DM - 2023 -04-c0g

DEPED MALAYBALAY CITY Diis -
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REGION X- NORTHERN MINDANAQ
DIVISION OF MALAYBALAY CITY

DIVISION MEMORANDUM
No. OC8 s 2023

TO: Asst. Schools Division Superintendent

Chief Education Supervisors and Staff (CID and SGOD)
OSDS Unit Heads

Public Elementary and Secondary School Heads

School Administrative Officers 11

School Registrar/Records In-charge
This Division

FROM: VICTORIA V. GAZO, Ph.D., CESO V
Schools Divisfon Superintendent
DATE: January 6, 2033

SUBJECT: ANNUAL INVENTORY AND APPRAISAL OF RECORDS

1. The Department of Education, Records Division, annually conduct Records Inventory
and Appraisal in compliance to RA 9470 (National Archives of the Philippines Act of 2007).
In view thereof, this Office, through the Records Unit will conduct Records Inventory and
Appraisal as of December 31, 2022.

2. Records inventory and appraisal are conducted to identify, locate, and determine the
volume, age and value of agency records which will be vital factors in their final disposition.

3. All concemed are instructed to accomplish the attached NAP Form I: Records
Inventory and Appraisal. QMS records reflected in the Quality Records Matrix kept by cach
section/unit in the Division Office shall also be reflected in NAP Form 1. QMS Deputy
Records Controliers are requested to facilitate the conduct of inventory in their respective
divisions and shalt prepare a consoltdated report. Deadline for submission of NAP Form 1 to
the Records Unit of this Office is on or before February 17, 2023.

4, Retention periods of records are indicated in the enclosed DepED General
Records Disposition Schedule (GRDS) and NAP GRDS common to all govemnment offices.
5. Queries relative to this can be relayed to Florabelle R. Porras, AO-1V of the Records
Unit.

Enclosures: NAF Form |
DepFEd GRDS, NAP GRS
Volume of Records formwla

Purok 6, Casisang, Malaybalay City
Telefax {088) 314-0094
Email; malaybalay.city@deped.gov.ph




NAP Formt Mo, 1

NATIONAL ARCHIVES OF THE PHILIPFINES ASENCY ORGAMZATIONAL UNIT TELEPHONE NO.
Pambansang Sinupan ng Pilipinas
ADDRESS PERSON-IN-CHARGE OF FILES | DATE PREPARED
RECORDS INVENTORY AND APPRAISAL
RETENTION PERMID
VOLUME IM LOCATION OF TIME VALLIE UTIUTY VALUE
RECORDS SERIES TITLE & DESCRIPTION PERICO COVERED FREQUEMCY OF USE DUPLICATION TP Asen /£ /1] Are - DISPOSITION PROVISION
see artached Depltd & NAP see affice daily, name of  |tempora ";"':'f"‘-"""f v refer |refer |refer (refer 1o RIS
. ache . shedp agene v
GRDS for reference “ltac ‘,“" ared- weeklv,  |office PVOr  bertiorm s o to 1o
sampie : . ' ol el N O|RDS RS
shelf. monthly, |within perman :r‘“’”;” works, ; 1DS 1R RIS
. - . . Tscal financi
cabinet or |vearly or |SDO: ent e tion ohlig
storage as needed |School frefer to | of
. e avencvi fegaf
roont- where RDS) | sdonce uf
shelf, box duplicate fegally
. y enforeeahfe
- !
Of recor: rivlies &
s also ohiivations of
wen't) o
kep’ archival freflect
historical event,
poodficivs et
condid B sixed ay
Posis of
Fescaroit
LEGEND:
TIME VALUE: T - Tamporsry P - Pormanent
UTILITY VALLE: Adm - Administrative F - Fiscl L - Legat Arc - Archivel
PREPARED BY: Reviewed by: Approved by:
Name arxt Position Division Chief Schoots Division Superintendent




NAP Form No. 3 Accomplish in 3 Copies
Revised 2012

AGENCY NAME:
NATIONAL ARCHIVES OF THE PHILIPPINES
Pambansang Sinupan ng Pilipinas

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS | ADDRRESS:

DATE: TELEPHONE NUMBER: EMAIL ADDRESS:

RETENTION PERIOD
AND PROVISION/S

ITEM NO. RECORDS SERIES TITLE AND DESCRIPTION | PERIOD COVERED COMPLIED { If Any )

LOCATION OF RECORDS: VOLUME IN CUBIC METERS:
PREPARED BY: ( Name and Signature } POSITION:
CERTIFIED AND APPROVED BY:

This is to certify tht the above-mentioned records are no longer needed and not involved nor
connected in any administrative or judicial cases.

