant : : : : Dispose - after 48 years provided post-
: : : : : audited, finally settled and not involued
: ' : ! : in any case.
162. i Requests P2 P2
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5. Page of pages
6. : 7. + 8. Retention Period : 9.

Item No. @ RECORDS SERIES TITLE AND DESCRIPTION ta. . ih. ic. : . . .
: : Active : Storage : Total : Disposition Ruthority/Remark

163. : Sub-fllotment Advice : : : : Dispgse after 1B vyears provided post-
: : : ! : audited, finally settled and not involved
: : ' : : in any case.

164, : Work and Financial Plan (Special Budget) N -
: Request of fund release from office of the Budget and : : : :
: ﬂanagenent for the initial work and Financial Plan ! i :
:  which coyers the total apnual operation of DPUH on which: ! : :
¢ the regular gquarterly sub-allotment fo its offices are ¢ ' : ;
:  based and other requesis for fund releases from lump-sum: H ! H
:+ appropriation during the budget year. N : : : :
: Cash (4.2d) : : : :

165. i Advice of Remittances o3 T

166. : fipplication for bonding officials : : : : Dispose 3 years after cancellation.

167, E Cash Disbursement Ceiling : 3 : i3 :

168, : Certificate of Shortages : : : : Dispose after 4B vyears provided post-
: : H H ¢ audited, finally settled and not involved
: ' : : ¢ in any case.

169, i Certification of Settlement and Balances : : : : Dispose after 4@ wyears provided post-
: ! : : : audited, finally settled and not involved
: : : ! ¢ inany case.

178, : Daily Cash Report - i3

1724, : Honthly Report of fAccountables of Forms (DR’s Bank Checkd) : : : : Dispose after 10 years after post-audited.

172. : Official Cashbooks : PERMANEMNT :

173, i Official Receipts : : : : Dispose after 18 vyears provided post-

: ‘ : 3 : + audited, finally settled and not involved
: : : ' t in any case.

174. : Reports of checks Issued by deputized Dishursing Officer : S : 5 : 18 :

175. : Reports of Collection and Deposit : 5 1 5 T I

176. : Requisition of Blank Checks to4 i §
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Page _of pages

6.
Item No.

7,
RECORDS SERIES TITLE AND DESCRIPTION

PYSTIY

8. Retention Period

a._ b,
fictive ¢+ Storage

c.
Total

ax e wa

9.
Disposition Authority/Remark

177,

178.

179.

188.

184,
182.
183,

184,

BN EN NG BN GR NR NS G EN EE G SH SR EE R BN EE NE GE NG SR NG SE RS R RN ER Ne B NE NG UK EK NS NS AN EE NG 5B SN N0 NN S 46 N8 O U6 SN =B BE

Harrant Register

INTERNAL AUDIT SERVICE

Hanagement and Performance Review (4.3a)

Audit Reports (Analysis and evaluation of management and

operations performance)

Performance Standards (4.3b)

Evaluations

Organizational performance efficiency against approved

standards

Service/Bureaus/PH0’ s Standard Operation Procedures and

performance of the different organizational units.

Performance Standards

fidopted by different organizational units including

Project Management Offices
Recommended changes
Systems and Procedures (4.3c)

Forms DEsign and Control
Organizational/Functional/Position Charts
Manuals

fidministrative

Contract Management
fperations and Procedures
frganization .
Systems and Operations

Policies, rules and regulations pertaining to procedures

PEERHANE

PE:RMHANE
PE:RNANE
PE:RMNANE

=m a% 2e se Ne w6 om e ax e N

TITes TINen T e U6 Se eN 46 88 6 BE TPTeR W6 SR AR AW 48 60 SETAR A6 a6 00 Be ST en PR as we ue an un ee T2 | ee e

“m 4 e en TFes we ae 46 w8 20 @
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3. Page of pages
6. : 7. : 8. Retention Period : 9.
Item No. RECORDS SERIES TITLE AND DESCRIPTION 13, . th, 1c, : .

: 1 Active + Storage : Total : Disposition Authority/Remark

185, : Procedural Flow Charts : PE:RHANENT :
: LEGAL SERVICE : : : :
: Complainst and Investigation (4.4l : : : :

186. t Administrative Cases : : : : Dispose § years after decisiop is rendered
H H H : ¢ except yital docunentgrﬁ evidences pre-
H : : H : sented in the case which is of value for
: H H H :  the protection of the civil, legal and
: 1 : : i property rxghts of the government and
: : : : 1+ citizen. DECISION ARE PERMANENT.

187. : Certificate of Clearance for retirement/terminal leave : : : : Dispose 23 geats after compulsary retire-
: : ! : i ment/death.

188, i Legal Studies re Claims for back wages in connection with : PEIRHNANENT :
: simissal or suspension. : : : :

189,  : Reviews on decided cases : PE:RMANENT :
: fippeals on administrative desicions : : : :
: Evaluation and resolutions : : H !
1 Request for consideration : : : :
: ' Contract Letting and Litigation (4.4a : : : :

190. : fippearance as Counsel : : : : Dispose 4 year after payment of claims.

191, : Cases : : : :
t  Administrative : : : : Dispose after 5 years from the date of
: H : ' : decisions.
i Civil : : : : Dispose 15 years after termination of the
: : : ! t  case.
: Criminal : : : : Dispose 15 years after termination of the
: H : : 1 case.

