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DATE December 1,2020

SUBJECT: SUBMSSION OF INVENTORY OF RECORDS AS OF NOVEMBER 30, 2020

I In order to update the lnventory of Reoords of Ste Division Office pursuant to the
implementatron oflhe RA No.9470, orherwrse known as lhe Ndt@naiAtuh\e\ALtoJ r00'. thts
Oftce hereby duects ali concemed to furnish the Records Unit Jzven tory oJ Reconlskeptby :i.ek
respective oIfices.

2. Records inventory and appraisal are conduoted to identi&, locate, aDd determitre fie
volume, age and rzlue of agency records which wiII bc vital factcrs ir their fiaal disposition.

3. Each div$ion (CID, SGOD, OSDS) shall prepare a consolidated report using the
enclo$ed NAP Fo n 1: Recotds Intenlory and Apyaisal ar,d sibmit to the R€cords Unit on or
before December 15, 2020.

Queries relative to this can be relayed to Florabetle R. Porras, AO-IV of the Reco'rdr
Unlt
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CONVERSION TABLE: VARIOUS RECORDS FORMATS
TO CUBIC FEET EQUIVALENTS

TYPE SIZE VOLUME CUBICFEET
Slrggtq olPapr Letter-size 3000 1.00

Recods Storage Box
Records Storage Box
Rec-ords Storage Box

Standard
Large/Letter-size
Large/Legal-size

l0"x
I0"x
t0"x

l2"x I5"=
l2"x 36"=
I5"x 36"=

I.00
2.00
2.50

Standard File Cabinet

Lateral File Cabinet

L€tter 8 %"xt I "
Legal 8 %"x14"
Le[ter 8 %"xl l"
LegalS Y,"xl4"

t full drawer
I full drawer
I full drawer
I full dmwer

1.50
2.00
1.25

4.00

Shelf Files (15"x36") Letter 8 %"xIl"
L9sal8 Yi'xla:

I tull shelf
I full sbelf

3.0
3.40

Open Shelving Letter E %"xl l"
Legal E %"x14"

36" long
16" long

2.4
3.0

Microfilm l6mm x 100'
35mm x l0O'

90 reels
44 reels

00
00

Index Cards 3"x 5"
4"x 6"
5"x 8"

12.000 cards
6,000 cards
4,800 cards

t.00
1.00
1.00

Computer Print-outs 2l"x 15" I0 inch stack : 1.00

General Formula
To convert measurements into Cubic Feet, use the following formula:

1. Measure (in inches) and then multiply the item's Leneth x Wj-dIh x
Height

2. Divide rhe total by 1728 = cuBlc FEET per item.

**One cubic foot of records weighs about 30 lbs. dry & >50 lbs. if wet
One ton ofrecords equals 70 cubic feet.

1 Cubic loot (ft:t) is equal to 0.0283168466 cubic meter (m3). To convert cubic toet to cubic
meteE, multiply the cubic foot value by 0.0283168466 or divide by 35.3146667.