Name and Signature of Agency Head
or Duly Authorized Representative




MarcH 23, 2009

OFFICIAL GAZETTE

NATIONAL ARCHIVES OF THE PHILIFFINES
Fambansang Sinupan ng Plipines

GENERAL RECORDS DISPOSITION SCHEDULE

Saries 2000
ADMBIRTRATIVE angl
MANASENFNT RECORDS
t Acknoaiedgement Recsipia To b fled with apgeoprists records sevise

10

"

12

13

Dinsctories of Employeas/Oficiels

Issusnoes
lesund by or for the haed of agenoy
dooumaniing policlesAunciions/
pogeave of the sgency

losuad by or Jor the head of sgenty

roflecing roulingry information or
insinuclion

Lints
Anpociations
Commilisss
Cooperatives

1 yaar provided 1 copy Is retsined for
relarence

1 youar

1 your

1 your

PERMANENT

To be flad with sppropvisie reconds series
2 yoars sher sctad upon

2yoars
2 yoors sher auperneded

PERMANENT If implamaenied, cthenwise
Seposs sher 5 years from dete of sacond

& montha

2 yours shar acted upon

PERMANENT

2 yours afer superseded

1 ysar sfter updeted




1730 OFFICIAL GAZETTE VoL. 105, No. 12
cont. 14 | Lisis 1 yoar sfter updmted
Daonors
Mailling
Transmital To be Sec with approprists recovds serioe
Otihers
15 Loghooks
ncoming/Oulgoing Comesponciences 2 yours after dale of lest entry
Visitors
Ordinary 2 yoars aftac date of last entry
wiP PERMANENT
Others 2 yaars aftar dete of lagl enyry
18 Marasaly PERMANENT
17 Meetinge/FProcesdings Flles
Agenda ¥ yoor
M
BoardExstutive Commitieo PERMANENT
Staft 1 yoar
Notices tyear
18 Oficial Gazeties: PERMANENT
19 Porrnits 1 yoar after renewed/iexpired
.+ ] Plans
Action/MWork 3 yoars after implamented
Others

21

2

Press Reloases (About or by the agency)
Programnes

Work
Cthers

Proposals
Publicalions {Record Set)
Reompantzation Records
Raports
AnnualiSipecial
Others

PERMANENT if implemented, othwrwise
dispase 5 years from dete of macond

3 yoars

PERMANENT ¥ implemented, otherwiss
dispoes 5 yewrs from dete of record

PERMANENT if implemanied, otharwisg
disposs 5 yeary from dete of record

2 yoars aher incorporated in the Anmizad




MaRrcH 23, 2009 OFFICIAL GAZETTE

173

1,“% RECORDS SERIES TITLE AND DESCRIPTION AUTHORZED RETENTION PERICD
27 | Requests 2 yeors sfier acked upon
28 | Sips 1 your

Locsior
Permission
Routing
29 Speschas (Record Sat) PERMANENT
a0 Standard Operating Procedures {SOP) PERMANENT
n Talegrams 1 yoar sfer aced upon
2 Trip Tickets 1 your
IUDGET RECORDS
a3 Allotmant Fiiles
Advices of Aloimant (AA) 3 yours
Ganerst (GARO)
Specisl (SARO)
Obiligstion Request/Siips (ALOBE) 3 years
Pan of Work and Reguests for Allotment A ysars
Regiotries of Aiotment & Obligations (RACY 10 years
Capital Outtay (RADCO)
Financial Expenses (RAQFE)
Mainisnance & Other Opersting
Expanses {(RAOMO)
Personsl Servicm (RAOPS)
Recuests for Obligation of Alsimant {ROA) 3yeurs
Statements of Alloiment, Obligalions & 3 years
Balances {SAOB)
Statements of Appropriations, Alokment & Iyeers
Advice (SAAA)}
M Annusl Budgets 3years
35 | Budgat Esimates including Anslysis Sheols 3yesns
and Esimates of income
Programs
Sources of Finencing
7 Budiget lesances { Thoae used ae authority 10 yoars
for agency transacions)

3 yoars




1732

OFFICIAL GAZETTE Vex. 108, No. 12
Im RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
30 Budgetsry Celings 3 yourn
40 Cash Allocation Celinge/Notices of Cash Allocation 3 yoarn
41 Certiications of Fundls Avelinbiity 1 yoar
Q2 Genewl Approprisiions Acts Iysann
43 Organizations! Performance indicator Framework (OPIF) | Permanem
“ Physical Reports of Operations 3 yesrs
45 SpecielVSupplemental Budgels 3 yoars
48 Work and Finencial Plane Jysars
EINANGIAL AND ACCOUNTING RECORDS
47 Absyacs
Daly Collaciions S yoars
Daposits and Trusl Funds 5 yaars
Gongrul Collsctions S yoars
SulrVouchers: 2 yoars
“ Advices
Checke lssusd & Cancelled 4 yoars
Remittance 10 yoars
49 Annual Staternanty of Accounts Payable PERMANENT
50 Audiior's Contract Cande Sysars
£ Authorities for AOwarcee 2 yoars sfRtor Warminated
52 Authorizaiions 1 your sfter sapinad
Ovarlirwe
Purchass of Equipment/Properly
Transter of Fund
Travel
Othwrs
53 Bank Slips 10 youars
Deposits
Ramitiances
54 By 10 yoars sitar seltied