192, i Decisions : PERHANENT :
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3. Page of pages

ficquisition of lots needed for foreign assisted projects Dispose 1 year after completion of projects

and paument of claims.
Projects implementation Dispose 3 years after date of correspondence

Routine matters Dispose 3 years after date of correspondence

6. : 7. : 8. Retention Period : 9.
Ttem Ho, : RECORDS SERIES TITLE AND DESCRIPTION ta, &b, N H
: t Active : Storage : Total : Disposition Authority/Remark
193, : Opinions : PE:RHANENT :
: fipplication of directives/issuances to Contracts Claims : : : :
H of contractors/Subcontractor/Third Party to projects : : : H
H under contract. o : H H :
¢ Interpretations of the provisions of the contract ! : ! :
: validity and binding effect for the release of funds, : : : :
: Legislative Research and Affairs (4.4c) : : : !
194, i Opinions/ Interpretations : PERHANERNT :
: npﬁlication.of directives/issuances, laws which affect : : : :
: he function of the agencuy. : : : :
: Queries on the interpretations of laws, directives/ : : : :
: issuances by bureaus, services of Field Offices : : : '
: of the agency. : : : :
193, : Research on Questions of Law on legal opinions rendered : : : :
: containing appeals, briefs, memoranda, pleadings on H H : H
: administirative cases. : : : ;
1 Sites Acquisition and Law Enforcement (4.4d) : : : :
196, : figreements to demolish and remove improvements affected : : : : Dispose § years after release of fund and
: by Right-of-Hay : H : ¢+ finally settled,
197. : Qp?lication for miscellaneous sales and leases of public : : : : Dispose 6 years after final recommendation
: and : : : :+ to the bureau of lands.
198. : Correspondence relating to: : : : :
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3. Page of pages
6. : 7. + 8. Retention Period : 9., .
Item Mo, RECORDS SERIES TITLE AND DESCRIPTION ta.. . ih e :
: : fictive ¢ Storage : “Total : Disposition futhority/Remark
199, : Deeds of Donation : PE:RHANEN :
200,  : Deeds of Exchange : PE:RMNAKEN :
204,  : Deeds of Sale of Land : PE:RHANEH :
202, : Expropriation Case : : : : Dispose 5 years after final decision and
: : : : : and fully paid.
: ﬂp{lxcatlon : : : :
: otice of Hearing : : : H
203, : Investigation : : : : Digpose 5 gears after final decison/reso-
: : : H H lution of the case,
:  Encroachment on River Ba n : : : :
:  Uiolation of PD 296, LOI and related laws : ' : :
204, : Land Registration Case : : : : Dispose 3 % ars after final decison and
: : : : 3 fully settled.
2835, : Request for Funds for payment of Right-of-Hay claims and : : : : Dispose 1 year after final decision and
H other related expenses. : : : : fully settled.
206, : Transfer of Certificate of Title : PE:RNANEN : TCT in the name of the government are
: : : : :  forwarded to the National frchives.
: PLANNING SERVICE : : : :
: Development Planning (4,5 : : : :
207.  : List of National Roads under EO 113 : PE:RHANER :
208, : Long/Hedium Term Programs : : : : Dispose 5 years after implementation.
289, : Manual of Road Inventory, Road Nubering, Functional : PE:RHANEN :
: and Systems Classification : : : :
218, : Plans for the Integrated Road Development (NACIAD) : PE:RHAHKEN :
: Programming (4.5b) : : : :
a1l : Annual Infrastructure Program : 2 : :2 :
212, : Manual on Infrastructure ProgramMing : PE:RNANER :
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5. Page of pages
6. ! 7. : 8. Retention Period ! 9.
Item No. ! RECORDS SERIES TITLE AND DESCRIPTION ta, . ib, 1. :
: ¢ fActive : Storage : Total : Disposition Authority/Remark
213. : List of priority projects in the fAnnual Infrastructure : 2 : T2 :
: Program : H : :
214,  : Public Horks Act : PEERHANERNT :
213. : Requests : 2 : i 2 :
: fdditional Funding for Infrastructure porjects : : : :
:  Realignment of Funds H : 3 :
: Project Preparation and Evaluation (4.5¢) : : : :
216, ¢ Central Labor Advisory anf Training Team (CLATT : PEERHANERNT :
217. i Feasibility Study/Survey Data Report : PERRHANERNT :
218, : Haster Plans for Integrated ProJect/Ptogram : PE:RHANENT :
219,  : Projects : PEXRHANERNT :
: Cazagan,Riuer Flood Control : : : :
: Nationwide River Training ' : : :
228, : Projects Evaluation Assistance (National Environmental : : : :
+  Pollution Commission) : : : :
221. : Pre-Feasibility Studies of Projects (Regional Offices) : : : : Dispose 1 year after implementation.
i Research and Statistics (4.54 : : : :
222.  : Financial Reports/Statements for Infrastructure Projects PERHANENT :
223. : Infrastructure Atlas : . : : Dispose 2 years after it has been superseded
224, ¢ Inventory : : : : Dispose 2 years after it has been superseded
{  School buildings : : : :
:  HWater Supply Facilities/Sources : : : :
225, : Mewspaper Clippings (fuel, dollar rates, labor rates) : : : i Transfer to Library.
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3. Page of pages
6. : 2. : 8. Retention Period : 9.
Item No. RECORDS SERIES TITLE AND DESCRIPTION ta.,. . ihb. i, :
: ¢ fActive 1 Storage : Total : Disposition Ruthoritu/Remark
226. i Statistical Data : PERMNANENT
i fAverage Costs Estimates : : : :
: Base Haps (original tracings) : : 1 :
: Diskettes on Data Base File H : : :
: Inputs to Construction Costs : : : :
: HONITORING AND INFORMATION SERVICE : : : :
: Infrastructure Computer Center (4.6a) : : : :
227. : Biller/Statement of Accounts : : : : Dispose 3 years after full payment/post-
: : : : : audited.
228. : Continuous Formg used in UValidation : : : : Dispose 1 year after final output.
229, : EDP Systems/Program Documentation : PE:RHANENT :
238. : National Roads and Bridges Inventory : : : : Dispose 1 year after superseded.
234, : Price Index of Construction Materials : : : : Dispose 1 year after superseded.
232, : Price Lists - Procurement : 2 : i 2 : ;
333, : Project Monitoring System Field Reporis : : : : Dispose 2 years after completion of project.
234, : Quotations from different Suppliers : i : | :
235. : Project Monitoring (4.6c) : : : :
: : PE:RNANENT :
236, i Checklist and Telegraphic Status Report : : : : Dis¥ose 2 years after completion/acceptance
: . . : : : : : of progects and finally settled,
: 1987 Congress;onal Projects o o : : H :
H 1987 CEDP Projects submitted by Districts/Cities : : : :
237, : Monthly Project Profiles and Status of Completion, : : : : Dis¥ose 2 years aftfer completion/acceptance
¢ On-Geing and Foreign Assisted Projects : : 1 1 of progjects and finally settled.
238. : Honthly Reports : : : :

