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Deprrtment of Gturuion By

Nf, GION X - I{ORTHERI{ TIINDAI{AO
DIVISION OF I{AI.AItsALAY CITY

DIVtsiION MEMORAI\IDT]M
No. O?A . s.2o2q

TO Asst. Schools Division Supenntendent
Chief Education Supervisors and Statr (CID and SGOD)
OSDS Unit Heads
Public Elernentary and Secondary School Heads

School Administruive Offcers II
School Registrr/Records In-charge
This Di

FROM NA DAJAY, Ph.D., CESE
ls DMsion Sr.Eerintendent

OIC, Office of the Schools Division Sup€rintendent

DATE: I tuq 15,2024

SI,JBJECT: ANNUAL IITVENTORY AI{D APPRAISAL OF RECORDS

l. In order to udde the R€cords Iaventory of the Division pursuant to the implementaion of
RA No. 9470, otherwise known as Tfte.ly'atiaaalArchiws Act of 2007, thisOtrrce will conduct rRacords
Inleatory aad Appmisal as of December 3 I , 2023 .

2. Records inverrtory and apprarsal are conducled to identifr, locate! and daermine the volumg
age and value of agmcy records which will be vital factors in their final disposition.

3. All ooncerned re insructed to accomplish the attahed NAP Fona 1: Ruotds Invenary and
Appraisol in exr*,l file and srbmit to the Records Unit of this Offcc on or before February 23, 2Q23 .

4. Retention penods of records ae indicated in the DqED Reor& Dispailion Schdr.Ie
(GRDS) and NAP Geilsal Reotds Disposition Schdalc (GRDS)
@mmon to all govemment offrces which can be accessed d
hq://tiryutlcon/anruabauehwatorycy2023. kt case there are records which are not included
in the RDS, all concerned may include it rn the list of inventory form.

5 . Queries reldive m this csn be relayed o the Records Unit through FB messrllrger LIC Dcped
Xscrds or email addrcss at raord* nulaybolo@qdgov.ph.

Emlosures: NAP Form I
Volume of Reanls f

ormula

CoW flrnished: Recotds Unit

Purol6, Casisan& Malaybalay City
Telefax (088) 314{094
Emall: nulaybalay.dty@deped.gov.ph\.i-l



LEGE OT

TIMEVALUE:

TMUTY VAUE

T - Ifr|F..ry

Lin - Arr nhdi/! C.Fd L'L.d

NATIONAL ARCHIVES OF THE PI LPPINES
Pambansa,ry Slnupan ng Pilipinas

RECORDII II{VEUTORY AI{D APPRAISAL

AOrCr oa6^l'll^llolsr u r TEtEri{r{E no.

loon!!s F4tOt-ll{{HriGE Ot EtEt oatE titP iE

itoorB lallttrlll I oElcnlmd ?titaxt oovEatD
voux ti
oJircEra

toc Ttoiof
iaooiB RrqiEYoitE ounrcaroi ntrv !1f, urutY vtul rltlXtroi rEdo

rxtaGrrfl ?tovtsaor
Tor.l

see attached DepEd & NAP
GRDS for reference

sample

ffice
area-
shelf,
cabinet or
storage
room-
shelf, box

dail1,,

weekly.
monthllt.
yearly or
as needed

name of
office
w ithi n
SDO/
School
where
dttpl icate
of record
is also
kept

tempora

ryor
permon
ent
(refer lo
RDS)

(help dgenLv

agenc_r). legal

legoll.t

nghts &

re/b r

1tr.t'

refe r
lo
RDS

rgfer
to
RD.\'

rafer to l?DS

PREMREO BY:

R€cDda lncbE. / AGll

Ravlau/rd by:

Divbbn Cltl / Scl|@l H6.d

Ap9rovrd by:

S.*Eb Oivi.ion S'rp..hbn&ni



Volume of Records

o = o.o56 cu.m.

I r:t
i'- i r = o.224 CU.m.

. =leng[hxwidthxhcight

@

Volume = Length x Width x Height (Convert to meter)

Sack: Volume in cubic meter = approximate total kilos x O.OO28

Folder: Volume in cubic meter = No. of folders divided by 0.056 cu.m.
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COIYVERSION TABLE: VARIOUS RECORDS X'ORMATS
TO CITBIC FEET EQUWALENTS

TYPE sr7.f,' VOLI.'ME CI.]BIC FEET
Sheetspf Pa191 Letter-size 3000 r.00

Records Storage Box
Records Storage Box
Records Storage Box

Standard
L:rgell*tler-size
Large/l*gil-size

l0"x l2'k 15":
lo"x l2"xtf':
10"x rs'k 36"=

1.00
2.N
2.s0

Standard FiIe Cabinet

Lateral File Cabiaet

Lctter 8 t/ikl l"
Legal 8 %"x14"
Letter 8 7r"xl l"

I full drawer =
I full drawer =
I fir]l &awer =
I full drawer =

1.50
2.00
3.25
4.00

Shelf Files ( 15"x36")

8 t/ixl4"
I-eltcr E %"xll"
I*galB W'x14"

I tull shelf
I tull shelf

3.0
3.,to

Open Shelving Letter E %"xl l"
Legel 8 %"x14"

36"
36"

2.4
3.0

long
long

Microfilm l6mm x lfi)'
35mm x lfi)'

90 reels
,14 rcels

1.00

r.00
Index Cards 3"x 5"

4',\6',
5"x 8"

12,ffi0 cards =
6,000 car&
4,E0O cards

1.00

l.00
1.00

CoEputer Print-outs 2l'k 15" l0 inch stack = I.fi)

General Formula
To convert measurements into Cubic Feet, use the following fomrula:
l. Measure (in inches) and then multiply the item's trngth x Width x

Height
2. Divide &e totd by 1728 : CUBIC FEET per item.

+*One cubic foot ofrecords weiehs about 30 lbs. dry & >50 lbs. ifwet.
One ton ofrecords equals 70 cubic feet.