MarcH 23, 2009 OFFICIAL GAZETTE 1733
l bnd RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
55 Bonding Flies
Aciion 2 yeers
Applicatiora/Requests Syears
Fidelty/Surety Bond S yours aflar aupirecdAnrrminaied
Ivdemnity for eus of Dus Wamant 3 yaars
56 | Books of Finel Enkry PERMANENT
Ganersl Ladgers
Subsidiary Ledgers
57 | Books of Original Entry PERMANENT
Cash Disbursarment Joumnals
Cash Journele
Cash Recalpts Jounasis
Check Disbursement Joumnals
General Jowwnals
Journsly of Analyels of Oblgelion
Jourrsis of Bl Rendered
Journsis of Chack insusd
Journais of Colisclion and Deposit
Journeis of Disbursament ty Disbursing
Oficar
5 Cash Fiow Charm PERMANENT
50 Cartiicates
Seliement sx) Delances 10mmmm
seitied and not iwoived In any cese
Shortages 10 yours after saltied
o0 Chaims 10 yoors alter selliac
nsurance
Heslth Boraits
Hospital
81 Checks snd Check Stubs 10 yosrs provided post-sudied, inglly
solled and not invoived in any case
a2 Daily Cash Flow 3 yours
<] DCally Stalprrant of Collactions S yours
o4 Expense Ledgers PERMANENT
a5 Finenciel Siisments PERMAMNENT
Belence Shesls
ncome Stelements
Staterrwnis of Cosh Flows (Anual)
Smements of Operalion




1734 OFFICIAL GAZETTE

o7 Joumal Entry Vouchers

a8 Uisis of Remittances
Loans

Pramiums

80 Lopbooks of Ganeral Funds

T Monthly Setéements of Monihly Subsidiery
Ladger Salance

Tt Nolices

12 Oficie! Cash Books

e} OMicial Cash Books for Bank Cawh Book
74 Oficial Raceipts

81 Radiefs from Accountebitiy

Voi. 105, No. 12
*n:ml RECORDS SEFIES TITLE AND DEBCRWTION AUTHORIZED RETENTION PERIOD
66 Indices of Payments
Craditors 5 yoars
Employees 15 yars sfter retired/sopansted
Sundry Peymants by Checke/Warrants PERMANENT

12 yoars provided post-sudited, nally
seitiad snd not invoived in sny case

PERMANENT

3 yoars after date of kst entry

2 years

3 yours sher sotiad

PERMANENT

10 yaars provided post-sudited, inally
sestied #nd not levolvad in any case

10 yoars

10 yoars provided post-mxiied, Anally
setiied and not involved In eny case

10 yoars

10 yoars

10 ysars provided a copy is Sied with
201 fins

3 yoars sher cash had been axamined

10 yoars

3 yoars provided post-audited, knally
sattied and not invoived in sny case




MarcH 23, 2009

OFFICIAL GAZETTE

1735

“:':'m RECORDS SERIES TITLE AND DESCRIFTION AUTHORIZED RETENTION PERIOD
coot 82 | Reports
Colaciing & Disbursing Oficens 10 yoars provided poat-audited, fnally

Chacks lasued & Cancelied
Cokiactions & Deposits
Disburspments
Dally Cash Reports
Licuaicimtions
Monthly income
Overdrafis andg Misuss of Trust Funds

Putly Cash Replanishments

Schedules of Accounts Recelivables

Treasury Chacking Accounts of Agency (TCAA)

Sattind and not invotved in any case

S yours

10 yours

10 yaars

S yoors sher cass had boen sellied or
rninsted

10 years provided post-sudited, fnally
aattied and not invalved in any case

Jyoans

10 years

10 yours
10 yaars

10 yoars
10 yoars

10 yours
10 yoors
10 yours

10 yoars provided post-auxiind, finally
satiind and not involved in any cass

10 yoars sfer Annusl Financial Report
had bean published

10 yours sfter Anvwpal Finencial Report
had been pubiehed
2 yours sl coreciideled in the Annual

10 yeors shar Anrusal Financisl Report
had been publishac

10 yoars after Annusk Financial Report
had been published




OFFICIAL GAZETTE Vou. 105, No. 12
| el RECORDS SERIES TITLE AND DESCAIFTION AUTHORIZED RETENTION P00
" Vouchess, including Bills, iwoices & Other 10 yoars prowiind post-emaied, fnely
Supporting Dooumeants sultled and not ivolvad in any case
Disbursemanin for COA & Accounting ORca/Depariment/
Jounals Otvision/Bacon/Unit. Al other coples
Patly Costy depoes e 1 year.
Relenbursemant Experse Recelpls
Trawelling Expansss
AN REROURCEFENBONNE.
MANASENENT RECORDS
-] Annusl Sussvry Reports for Repiacement S yoars
Program for Non-Elighiss
o Agplicetions
Esmployment 1 your
Lesve of Absance and Supporting Docusents 1 yuar sher rcorded in the eve cerds
Ralief of Accountshilly S yours aler separstad/relired
Retirementifanignation 1 your
" Andance Monlioring Sheels 1 your
] MahoriinaRequasie 1% Crests or FR 2 yours after vecant posiions i been
Vacent Poslions Wed up
o Cariiicalions 1 yaer
Employmant
Reakiency
Service
Othars
90 Comparative Dste Malrix of Empioyess 2 yoars
2% Dully Time Records 1 your sher duln hari hoen postad in
loarve cards and post-eadiied
100 Empioyes interview Racords 1 yaar
101 Handwriling Specinwna/Signekee PERMANENT
W2 Job Order Employsrant Conltracts § yoors sfier tavinated
103 Lasve Credit Carn 15 yoars sler separsiadivetired
104 | Lists of ElgltisaMon-Righiss 1 yosr sher updeted
105 Logiwaoks
Arrivel & Departre of Empiovess 2 yoars sfar dete of iast eniry
Allandgnce 1 your provided lsave arnvd undirimes
e posied In ihe leave cart
Closrunces lssued 2 yanrs st dute of Jaat enfry
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OFFICIAL GAZETTE