CEDP Progjects
Infrastructure Program

DisFose 2 years after completion/acceptance
of projects and finally settled.




24 37

project, finally settled and post-audited.

Cash Deposit o

Certifjcate of Availability of Funds
Le%%l Requirements

Letter of Credit

Performance Bond

Program of Hork

3. Page of pages
6. : 7. : 8. Retention Period : 9.
Item No. @ RECORDS SERIES TITLE AND DESCRIPTION ta.. . ih ic. : .
: t fctive : Storage : Total : Disposition Authority/Remark
239. : Status Report : : : : Dis¥ose 2 years after completion/acceptance
t : : H : of projects and finally settled.
: 1987 CEDP School Building implementation by Local : : : :
: Government Units H : : :
{1987 CEDP Water Supply Projects implementation by DPHH : : : :
: 1987 Overall Summary Infrastructure Program (Lotus 123) : : : 5
: 1998 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 : : : :
248,  : Construction Services : PE:RHANENT :
i Barangay Roads : : : :
: Brid gsg : : : :
: Floged Control : H : H
: HNational Roads and Runways : : : :
: Ports and Harbor H : : :
1 HNater Supply : : ‘ : :
241, i Construction Plans : PE:RHANERNT :
242. i Drawings : PE:RHANENT :
243. i Specifications : PE:RHANERNT :
244, : Contract Documents : : : Dispose 2 years after completion of the
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3. Page of pages

6.
Item Ho.

7.
RECORDS SERIES TITLE AND DESCRIPTION

1a, :
i Active :

: 8. Retention Period

. 1c,
Storage : Total

9!
Disposition Authority/Remark

245.

246.

247.
248,

249.
258,
254,

232,
233,

0% BE EK SR BB R SR NS W EW GR ER SR AN NE K6 BN BN SR NS KE BN B8 BE RN BN Mo NG N8 EN B4 BN OE NG AN NN NK UR G8 KN SE S0 GX BN Nk NG A0 A SR BE BE AW

Review/Inspection/Evaluation of Projects (Regional Offices

Horthern Luzon
Southern Luzon
Uisayas
Hindanao

DESIGH MAMAGEMENT

Barangay I

Barangay II
Barangay 1]
Barangay IV

finalysis of Topograpbic and Hydrologic Data for Infras-

tructure Projects
"fs Built” Plans/Drawings
Design fAnalysis and Calculations

Bridges

Buildings

Flood Control

Drainage and Hater Supply

Highways

Ports and Harbor
Manuals for Design Standard and Criteria for Projects
Hilitary Haps of the Philippines for Hydrologic Study
National Building Code

Clearances for building permits regarding easement
requirements along creeks, esteros and rivers

Miscellaneous Sales/Lease Applications
Pipe-laying projects (HUSS)-underground facilities
Resolutions of appeals filed by litigants

Plans reviewed and corrected (RHSS, HHR)

Project Reports on Preliminary Engineering Projects

e B G EE KR KW BN BE RN NN NS RE Ee EN B0 BN N8 NS GR EE CE BB B4 SN S0 A6 SR HE AW AR AR UL CK JU GH NN SN KR SR PN RE GR EN HD KB R BN A6 BR E6 Nree

“n G e% me % BA R SN SN 4E 6@ BE BN NS SE B8 RE ee == 6e 4e 4e [T]e% [Pl [TIe0 e an we we 2o Sx ok ww we (Plew 2o [TIEG A6 B0 58w ou Su T8 w0 w0 B w0

RHANENT

RHANENT

RUANENT
RHANENNT
RHANENT

NS BR KN BN %B AN NG EE GN GA W NR RS R RS WE e W BE Ga Xe He

“H RN RGBS EE ER K U KU AR RE EE RO RN AN B BB EH 6 BE BN Nk EE S8 SR AN RE SN 28 BN G0 K8 KN o8 Re

Dispose 1@ years after evaluation.

- Dispose 5§ uears after project completion,

Dispose 2 years after reviewed and corrected
Dispose 2 years after project completion.
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5. Page of pages

9‘
Disposition Authority/Remark

8. Retention Pericd

6- ?l
Item No. RECORDS SERIES TITLE AND DESCRIPTION

a.

th. T
fctive : Storage : Total

254, Reports 2 2
ficcomplishment

Remedial Measures
Structural Defects

259. Variation Orders

Dispose 1 year after project completion.

Change Orders
Extra Hork Orders
Supplemental Agreement

EQUIPMENT MANAGEMENT

236, fdvice of Shipment and Acknowledgement (Regional 0ffices)

Equipment . .
Spare Parts/Supplies/Naterials

Dispose 1 year after acknowledgement and
attestation by COA.

