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For •. more effeotive maQ8g8llent,oustod3, and 41spositioa of
all o.aun:1cati0D.8, ooAtracts, and other valuable records and
documentsprodUcedand rece:Lvedb7 this Department in ocmn.ecticnwith
public transacti", and reta:i.ned 'tv' it as evidence of the organizaticn.,
objectiveS, tunction., policies, decisiOJ1S,procedUres, operations, or
other activities of this Departmentor because of the information.
contained therein, the followiag polioy suidelines and prooedUres are
here~ reiterated and established for striot implementation and
oomplianoe.

1. Gen.eralPolioies and Guidelines

1.1 For the full oontrol of inoomiAgand outgoing
cOllll1ltU1ioations,documentsand issuances, and to
insure prompt action thereon, effeoti ve
coordination. with the Records KaaagementDivision,
AMMS, 'bI' all Offioes of this Department inoluding
Services, Bure.s, Project ManagementOffioes, and
Regional and other Field Offices is here'b3'required.

1.2 To facilitate and ensure its implementation:

1.2a All inoomi.ngand outgoing communicatioaB,
issuances, documentsand records including
con.tracts should be coursed through the
Records ManagementDivision for registry.

1.2b As a general rule no iaoomiag oomalU'licatioaB,
documen'lliJand telegrams should be acted upon.
'b3'aotijn offioers unless offio:lall.1 received
and registered in the • • • Records Booksof
the Reoords ~ent Division.

1.20 Only internal mess4N1B81'sof the Reoords
ManagementDivision are authorized to deliver
all oommunicationsto offices con.oernedand
reeeived by their respective records clerks
for their appropriate action. ~
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l.2d The hc~ldcarrying of cfficial documents
by unauthorized personnel is strictly
prohibited. Henceforth, onl,y officers
and their dul,y authorized liaisons and,
messengers sllall be allowed to handcarry
such documents.

1.2e All completed staff action and outgoing
oorr~unications, documents and reoords,
shall be officiall,y released by the Records
Management Division, so that copy files mas'
be retained.

2. Telegrams for Transmission
2.1 All Telegrams for transmission shall be registered

with the Records Manag~nent Division before its
transmittal by the Communications Center to parties
concerned.

2.2 Telegram replies and Information/action takexl on
instructions sent through TELEX, should likoiiise be
registered \'lit11.the Division for delivery to the
offices concerned and to complete reoords on file
for future referenoe.

3. Gustody of FMD Infrastructure contracts and other oontracts,
&ld authentication of same.

3.1 The Records Iilanagement Division shall be the official
custodian of all Records of the Department 1I11tioh
includes approved original copies of corrtrao'ta whether
for infrastructure projects (PMO) service contracts,
personnel services, private janitorial and security
service contraots, and the like.

3.2 SUbject to COJl~rules and regulations, all approved
National PMO contracts shall be officially turned
over to the Central Records Management Division for
safekeeping, retention and future microfilming;
a certified/authenticated copy of approved contraots
shall be retained in the PMO Offices oonoerned.
However, -the contracts approved in the Regional
Offices shall be retained in -the Regional Offices,
but authenticated copies thereof shall be sent to
the Cen-tral Records IVlanagement Division for safekeeping.

3.3 The Chief, Records Marlagement Division or her
authorized representative shall authenticate copies
of contracts for reference/attachme,nts for first
payment of work accomplished by con-tractors and other
official conmunications for servicing to authorizedend-users.
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3.4 Inventory of PHO contraots since 'the creation of

the PMO'S concerned, shall be immediate1;y traJ:lsmHted
to the Hecords 11anagement Division for reference,
including those contracts transmitted to 'the ,ReQords
r!lanagement and p.rchives Office.

4. Records Retention and Disposal of Valueless Records

4.1 Records shall be disposed of periodically, usually
once a year, soon after a file break and nearest
the disposal schedule as prescribed.

4.2 The Records Nanagement Division shall determine andset its file br eake , audit ·the ac ti.ve and semi-active
records and transfer such inactive records to the non-
current reoords file for safekeeping. The file break
may be 'set at the end of the calendar year, generally
set during the slack periods of filing ~ldservicing.

4.3 lItheRecords Nail.agement Division shall pr-epar-ethe
inventory of the l\gency's records holdings in the
prescribed forms and shall prepare the diSPosition
schedule in accol'da.nce with the approved Records
Retention wld Disposal Schedule for substantive and
facilitative records.

4.4 All offices in the Department shall observe the
General Records Disposition Schedule prescribed by
the DPklH HNIC, as approved by the Records Iilanagement
and Archives Office in determining the disposal of
their valueless records.

4.5 Requests for disposal of valueless records held by
Offices in the Department shall be cour-sed to the
Chief, Central Records IVIanagernentDiVision, who,
as Chairman, Sub-Committee on Records Hanagement
Improvement ConunHtee, upon receipt of the request
shall appraise eUld examine the disposable records
of the requesting office and recommend to the
Chairman, DFjiH Records Illanagement and Improvement
Oommi ttee and the DireC'boI' of Records M.anagement
and Mchi ves Office, the manner or method of
disposal, and seek the authority to dispose thereof,
before any sale, using the prescribed Form. No office
shall destroy or sell any record without authority
from the Chairman, DP~f11 Records ~,lanagernentImprovement
Conunittee (milIO).

4.6 All records pertaining to claims and demands by
the Department either as a debtor or creditor and
are required to be audited by the Commission on
AUdit, shall not be destroyed or disposed of by the
Agency or its instrumentalities, under the authori-
za-tlon granted, .~ithout the necessary cleare.nce from
the COA, certifying among other -things, that the
records for disposal are not involved in any ease.!J
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4.7 The Department Records Offioer and/or the Regional

Records Officer, who is in oustody of the reoords
holdings respectively, shall be responsible for the
safekeeping of the valueless records until its
disposal is authorized.

4.8 To safeguard the sanctity of the records and to check
that the records to be disposed of are the same records
which were appraised and examined and that no insertions
have been done, the actual disposal of records shall be
witnessed by a representative of the Department of the
Records Nanagement and Arcm ves Office Mel the eOA
representative.

5. Authority to Conduot Fublic Bidding
5.1 'r\heDepartment shall conduct public bidding for the

disposal of valueless records once a year f'o Ll.owi.ng'the
pertinent provisions on publio bidding and awarding of
contracts of P.D. 1445; p,referably, the public bidding
should be conduoted totlards ·the end of the calendar year
so that the effeotivity of the oontract of the winning
bidder shall be in January of the following year.

5.2 The Records Mcwagement Division shall furnish the
Records Nanagement and Archives Offioe ':litha copy
of the contract of sale of valueless records.

5.3 A certificate of Disposal (Form 6) shall be prepared
in duplioate by the Records Nanagement Division and
.witnessed by the representatives of the Commission on
Audi t, Records Management and Arohi ves Office and of
the Department, upon delivery of the disposable r-ecor-ds
to the winning bidder.

5.4 The oertificate shall indicate the nature of the
records, the m~1ner, place and date of disposal (Form 6)
and their approximate volume in cubio meters and weight.

5.5 The original oopY is retained in the Records Management
Division, a copy is furnished the Recor-ds l{ianagement
arohives Office and another copy for the Cor.~ission on
Audit (COA).

5.6 Proceeds of sale realized from the sale of disposable
valueless records Shall be remitted to the National
'rI'easury.

, All orders, rules and. regulations or parts 'thereof, I"lhichare
inoonsistent her ejd, th are hereby repealed or amended accordingly.

'rlrisDepartment Order shall
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