1737

107

110

M

H2

113

114

115

118

Madical Ceriicaies in Support of Absence

3 yours sher absences hed besn
racorded in leave coards

15 yoars sller sepersindiratived

PERMANENT whils oihwr coples disposs
aller 3 yours

3 yours
S yoars afler superssded

1 your sfier actad upon

osdrer—=s



OFFICIAL GAZETTE VoL. 105, No. 12
l thiamnd RECORDE SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
17 Reports
Examinefions 2 yours
Personnet Actions PERMANENT
118 Retguasis 1 yasor sher acted uponichesred
Accumuiasted Lesve Credin
Approvel on Promotions
Bonding Oficisle/Employsse
Changes of Stk
Relnstalements
Translen
119 Sslary Standerdiration Records 5 yoars aflor superseded
120 Stalfing Pettems PERMANENT
12t Sarvice Carde PERMAMNENT
F] Staternents of Assats and Lisbiies 10 yoars
LEGAL RECORDS
123 Administretive Cases T yoirs sfier finally setied sxcept
Dacisions which are Peymnenent
124 Afficiavile 1 yoar sftor purpose haut bean saeved
128 Asticies: of Incorporation/By-Laws PERMANENT
1268 Complainte/Protests S yoars sher selfied
127 Contracts 5 yoars afior renewed/Asrminated andior
finaily saitiad
128 Dacisions PERMANENT
129 Deads PERMANENT
Donation
Sale
130 Legal Opinions PERMANENT
131 Memoranda of Agresmenidnderstending PERMANENT
132 Pwillons 5 yoars sfior safiied
123 Reaolslions PERMANENT
et Special Powers of Allormey 1 yoar after purposs had been served




MarcH 23, 2009

OFFICIAL GAZETTE 1738

RECORDS SEFERS TITLE AND DESCRIFTION

13

1%

1

138

14

W2

144

148

144

7

3

3

3 yoars or 10 be fied with approprisle
coe

1 yoar sl aquipment had been Feturmed

3 yoars

S yours sfer coniract of winmer hed
besn terminslediestiied, ol daposs
sher 1 yoor

2 yours alir dalvary had been accepted
3 yoars slfr dute of st eniry

10 yeors if sttached o voucharns,
ciherwiss, depoes wier 2 yers

2 years sher equipmant had besn disposed
1 yuar after propesty had been disposed

1 your after uprdeied

1 yoor aftar updetad

3 yours sfiar issuance of cleerance had
been lerminalediefier gropeety fud
basn relumed

5 yours

1 your
5 yours

1yoer
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OFFICIAL GAZETTE VoL. 108, No. 12
Wospen|  RECORDS SERIS TITLE AND DBSCIIPTION AUTHORSZED RETENTION PRAIOO
151 | Property Care PERMANENT
152 | Purchess Orders 4 yoars
183 | Purchass Requests 1 yoar
154 Queries on Prices of Ariicles, Additional 1 your
Funds 1 Mest Quotations
168 | Reports of Waste Materieis 2yeers
150 | Requishion and issus Sipa/Requisiton lesus 1 yosr or fle with approprists records
Veuchers series
157 | Snipping and Packing Lists on Neme Purchesed 1yoar
158 | Suppilers ientiicalion Ceriicaies with 2 yours siter ronewed
150 | Suppiies Adjustment Shests 1 yoor ofter post-aumied
160 | Supples Avallabilly inquiries 1yowr
161 | Supplies Ledger Carde 5 yoars
162 | Supphies Purchase Journals 5 yours
IRANING RECORDS
" Cslendary 1 yoor sler supsresded
164 Coutes Dealgra/Outines/Syliabi 1 your sl supersedad
165 | Meslatels PERMANENT
wm
198 | Resource Spesier Profiss 1 yoar sher superseded
167 Schedules of TrainingSemin 1 yoor aler suparseded
108 Survey Evalusiion Questionnaires t yoar after dats had been svelusted
100 | Training Hendouls 1 your after supsraaded
170 | Training ProgramePlans 3 yoars afier superseded
171 | Training Reports 2 yours
172 | Workshop Resulls 1 your




Original Lattery

6 CALAMITY RECORDS
T CERTIFICATES OF APPEARANCE
8 CERTIFICATIONS
Cartiications, Authentications and

Variications {CAV)

of Gradyation

Diplomnas
Studerst Rlaport Cards (Form 137}
Special Ordess
Emplayment and Salary
Envrolirmwnt

Gaood Moral Character (ssued by
Superintendents) .