257, fillocations
Equipwent (Regional Equipment Service)
Progject Funds

238, RHANE

finnual Inventory of MHemorandum Receipts for Equipment/ T

Shop Tools
239, fiuthorization re Withdrawal of Items from the Central
Equipment and Spare Parts Division,

finnual Dispose 1 year after renewal of authority.

Temporary Dispose 4 year after receipt.

268, Billings, Collections and Remittances for Equipment ig

Rentals
261, Charge fAccounts: PE:RHANE
Cost of Repair of Equipment
CHPG Clgargncg e
LTC Registration

Confirmation Letters of Regional Equipment Services for
items withdrawn by representatives

262. Diiﬁosg 1 year after confirmed/received

e items,

Cu WN BU AN A8 NN BN BN FE BN BE BE ER EE EE KN R BN GR HB NR WK BN BB BN KR NE KK NG HR UG AE AR UK B WS KD RN BE BE BN KR KN ER KN N6 =8 TR NS KR BN WD NE
NN EE BN NG AR WR BR ER RE RR AN B R RE Be e KE S S S8 YR e PR ER B e [TIES BH G6 6N BN BE EE RE KK G5 G 26 6 S0 S EE R EE SN P K BN e 5 RN WA
X NS GE RE BN MR GE R AR RE ER EE KK SE WE PR ER Be B EN EE ES ER BN BN SR NN SE SR SN ER NG SN B8 SR AG SN S6 BN BN KB BN AE RN BE AN UK SR R AR AN N8 BE

€O NG BA ER ER RS SE S SN W BE EE BH S N KW BE GE E% G EPE KA AN K6 BN NN NS 6 %N ER NS AE BG EE BN SU BN UG EE EN SN G BE E6 BA KN SN HE BN SN Ge BN w8
WE W NS BN KB N BN W6 B BN EN N SN SETUS RH BN ER HR AN BN AN RE BR SR A6 8 K8 RH S8 6% AR K S8 B8 %N RN RS AN S8 S SR B RE BN HE BN A% U6 GU e =8 e
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3. Page of pages

6!
Item No.

2.
RECORDS SERIES TITLE AND DESCRIPTION

w

8. Retention Peri

Active @ 'Storage

0

lcl
: Total

9.
Disposition Authority/Remark

263.

264.
263.

266.

267,
268.
269,
270.
271,

Contracts of Lease for Equipment

Directives/Issuances on Equipment Utilization -
Dockets Books (Equipment)

Bill of Lading Nes.

Date

DPHH Property Mos.

Location

Hemo Receipt Nos.

Serial Nos.
Documents on Locally Purchased Equipment/Items

Certificate of fAcceptance by the requisitioner

Certificate of Inspection (Property and Procurement

Division Inspector & CESPD)
Credit Memo of Equipment returned

Incoming Receipt of Spare Parts, Supplies and Haterials

returned

Invoice Receipt (GF 302-A)-transfer of property from

one accountable officer to another

femorandum Receipt for shop tgols and equipment

catalogues and manuals (GF 32-A)
Purchase Order

Requisition for Supplies/Equipment (BSC Form 43)

Supplies Invoice
Equipment History Card
Equipment Ledger Card (GF 46-A)
Equipment Machinery Card (BPH E-20)
Equipment Supplied Rent Free
Freight
Bill of Lading
Qertification of fcceptance (Regional Offices)

CH BR ER RE SN AN S8 RS S8 06 RE EE S8 NS BN GN G2 GF RB NG RS 46 S KN RN BN A SR BN HN RS N6 6 PR SH SR KE bE RN @8 BN 68 BN S8 e oH B8 N8 K8 EE

PE
PE

HaNE
HaNE

b= - ]

PERHANE

RHANE

W Ge ew wh en AN GE R 06 6n [TIEN S8 K GE BE BE BN NS BN SN KR UR BR SN BF KU NS BN WX NS B8 KN 0k

PE:RHANE
PE:RNAMNE
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Dispose 2 wyears after expiration of
contracts, finally settled and post-
audited. )

Dispose 1 year after disposal equipment.

Dispose § vears after acceptance, finally
settled and posi-audited.
the items.
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5. Page of pages
6. : 7, : 8. Retention Pericd : 9.
Ttem No. | RECORDS SERIES TITLE AND DESCRIPTION fa. o ipeom EOOT :
: _ ¢ HActive : Storage : Total : Disposition Ruthority/Remark
272, g Inventory : : : : Dispose 2 vyears after superseded.
:  Equipwent (6F 41-f) : : { :
t  Shop Tools and Equipment ] ) : : : :
¢ Spare parts, office equipment, supplies and materials : : :
273. : Inventory and Inspection Reports of Unserviceable Propertgg : : : Dispose 5 years after settlement of credit.
274, i Imﬁ'e%torg Tag (6F 71-@ P2 ooz
: ate : : : !
275,  : Local Cost for handlin? of equipment, spare parts, : PERRHANENT :
¢  suprlies and materials purchased from abroad : : : :
276. i Memorandum Receipts fot Tires and Batteries : : : : Dispose 1 %Eap after receipt of Report of
: : : : :  Haste Haterial.
277, : Packing List of Unserviceable/Obsolete Parts and other : : : : Dispose 1 year after dropping from the
:  related documents : H : : Book of &ccount. .
278. : Receipts_of Shipment of Imgorted equipment, shop tools, : PERHANENT 5
¢ Spare Parts, supplies and materials by Regional Offices : : : ;
i Bills of Ladin : : : :
t Certificates o? Acceptance : : H :
i {ustoms’s Special Permit fo Transfer (SPT), BC Form 43 : : H
¢ Haripe Ipnsurance Certificate : : H H
¢+ Packing List ] N : : :
t  Letter of Request and Authority to transfer commodities : : H :
: to the Department of Finance. : H : :
279, Reimbursement for Emergency Purchase of spare parts, : : : : Dispose after 10 yrs. provided finally
supplies and materials, : : ! i settled, post-audited and not involved
: : ! : in any case,
280, Registration of Equipment (Light and Heavy) : PERHAMNENT :
ficcident Report/Claims : : :
tertificate of Cover ! ! :
Insurance Policy : : :
281. Rental Rates for Equipment (Dredge; : : : Dispose 1 year after superseded.

MR WS N AN wA %R e MR ER KW NN WE KK S Ee AE RN e B ER
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uildings.

3. Page of pages
6. H 7. : 8. Retention Period : 9.
Item No. RECORDS SERIES TITLE AND DESCRIPTION 1a. ~ th, ic. :
: ! fictive : Storage : Total : Disposition Authority/Remark
282, Reports : 2 : : 2 i
i  Honthly Fleet Demand/Availability Report , : : : :
i Technical #ssistants Report on government agencies H : : :
H Equipment Specifications : : : :
: Fuel Utilizatien : : : !
: Haintenance Operation Rentals H H : :
: Procurements : : : :
283, : Research on Equipment and MHodel : : : : Dispose 1 year after obsolence of equipment/
: : : : : declared obsolete.
284, : Shipment of Spare Parts : : : : Dispose 3 years after settlement.
: Claims of Loss/Damage parts : : : :
: Foreign Farts - Inyoice, Cargo, Survey, Invoice Letter: : : :
: Haiver : : : :
: Local Parts - Listing of Parts and WMR : : : :
:  Premium Inveice : : : : Dispose 1 year after renewal.
285. : Stock Cards (GF 77-) : PEERHNANERNT :
286, : Summary of Payments to Contractors on Projects completed. : : : : Dispose after 18 _%ears provided full
: : : : :  settled, post-audited and not involuve
: : : : : in any case.
287. i Survey of Horkshops Site, Plan Layouts : PE:RHANENT :
288, : Telegrams : i : : 1
289. : Tender Documents for Specials Equipment : 3 : 5 i 19
298, : Report of Haste Materials (GF 64-A) : : : : Dispose 5 years after settlement of credit.
: MAINTENANCE MANAGEMENT : : : :
: Building Services : : : :
291, : ﬁpsraisal and Determination of Ualue of Government-owned : PERRMANENT E
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3. Page of pages
6. : 7. : 8. Retention Perxod : 9.
Item No. : RECORDS SERIES TITLE AND DESCRIPTION ' 2. : : : ) o
: i fctive Storage : “Total Disposition Authority/Remark
292. : Disposal/Demolition of Government-owned buildings : 5 : : 5
293, : Guidelines/Criteria/Standards on Rental Rates : PE:RHAMNENR :
294, i Insurance records of National government-owned buildings : PE:RRMHANEN ;
293, : Space requirements of various government agencies : 3 : : 5
: Inspectorate : : : :
296. : Road Condition Rating (National, Provincial, City, : 5 : : 5
: Hunicipal, Barangay) : : : :
297, : Reports : : : :
: Comgleted Road and Bridges Projects : 3 : : 3
: of 1m? lementation_ of the highwa m31ntenance- 3 : : 3
: management (Roads and Bridges - national,provincial,: : :
H thg, municipal, harangag, water suppl% tio0d control: : H
: and drainage Yor s, seawalls, ligh ﬁouses,. s¢hool: : H .
: buildings, hea facilities, public buildings,: : :
: regional office buildings} : : :
i Verification of calamity/typhoon damages on infras- 3 : : 3
: tructure proJects : :
: Inventory and Statistics : :
298, fpproved Basic Cost per EMK Analysis and Computations PE:RNANEN
299, Inventories : Dispose after 2 years, if superseded.

Flood Control and Drainage
Health Facilities
Ports, Seawalls

Lighthouses
Public/Central

egional Office Buildings

Roads and Bridges (national, provincial, citu, municipal

barangay)
School Bulldlngs
Hater Supply Sustems

T I I e L L L TP T L
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3. Page of pages

6.
Item No.

7!
RECORDS SERIES TITLE AND DESCRIPTION

8.

Retention Peried

al .
fictive

'Storage

iC,
+ Total

aw um ww

9.
Disposition Authority/Remark

k1028
3e1,

303.
384,

383.

306,

Road Haps and Haps for other infrastructure projects
Statistical Reports

fiverage Annual/bail§ Traffic (AADD)
Types of Roads and Bridges

MONITORING AND METHODS

Annual Reports

Accomplishment for the Calendar Year
Reimbursement of Periodic Haintenance Projects Funds te
IBRD (lorld Bank}

CEDP Progress Reports (Maintenance Projects)
Monthly Accomplishment/Progress Reports

Calamity-Funded Repair Projecis

Flood Control and Drainage

Health Facilities . )
Periodig Haintenance of Mational Roads and Bridges
Ports, Seawall. Lighthouses o
Public/School/Regional Office Buildings

Road Right-of-Hay Encroachment of National Reads
Hater Supply

Quarterly Reporis

Activity Data Summary and_Activity Performance Summary
for Hational Roads and Bridges

Ph%51ca; and Financial Accomplishment of Local Roads
Provincial, (ity, Hunicipal and Barangay Roads)

Status of Hater Supply System and Performance

Planning and Programming (5.4)

fdvice of Allotment and Sub-Allotment fAdvice for regular
maintenance

(25 )

PE

PE
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Dispose 5 years after updated.