1 yaar

2 yaars

1 yoar

2 yoars

FPERMANENT

PERMANENT

2 yoars
1 yoar

1 yoar

2 yours
1 yoar

1 yoor

To be fad with apprapriate
recond seties

Aler gradusiag

Page _1_¢i _th_Page




7, RETENTION PERIOD

0. REMARICH

"

12

13

14

-]

18

i

%

PE

1 yamr

RMANENT

1 yaar

PERMANENT

PERMANENT

2 yoors

PE

2 yours

2 yours

2 yaurs

1 your

PE
PE

PE

RMANE

RMANE
RMANE

RMAME

2 yanrs

NT

2 yaary

2 yoars

2yaany
1 yoar

NT

KT

NT

To ba Sied with sppropriste
Aflar acted upon

Alwer mperseded

ARar suparsaded

To ba Med with approprinte
records serias
Afinr actad upon

ARer upaied

Paga 2ol Ml Pagme




+ (TEN NG,

L BENARS

)

27

SEMINAR / WORKSHOP | CONVENTION
INVITATIONS

SOLICITATIONS
SPECIMEN SICNATURES
TRAVEL / VISIT FILES

Foreign

Lotsl

General Services

FUEL CONSUMPTION REPORTS
JOB ORDERS

STATEMENTS OF ACCOUNTIRILS
{PASS, PLDY, Elaciric, Waler)

TRIP TICKETS
UTILITIES AND SERVICES RECORDS
VEMICLE INSURANCE AND REGESTRATIONS

PE

1 yasr

1 yoar
PE

1 your

T yoar
1 yuar

5 yeors

1 yoor
1 your
1 your

1 yuar

1 your

3 yours

RMANENT

1 yoar

1 yaar
RMANENT

1 yoar

1 your
1 yoar
5 yoars

1 yaar
1 yoar
1 your
1 yoar

1 yoar

3ywars

 implemeniad, clherwise,
dapose aler § yaary from
date of recong

Anar setthed

Adlar aquipiment had been

Pa00 3o W Papin




" 3 WER MO,

L Asmanwy

FIMANCE MAMAGEMENT
48 | CERTIFICATIONS

Lost Chcks

PERMANE

1 your

1 your
PERMANE

I yonr

2ynars | A hot bewn dia
5 yuars
10years! Provided project is complated
WE waithed
.
1yaar | Aler aguwted
4 yuary
1 your
NT
2 yomrs
1yoar [ After property hes been
Petamyed
1 yoor
NT
1 yasr

Tysar | Afier property has been
T

Vysar [ Aber updsied

Fuge 4ol 16 Page




5. ITES NO.

¥, REYENTION PERIOD

o RENARYS

47

1

FINANCIAL STATEMENTS
Balance Showts

Staternats of OpersiionAncome
NOTICES OF CASH ALLOCATIONS
PAYROLLE | PAYROLL SHEETS

5 yourn

PERMANE

3 yours
§ yuors

R

REMITTANCES (G813, HMOF, Phitiesi)
ANehdicun e m e

5 pilires:

5 yonrs

5 yaars

S yaos

10 youars

NT

3 yours
10 ynars

H) ytre

PERMANENT

 yanry

» yoinn

3 yoars

10 yuurs

B s
0 yaars
8 yaure
4 yowrs

10 yours

Provided post-sudited, Snally
saltiad and nol ivvolved in
any case

Provided posi-audited, finatly
Seied and ol involved
in oy caky

i AR - EDCE VOt
ot Do Pubinthunt

AR SUpRraaies

A Suparvaced

Provided post-mudited, Rnally
soied and ol involved
in any case

Page $af 13 Pagm




7. NETENTION PERSOD

57

a1

83

Jousnals of Collecons and Deposits

mumwm

Officers
CONSOUIDATED ANNUAL ALDIT REPORTS
NOTICES OF TRANSFER ALLOCATIONS

QUARTERLY STATEMENTS OF CASH
ADVANCES

TRIAL BALANCES AND OTHER REPORTS
Cumulsiive Rasults of Operalions-

MonthhyQuarterty Trial Balences

Praliminay/Finet Arpwus! Titl Balances
Accouniant's Copy

Auchior's Copy
Regionat OfMca Copy

PrefPost Closing Trial Balances
Hnigat Recorsie
AGENGY BUDGET MATRICES

BUDGET CIRCLALARS AND ISSUANCES
BUDGEY PROPOSALS & SUPPORTING
DOCUMENTS

GENERAL APPROPRIATION ACTS

MONTHLY CASH PROGRAMS

2 yours

PE

PE

PE
1 your

5 yoars

PE

2 yuary

5 years

PE
5 yaara

5 yaurn

I yors
5 yomrs

2 yours

Ayearn
3 yoars

AMANE

RMANE

RMAME

5 ymors

RMANE

5 yaans

RMAMNE
3 yours

5 years

2 your's

NT

NT

NT
.1”-
10 yners

NT

2yours

10 yuars

NT
0 yaars

5 yawrs

3 yours
10 yaarz
3 yours

3 yoars

AR barminatad

ARar conaciciaing in the
Annal Firancial Repon

Afar A I Fi 2l R
has baen publiched

Afar Annusl Financial Repon
HEs baen pubkshed
Afwr Annual Financiai Repon
hes baen published

e

Page 0of Wi Fages
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7. RETENTION PARIOD

4. REMASNE

&7

Fal

72

7

T4

Eed

s

QBLIGATION REQUESTS
Pﬂmmwm

Anvwsal
Monthly / Cuartersy

LUISTS
HEALTH AND NUTRITION Parsonnei
Dummuu-ma&m..