Dispose 1 year after project completion.
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3. Page of pages

9,
Disposition Autherity/Remark

8. Retention Period

6. 2.
Item No. RECORDS SERIES TITLE AND DESCRIPTION
*

.. an an
s s wm

a

. 1h, ic,
fictive : Storage : Total

3a7. finnual Maintenance Hork Program. Performance Budget for

1 . Dispose 3 years after superseded.
National Roads and Bridges

Jes.
309,

fipproval Basic Cost per EHK PERRHANE

Budget Proposal for maintenance of:

Flood Control and Drainage

Health Facilities

Ports, Seawalls, Lighthouses . o

Public/Schooi/Central/Regional Office Buildings

Roads and Bridges (National, Provincial, City, Hunicipal
Barangay)

Water Supply

310,
3.

Calamity/Typhoon Damage Reports and Request for Funding

Centract Documents for Regular Maintenance Dispose after 2 aears provided post-audited,
.finally settled and not involved in any
case. .

312, Planning Data Input (Planning PEIRHANE
Source Documenis (Regions)
Summaries (BOM)
313, Project Program and Detailed Estimates
Flood Control and Drainage
Health Facilities
Ports, Seawalls, Lighthouses . L
Public/S5chool/Central/Regional Office Buildings
Hater Supply

314, Updated Activitu List and Standards

M AN RE NN RE EL S SN EE K% E% % 4% SN BN G0 TP as Wk EN S Re BR AR RN BN SN S8 N ex SN 4R B8 He Sae EN KN Ee
55 ]

Restoration Projects

315, Dispose after 18 years provided finall
settled post-audited and not involve

1N any case.

Contract Documents and other related records

M SN GH BG NG Re #N Ne %G NN SR RE R A6 AR Bk MR AR BN GE EE NN R SE 6N KR RN R R RGN KE RN ER RN RN R N KA G NN AR R A ER NN we e we EN

BN UK NG NG AR S Gk NE NS R BE BB L NH EE RS R EW BN RN RE BN BN BN EN AN NG ER R NE NR AR B EE BN NN NN NG EE BN EE EE ER BR R AR ER RN N N
N KN RS GE NN NN SR BN NG EB SR N BN BG EE NS RE RN EN RN NN NN RE ER EN NK WG RS Ee EE RN RN EN BA RR AR BN RN RN Rk KK SR R AR RN ER NN Ee RN




38 37

3. Page of pages
6. : 7. : 8. Reteption Period : 3.
Item No. : RECORDS SERIES TITLE AND DESCRIPTION ia. b ic. R ] o )
: 1 fActive : Storage : Total : Disposition Ruthority/Remark
36, ¢ List of Pro#ects Programmed for Restoration (Foreign : : : : Dispose after 5 years if implemented.
i Assisted Projects) : : H :
317. i Programs of Work and Detailed Estimates including Plans : 3 : : 3
: and Specifications : : : :
318, : Price Reimbursement (IBRD) : PEEREANENT :
: RESEARCH AND STANDARDS MANAGEMENT : : : :
319, : Certificates of Quality Control Assurance : : : : Dispose 5 years after project completion.
328, : Checklist on Honthly Materials Report : : : : Dispose 3 years after project completion.
321, i Cost Estimates on Core Boring of various Projects : : : : Dispose 5 years after project completion.
322. ¢ Evaluation Reports : PEERHANERNT :
i Production Deu910fment of various construction Materials; : : :
: Usefulness of Newly introduced construction materials : : ! :
323. : Income Reporis : : : : Dispose after 1B years provided post-audited
324, i Material Haps/Sources : PERHANENT 3
325. : Physical Inventory of Components : PE:RHANERT :
i Bagong Lipunan School Building : : : :
: Pre-fab School Buildings H : ! H
326, : Plans : PERRHANERNT :
i Administrative Building : : : :
¢ Employees’ Quarters : : :
: Fencing of Plants Site : : H
:  Roadway and Drainage : : :
:  Harehouses o : : :
¢ Hood and Steel Component Building : : :
:  Special Projects : : :
327. i Price Index of Construction Materials : : : Dispose of 2 years after superseded.
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3. Page of pages
&, : 7, : 8. Retention Feriod H 9,
Item No. RECORDS SERIES TITLE AND DESCRIPTION la. b 1c. : ] o )
: 7 : Active @ Storage ¢t Total : Disposition Authority/Remark
328. i Program of Hork - .
: Construction of the Uitas Plant : : : :
:  School Building Components : : : :
329, i Ratin%s of trainee-participants in Materials Engineering : PERHANERNT :
i Quality Control Course : : : :
338, : Reports : : : :
: Progject Data o : : : : Dispose 3 uears afier project completion.
:  Progect Insrgctxon!lnuestzgatxon : : : : Dispose 18 years after execution of work.
:  Progect Quality Control : ! : : Dispose 3 years after prodect completion.
:  Research Soils and Haterials : PE:RHANENT :
331, & Specifications for various Projects : PERHANENT :
232, & Standard Specifications for Highways and Bridges : FPEERHANERNT :
333, i Statement of Tests ierformed for Charging Laberatory : : : : Dispose 5 years after project completion.
: Test and Equipment Rental : H : :
334, i Statistical Data on Tests Results : PERHANERNT :
335, : Straight Line Diagram of Concrete and Asphalt Pavement : : : : Dispoe 5 years after progect completion.
336, : Technical Books, Publications : : : : Transfer to Library.
337, : Technical Reports and Evaluation : : : : Dispose 5 years aftiter progect completion,
: Core Boring of Concrete ans Asphalt Pavement : : : 5
338, : Test Report of Naterials Samples from inspected Plants/ : 5 : : 5 &
: Hanufacturers/Suppliers : : : :
339, 1 Weekly Production Report of Steel Component (Vitas Plant) @ 5 & P05 1
: PROJECT MANAGEMENT : : : :
: fidministrative Services : : : :
348, i Billings - Local and Foreign (Consultants/Contracters) : : : Dizpose after 1@ years provided post-audited
H : finally settlied and not involved in any

“n we wn nw aw

case,
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3. Page of pages
6. : 7. : 8. Retention Pericd : 9,
Ttem No. RECORDS SERIES TITLE AND DESCRIPTION 1a, b e, : ) o )
: : fActive : Storage : Total : Disposition Authority/Remark
341, Index Cards for Payments to Contractors : : : : Dispose after 10 %ears provided post-audited
: : : : : and finally settled,
342, : Requests : : : :
: Funds for Accounts Pauables : 3 ! i3 :
:  Notices for Funds Releases : PE:RHANENT :
:  Reallignment of Cash Funds (Standard) : 3 : r 3 :
343, ¢ Statements of Withdrawal firplications : : : { Dispose after 18 years provided agprovgd
: : : : : t by lending institutions and post~audited.
344, i Summary of Payments Contractors : : : i Dispose 3 ears after project completion
: : : : : and post-audited.
: Technical Services : : : :
343, : Construction/Cross Section Drawings : PERHANENT :
346. : Design Plans : PERRHANENT :
347,  : Detailed Unit Price Analysis : PERHANENT :
348, i Equipment : PERHANENT :
: Hanual . : : : :
Specifications : : H :
349, : Loan #gresment : PERHANENT :
358, : Performance Bonds of Contractors : : : i Dispose § years after termination of
: : : centract, grﬂdect completed, finally
: : settled and post-audited,
354,  : PERT/CPN Diagrams : PE:RHANERNT :
' 352. ¢ Pile Driving and Computations : PESRHANENT :
353.  : Progect Proposals (By {ategories) : : : i Dispose 9 years after implementation/
: : H : : evaluation,
3594, : fluantity Calculations/Tender Documents related +to : : : Dispose 9 years after project completion,
s

Contract
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3. Page of pages

6.
Item No.

7.
RECORDS SERIES TITLE AND DESCRIPTION

HE-N

8. Retention Period

fictive

: 'Storage

G,
: Total

9.
Pisposition Authority/Remark

333,

3ed.
361,
362,

" e el oEn weoun

A% nE WK wn NE Re ER EN G wR ER we Ew

BN NE e e we W Be mE eE

Reports

Field Survey/Investigation
Hateria]l Sources .
Phusical/Status/Executive Summary

Inception

Interim

Hid-Year

flonthly

Preliminary
Quarterly

Year-End

Pre—Feasibility Study

Re?uests/Resolutinns for ficcess Roads, Hells Latrines
Rural Hater Supply-RUS)

Soils and Haterials Test
Spare Parts Catalogue
Specifications
Roads and Bridges
Paintings = .
Special (Civi] Horks)
Technical (Yel., IIL
Supplemental Agreement for Construction Supervisions
Technical Assistance (Revised Project Proposals)

Terms of Reference {Consultancy Services)
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Dispose 1 year after progject completion.
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3. Page of pages

6.
Item No,

2.
RECORDS SERIES TITLE AND DESCRIFTION

3.

8. Retention Pericd

active : 'Storage

Ce
Total

3,
Disposition Authority/Remark

363,

TRAFFIC ENGINEERING & ADMINISTRATIVE HANAGENENT/
TRAFFIC CONTROL CENTER

Traffic and Road Inveniory Surveys

Surveus

Before and After

Board and Alighting

Bus and PUJ Lane

Controel and Court

Coverage {ount

Detector’s Data

Intersection Inventory

Lateral Plagement

Origin and Destination

Parking

Pedestrian Count

gue Lenght )
aw Data (Survey Reports)/Trading Hovement Count

Road Inventory

Traffic Accident Data

Traffic Violation

Travel Time

Uehicle

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

L T N L L
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PERMNANE
PE:RHANE
PERHWANE
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Dispose 3 years after re-survey.

Dispose after { vear, if superseded.

Transfer to Library,
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3. Page of pages
6. : 7. : 8. Retention Period : 2,
Item Ho. : RECORDS SERIES TITLE AND DESCRIPTION 13, ~ th. ic, H . o

, : : Active : Storage : Total : Disposition Authority/Remark
369, i General Computer Program/Software Hanual : PERHANERNT :
370, i Hardware Configuration - Traffic Signals : PERHANENT :
374, : Intersection Code Number : PERHANENRNT :

372. : Inventory of Traffic Signals : : : : Dispose after 2 years, if superseded.
373. i Light Rail Transit System : PERRHANENT :
374, i Maintenance of Traffic Signals : PERHANENT :
:  Procedural Manual and Harrants : : : :
375. i Hajor Roads System : PERRHANENT S
376, i Manual : PERMANERNT :
: Pavement Harkings : : : :
:  Traffic Signals Lighting : : : :
:  Philippine Road Signs : : : ;
377, i Standards and Warrants Signals : PERRHANERNT :
: Bus Stops ! : : :
: L1ght1n% . : : : :
:  Pavement Markings o : : : :
i  Pedestrian Crossing Facilities : : : :
: Signals : : : :
378, i Summary/Plans : PEERHANERNT :
379, 1 Traffic Management Authority : PE:RHANENT :
38e. ; Transport Training Program : P E;R HAaNENT ;
Technical Proposals and Studies : :