IMGMCARTAGWHEALTH
WORNERS

3 yours dysarz
3 yoors 3 yoars
Syaers | Sysan 10 yoars

Sysan 5 yoars
3 yoars 3 yoars

3 yesrs 3 ysann

¥ yoar tyoor | Afer enewss

Syears | Sysan 10 yours mm.lmly

Syoars | 5 years 10 yoary Aﬂwda.dhﬂm

Sysans | 5yeary 10 yaprs

2 yoary 2 yaann

1 yeor 1 yoar ARer updaled

PERMANENT

PERMANENT

PERMANENT

Pupe Tof Wi Pogas




7. REVENTION PRROD
S MTEM
WAL & NECORD SEMED TTTLE AND DESCAIPTION = 2 REMARKS
\ L 1} mrnemuaecomeor
. PERSONNEL / ATHLETES
' Dantal 7 Medical Carde PERMANENT
; Heallh Profles PERMANENT
Laborsiory Resuts 2 yoars 2 years
a2 SCHEM_ESOFNUMNI) Int_ 1 your AR uptieiad
1 mmcmrm PERMANENT W impberrniad, otherwics,
mwmmm cebe of record
Nuirlion Prograrmes
HUMAN RESOURCE MAMAGEMEST
mmm
] ANNUAL SUMMARY REPORTS FOR § yours 5yeers | ARer soparatet¥rating of
REPLACEMENT PROGRAMS FOR conoemed amployoe
NON-ELIGILES
as APPLICATIONS | RECOMMENDATIONS tyor 1 yar
FOR EMPLOYMENT
%6 APPLICATIONS FOR LEAVE OF 1 your Tysar | ARer recorded in Lesve Carce
ABSENCES
Maternity
Parentsl {Solo Parent)
Patarmity
Privilege/Speciat
Rehabiitation
Sick
Study
Termina{
Vacakon
Viclence Against Women and
Childran (VAWC)
Detalla
Stations
87 AUTHORITIES TO FILL VACANT POBITIONS | 2 yanre 2ysars | ANar peeilion hes Been fMsd vp
» CLAMS ON ENPLOYEES COMPENSATION] 3 yairs | 3 vears | 10 yamrs
o CERTIFICATES OF ELGINLES | 2ywnrs {2ywea| .
9 | CONTRACTS TOTEACH 5 yoars {syen
91 | DALY TME RECORGS 1 yaur t yoir
@ | EOUNALENT RECORDS FORMS | Byesrs § yewrs
83 | J08 OROER CONTRACTS 1 your yem
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7. AETRNTION PiA0D

Antive

Bomgs

Yol

97

100

mn

02

a3

LEAVE CARDS

LETTERS OF INTRODUC TION
MEDICAL CERTIFICATES DUE To
LLNESS

MEMBERSHIP FiLeg

Farlonmais ating Carde 5

PERMITS TO STUDY/TEACH
l{m&muaxou!ﬂsam#lﬂ»
Appoinimenis
Approusis of Fairesnem,
Awanis
Changs of Blgies
Oasignations
Dropping from ;e Rols (AWOL)
FirsLast Day of Service Carifications
Notices of Selary Adjustment (NOSA)

Noticos of Step incremaent (NOS1)
Quaihs of Qe

5 youry

2 yoars
3 yours

1 yoar

1 yomr
T yaar

5 yours

PERMANENT

yoars

t yoar

PERMANENT

10 yoars

10 yours

15 yaars

2 yuars

3 yoars Afer sbaences have ean

fccrded i Lesve Cargy

2 yobrs

7 yoar

5 yoary
1 yoar

1 your

Mg renpwetiermicins

A rerawisc i ninsted
Adiat retivpd/separated

t yoar
15 yoars

Other copies diaposs aler
3 yours
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3. ITEN N0,

& ABOORD SR TITLE AND DESCRIPTION

04

105

108

0r

08

1

12z

12

134

115

POBITION ! ITEM FILES
Conversion

Raclasaication and Tranafer
Requesis Jor Posilion

PROMOTION RECORDS

PUBLICATIONS OF VAGANT POSITIONS
Filing up of Positions

RECORDS OF SERVICE CREDITR

SCHOLAREFS FILES

On-tha-Jobs Traivees

Shucieras

Tomchers

OF

arnuwmmcnoauuemmunﬁtn
NETREOTRAMIFERRETYSEPARA
FERSOMNEL
SERVICE CARDS
SERVICE RECORDS

STATEMENTS OF ASSETS AND
UABRMES

2 yours
2 yoars
1 your
2yoms

4 yoary
1 your

PERMANE

2 yours

S yoars

PERMANE

4 yours

5 yaars

S yanry

3 ysers

2 yawrs

2 yours

1 yr

2 yours
4 youry
1 yoor

NY

2 yours

) yaers

NT

7 yeory

5 yoars

Alter vacant posiion has been

ARG viscan posiion hues been
fAed
Aﬁmn.‘“

finishing Fu Wew
::.ﬁunﬂn-uh

upctoted peovided &
ntznmnnnhln

i

Ay Gnally selod axcepl
Ducisions which ars Pemranent

ARar fnally setted
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" Mg & RECORD SENE TTTLE A40 D s TION T NETERGH )
Asive | Thavage Vo b REmANE
L. CONTRACTS OF
] SERVICES (Cotrect | € yeary Syoars | Ader reresi
Relsladt Papary) - and finally solied
nr cmnecmormue:m
DATE PERMANENT
Stdents :
18 DEEDS (Acquisition of Boaka/T: P
Adts and A saching ERMANENT
Sala
" MEMORANIL OF AR AMOK RS TANGING PERMANENT
mmmm
SERVCES
w mwm & yogn & povan
N WMFWBWT PERMANENT
MANUALS
122 mvemomesorsumm 1 b Aler
VENTC yoor your supersaded
123 SUMMARIES OF ESTIMATED COST 5 yaary S ysnen
OF REHABILITATION
Baxic Education informetion Services
124 GOVEM?INFOMBAE&D PERMANENT
SCHOOL PROFILING SYSTEM
PROJECTS
125 REQUESTS FOR DEMOLITION AND PERMANENT
REPLACEMENT OF SCHOOL
BUWLOINGS
128 SCHOOL BUILDINGS / FURNITURES' PERMANENT
PLANS AND SPECIFICATIONS
2r SCHOOL BUILDING PROGRAMS
Lislings of RED and BLACK Schools | 5 yean 2 youry
Budget ASocalions
Rucussts for Conplrucion
School Based Repeir snd
ginanancs Schame
Sis Ownership PERMANENT
S Oevelopment Plane PERMANENT
128 SURVEYS OF WATER & ELECTRICITY PERMANMNENT
FACILITY ASSESSMENT PROGRAMS
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m

132

133

134

139

Syoars | 5ysnrs

3 yors

PERMANE

2 yours

PERMANENT

PERMANENT

10 yours

3 yoars

NT

2 years
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7. MITENTICH Pasecn

& rARcy

CoML 135 |

1

e

1»

141

142

143

Mansgement Actiang Audit Finings
*ﬂﬁnnda;Lmu

Ervalimgrt and Aisedance
Nurbers of Teachers and Biutenis
Schools

Swistice Buneing

SCHOOL MANAGEMENT

ANernstive Loarning System

ACCREDITATION AND EQUIVALENCY

TEST RESLATE

ANSWER SHEETS
Usad

Unuead
ADMINISTRATIVE-BASED DATA (M)

ANNUM. ACTION PLANS

Lists of Target Cllania
Targel Arane

CAPABILITY BURDING PROFILES

Balk-Fasrsin Pars 38 Oukof-Schoot
AduR (BP-O8A)

NT

1 yoar
NT
t Yy

3
PERMANENT

PERMANENT

NT

8 mewvhe
8 monihe

T

NT

NT

NT

8 monthe

RMANENT

thuﬂﬂuhh-im-q

*mhwm

Providad resus have been
Db daial gl Moty

Fotain atesst 2 sets provided

e oviginel Is ket permmnently
in the diskela/cd
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. 143

143

Ll ]
w7

43

150

kL))

52

1=

154

155

158

157

EXAMINATION RESULTE

PHILIPPINE VALIDATING EXAMNATIONS
(NETRC}

Shudy (Foreign Shudents)

PROMOTIONAL REPORTS
[ELEMENTARY/SECONDARY}

REQUESTS / APPROVALS
Overiowd of Subjects for Gradusling
Transier of LocelFormeign Suxents
Transistions of Diplomes