381, Proposals and Studies : : Dispose 3 years after implementation,

hase III
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3. Page of pages
6. H 7. : 8. Retention Period : s,
Item Ho. @ RECORDS SERIES TITLE AND DESCRIPTION ta. . ib. ic. :
: ¢ fctive 1 Storage : Total : Dispesition Authority/Remark
i Traffic Hanagement Schemes Outline of ¢2 and (4 : : : :
: Signal Operation and Haintenance : : : :
382. i Computer Programs : PERHANERNT :
383, : Inspection Reports : a : : 2
i Daily , : : : :
:  Read Excavation : : : H
:  Signal Operation H : : :
384, 1 Job Order Tickets N P2
383, i Maintenance Schedule : 2 : : 2
: Pending maintenance work : : : :
: Signals Damaged by ficcidents ! : : :
:  Signal Haintenange (01d signals) H : H :
:  Traffic Control Parameter/Petectors’ Datas : : : :
386, : Signal Operations : 2 : : 7
i HMiscellaneous : : : :
387, ° : Intersection Files (every signalized intersection have : FPERRHANERNT :
: separate record for maintenance and H : :
: gperation data, : : : :
388, ¢ Lists : PERHANERNT :
: Intersections with New Traffic Signals : : : :
:  Persons with Telephone (ontroller Keys : : : :
: Uehicles Detectors and Source of Power : : : :
389, : Map Display Data File : PERMANERT :
398, Pedestrian Push Bution : BT

IR LT

PERMHANE

e we ke B R W N e




25" E A LT SROTRAT SN N S N TS SWEAPIEI Y SRR GRS AR S0 WA MPERE BERDIICR-ASIC 3 e 25 gy SV 1R T REY N SRR LE A P ST A T SRRV XD SR T SIS RV 7TV IE AR 3 R Vi

PONYAER IR 00 AT o Wl AR T QL AT IR VR RIS MG FONLN 00 B WA P P WRCE TV WY TSRS - RO TAARSTTRIREVT T SC RIS o4 Sebp s G il ] 35 LM Tt B0,

Prepared by?

ESTRELLA A./BANZANO
-  Hamd”

Chief, Records Management Division
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REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF PUBLIC WORKS AND HIGHWAYS =/
OFFICE OF THE SECRETARY N 73
MANILA

YT Rt

12 May 1993

DEPARTMENT MEMORANDUM)
) SUBJECT: Amending De ent Memorandum
Circular No. 63 dated A t 19’

CIRCULAR NO. 1988, Res Reconstituting Records

Series of 1993 ~ jj) Management Improvement Committee

XX mXmX =X X=X =X =X =X ) to Undertake Improvement of Records
Management in the Dem_x;ga_eni.

- In view of the retirement from the government service of
Mrs. CAROLINA Z. MANGAWANG, Assistant Secretary for Administration
and Manpower Management, the Records Management Improvement Committee
is hereby reconstituted to be composed of the followings

' Director III, Administrative =~ Chairman
and Manpower Management Service
Director III, Comptrollership - Member
and Financial Management Service
Director III, Legal Service =  Member
Director IIT, Planning Service - Member

Director III, Internal Audit Service = Member

Director III, Monitoring and - Member
Information Service

Bureau Director Concerned =  Member

Pro ject Director Concerned = Member

COA Auditor/Representative ~  Member

Chief, Records Management Division Secretary

The Bureau Director or Project Manager concerned shall sit only

with the Committee whenever the records holding of his Office is the
subject of the deliberation and/or evaluation by the Committee.



The Committee shall have the following functions and responsi-
bilities:

l. Plen, formulate and undertake the improvement of
records management in the Department proper including
but not limited to, the various Bureaus, Project
Management Cffices, Regional, RES, District/City
Offices of the Department;

2. Plan, formulate, coordinate and implement 2
Records Disposition Program with the end in view of
identifying and preserving records having permanent
value, €.g., adninistrative, 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, TFormulate a Records Retention and Disposal Schedule
and revise any schedule which the Committee may deem
fit 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 Management and
Archives Office the established Records Retention and
Disposal Schedule for approval.

Yhenever necessary, and as need arises, the Committee may seek
technical advice and assistance from the Records Management and Archives

Office in its tasks of improving records management in the Department.

In the formulation and establislment of a Records Management
Improvement Program for the Department, the Committee shall be assisted
by Sub-Committee which are hereby, likewise, recreated to be composed
of the following:

For the Central O0ffice:

Chief, Records Management Division « Chairman

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

Chief of Division where records are stored - Member
COA Representative - Member

For Regional Offices:

Chief, Administrative Division - Chairman
Chief, Records Section - Member
Chief of the Division/Section where -~ Member

records are stored



The Sub-Committee as created shall have the following functions
and responsibilities:

1. Assist the DPYH Records Management Improvement Committee
in the following areas of responsibilitiess

a) Plan, formulate and undertake the improvement
of a Records Management Program 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, PMO's and Regional, RES,
District/City Offices.

d) Up-date 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.

e) Submit up-dated Records Retention and Disposal
Schedules thru the RMIC, to the Reeords 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 Management and 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, DECS Department Order
No. 13~A, dated February 3, 1988, as enunciated in DPWH Department
Memorandum Circular No. 25, dated 19 April 1988, shall be used as
"Guidelines on the Decentralized Disposal of Valueless Records in
Government Agencies."

MPJH Memorandum Circular No. 40, series of 1984 and other
issuances inconsistent with this Department Order are hereby
superseded or amended accordingly.

This order takes effect immédiately.

I 1h/E¥YM /AT /ALE, /5EM /GSA
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