SPECIAL PROGRAMS / PROJECTS

!
RMANENT

B youry 5 youry

¥ your 1 yoar

FERMANENT

3 yours 3 ymary

2yours 2 yours
PERMANENT

PERMANENT

PENMANENT

PERMANENT

PERMANENT

2 yomrs 2 yaany

PERMANENT

1 your 1 yaur

PERMANENT ~

!ynrl ‘wus

Aftnr fioa hisve bawt recorded
ARer acted upon
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158 ) -
SPECIAL ORDERS OF GRADUATION nnuus‘nr
159 scuq.mm"m
PERMANENT
60 Mormrmsv fr—
OF PRIVATE seconoany | - A ymara
(Foem 9)
154 T
UmOuFEENCREA.sERECORns 3 yours 3ywans
Approreat
Schoot Levet Recards
62 ACTION / DEVELOPMENT PLANS
P PERMANENT
Supenvieory Piang
183 ADMISSION TESTS 3 yuars IJyeers | Aher pamised
164§ APPLICATIONS 2 yesr 2 Ao
_Envoliovent
Enanen
Qradugiion and Bpscisl Oreers
5 aﬂmmrsn\m 2 yoars 2 yoars
REPORTS (Form 2}
185 BASIC SCHOOL COLRSE | Aysan J yaare
TERM PAFERS
w7 BULLETIMS OF INFORMATION PERMANENT
1] CALENDARS OF ACTWVITIES T yoar 1 yoar
e CASES / FEASIMUITY STUDIES / PERMANENT
170 CLASS RECORDS
Angcdctal Records of Pupiie/Students 5 youry Sysars | ARter gradused
Clons Carde (Form 138-A) PERMANENT
Cimes Otservalion snd Supervisory PERMANENT
Raports (Form 178)
Clats Schudules (Form 30) 1 your 1 ynar
Class Vahase 1 yoaw 1
PERMANENT
Usts of Honor Gradusies PERMANENT
Nutrionast Staus of Pupits 2years | | 2yuars
faport Carde (Form 138) PERMANENT
Shutani Pernarant Racords (Form 137-A) PERMANENT
&mmoluu'rmmm PERMANENT
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Jul
SAEMEO{ & NECORD SMNES TITLE A DEBCAISTION 7. RETRTION PRSEOD -—
“l Tomm & AEmAnKS
71| CLAssAND PROGRAMS peaugustm
&uﬂmmzﬂ
&m.mdkhulmdrm
{Form 31}
Teachers' Program (Form 30}
172 CMMTEDDATACI-'TEACM Sy-r‘n P Ater
yous uptotediiuparsedan
MMNNGM{FMJH
73 mawsmfsm PERMANENT
14 ENROLEMENT SLIPS 1 yoor 1 you
175 | GRADING SHEETS 2 yoars 2
Ve LESSON PLANS 1 your 3 yaar
177 LISTS
Accredited CouryesiSutyecty PERMANENT
mhm PERMANENT
EMI.IENH.B‘IS 2m’ ’2
GrasusissHonor Credusies PERMANENT e
School Personnel amd Othcials 1 yonr Tysar | ARer superdedisd
7R LUIBRARY FILES
Accession Books (PF 146) PERMANENT
Sanh Cards (PF 149} PERMANENT
Barrowar's Cards 1yanr | (R AR G20 ot G ey
wcm{l*tso} PERMANENT
119 PERITS
Government Parmits PERMANENT
Govartymant Recograions T PERMANENT .
Permils \o Oporas 5 ynars Sysars | ANar aupiod
Parmits \o Shudy 2 yaprs 2yomrs } Aler grachasied
Tuition Fas INCrosies 5 yaars 3 yaare
e oo PERMA.NENT
Schools
Sacic-Economic of Pupits G youry Syears | Aler gradusted
Stscents 5 yours 5ywars | Aftorgradusied
Tonchers Sysars | 1O ywars | 15 yesra ]| Afer sopaimiectinaticed
PERMANENT H implrinted, othavwiss
181 WW@GWS phvan
Quiz Bes
Scimrvca Ouir
182 RANIONG ! LISTS OF HONOR STUDENTS | 3 ywers Jyewrs | Aher gracksiad
m RANKING OF TEACHER APFLICANTS § yoar 1 your AN Upcatedy
134 RECORDS OF STUDENT'S CISCIPLIMARY | 2 ynars Tyanrs | Alar gradusied
ACTIONS
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& RECOW) STNES TITLE A altachrnos |- T 8- REMARKS
185 REPORTE
Annugl Raporta PERMANENT
Envoliment and Atlendance (Form 3) | 2 years 2 yours
Adrministralors .
Principala :
Mordhly Enroliment (Form 2) 2 yaxrn 2 yoary
Narrative Ruports of Dupartnent Heods | 2 years 2 yours
Number of 2 yours 2 yours
Promotions {Summarteed)
Partormance vfiosiors (Yesrdy Report) PERMANENT
Physical 2 yaurs 2 youre
Raports on Prometion PERMANENT
18-A Secondery Schools
18-E1 Primary Qrades -1V
18-E2 intermediate Grades V-VI
School Funaffinancial & yoars 5 yoary
Sunwiaries of Wonihty ARnoance (Form T) 2 yours. 2 yours
2 yours 2 yoars
1% | REQUESTS 2 yours 2yems | Alew aciad ugon
ArxfGort Courses
Carry Ovarioed
nciusion in e Enroliment Lists
Summer Classse
Tranasfer
ny SCHOOL CALENDARS 1 yoar ¥ yoar
185 SCHOOL REGIBTERS { Form 1) PERMANENT
169 STUDENTS TEST PAPERSICLALS 1 your 1 yoor
- EXAMINATIONS
190 | SUPGRVISORY PLANS FOR TEACHERS | 1 yeor 1 your
w TEACHERS SCHEMAES (Form 20} 1 yauar 1 yolr
w2 TEST RESILTS 2 yours 2ysars |  Aher conpolication
193 TESTING MATERIALS PERMANENT Other copies, disposs e
1 yuar .
- mmrmm PERMAMNENT
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