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Bv:

DTYISION MEMORANDI,JM
No. l(,4 Series of 2024

To:

From:

Date:

Subiect:

Assistant Schools Division Sup€rlntendent
Chief Education Supervisory CID and SGOD
Public Elementary and Secondary &hool Heads
Adm inistrative Officers tr/ Registsan/ Records In<harge
All Others Concerned

This Dvision

EL CG REYES

lslon perinEndent

April5,2024

DISSEMINATION OF BEGIONAL MEMORANDI,JM NO. OI25, S. Z)24 RE:

GI.'IDELINES ON THE DISFOSAL OF VALIJELESS RECORDS IN
GQVERNMENTAGENCIES

1. For information and guidane of all concemed, this Offices hereby disseminates Regional

Memorandum No, 0125, s, 2024 and National Archives of the Pbjlippines (NAP) General
Circular No. 5 dabd October 10, 2073 rc: Gddclinec on tlu Disposl ol Valuclas Records in
Goootonent Ageneies

2. lt is directed that Provisions of the said guidelines shall be observed in the disposal of
valueless records of this Office.

3. Compliance and wide dissemination of this memorandum is hereby desired.
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February 28,2024

REGIONAL MEMORANDUM
No. Olt5, s. 2024

GUIDELINES ON THE DISPOSAL OF VALUELESS RECORDS IN
GOVERNMENT AGENCIES

To: Assistant Regional Director
Schools Division Superintendents
Assistant Schools Division Superintendents
RO Chiefs of Functional Divisions
All Others Concerned

l. This is to disseminate to all concerned offices the attached copy of the
National Archives of the Philippines General Circular No. 5 dated October 10,
2023, GUIDELINES ON THE DISPOSAL OF VALUELESS RECORDS IN
GOVERNMENT AGENCIES.

2 lr is directed that the provisions of tJle said guidelines shall be adhered
to in the disposal of valueless records of this Office.

3. Strict compliance
enjoined.

Ad/belle

Refcrence: DO 48, S. 2017

ATCH: As stated ',.
To be indicgted in rh€ EqeSqsI+U

under the folloqting subject:

DISPOSAL RECORDS VALUELESS

and wide disseminations of this Memorandum is
I
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ARTInO B. BAYOCOT, CESO lll
- ; Eegional Director

o"freo
Addressr DepEd ReSlonal Office X, Zone 1, Upper Balulant, CagaYan de Oro City

Telephone No: (088) 881-3137
Email: reglonl0@deped.Eov.ph
Website: r10.deped.gov.phMATAYAG
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National Archives of the Philippines

REPUBLIC OF THE PHILIPPINES
NATIONAL ARCHIVES OF THE

PHILIPPINES
PAMBANSANG SINUPAN NG PILIPINAS

1765 PAZ M. GUANZON STREET, PACO. MANILA.
TEL NOS. +632 8521-3034/+632 8642-9677

E-MAIL: nationalsrchives@naft onalErchrves.oovjl.X
VVEBSlTE wwwnationalarchrves.oov.oh

NAP GENERAL CIRCULAR No 5
October 10, 2023

TO HEADS OF ALL BRANCHES OF TIIE
GOVERNMENT, CONSTITUTIONAL
OFFICES, LOCAL GOVERNMENT
UNITS(LGUS),GOVERNMENT-OWNEO
AND CONTROLLED CORPORATIONS
(GOCCS), GOVERNMENT FINANCING
INSTITUTIONS (GFLS), STATE
UNIVERSITIES ANO COLLEGES
(SUCs). PHILIPPINE EMBASSIES.
CONSULATES AND OTHER
PHILIPPINE OFFICES ABROAD,

RA 9470, the National Archives of the
Philippines Act of 2007. renamed Records
Management and Archives Ofiice as
the National Archives of the Philippines,
mandated to plan, develop, prescribe,
disseminate, and enforce policies, rules, and
regulations, and coordinate govemment-wide
programs goveming the creation, general
protection, use, storage and disposition of
public records.

ln compliance with Section I (1) (2)
of Arlicle ll and Section 18 of Article
lll,thefollowing guidelines on the disposal of
valueless records in all governmenl agencres
are hereby fixed and issued for the guidance
of all concerned.

All other issuances or parts thereof
inconsistent with this Circular are hereby
superseded and amended accordingly.

(Sgd.) VrcroRrNo MapA MANALo, CESE
Execulive Directot

SUBJEcT GUIDELINES ON THE OISPOSAL
OF VALUELESS RECORDS IN
GOVERNMENT AGENCIES

I

i
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GUIDELINES ON THE O{SPOSAL OF VALUELESS
RECORDS IN GOVERNMENT AGENCIES

Article I

COVERAGE

Authorily to Dispose of Records - refers
lo written permission issued by the Executive
Director of the National Archives of the
Philippines (NAP) to government agencies
for the destruction of valuelass records;

Drsposa/ - refers to the act of selling,
landfiluburying, or any otherway ofdiscarding
valueless records in accordance with the
provision of R.A. 9470;

Disposal Prccedures - refer to a series of
steps in the disposal of valueless [ecords:

Econonical Disposa/ - refers to
managemenl ways of discarding valueless
records that will generate savings in terms
of space, equipment, human resources, and
other source of incomel

Evaluation - rcfe.s to lhe acl of examintng
disposable records to assess lheir Value,
quality, importance, and extent of physical
condition;

Examination - rerers to the process
ol looking at and considering something
carefu lly,

Executive Director - refers to the head of
the National Archives oI the Philipprnes;

Financial Records - refer to records
created and maintained by the Agency about
their financial transactions and obligations,

Fiscal Value - rclers to the relative worth or
usefulness of records perlaining to financial
transactions and obligations of agencies and
organizationsi

Genercl Records Disposition Schedule -
refers to a records control schedule governing
the Disposition of specified recurring records
series common to all government agencies
issued by NationalArchives of the Philippinesi

lnventory - refers to a descriptive listiog
of the records holding by record series
indicating its specific location, inclusive dates
and volume in cubic meters: conduct of
related activities to locate, identify, describe,
count. and measure all records in the office
and storage area including all loose and
bound papers, microrilms, optical disks, and
magnetic tapes and disks:

Rule 1

Thrs circular prescribes unilorm standards
orguidelines to be followed by thegovernment
agencies in the disposal or destruction o[
their valueless records.

These gurdelines on the Drsposal of
Valueless Records in Government Agencies
consist ol six (6) parts: (1) Coverage, (2)
Definition of Terms, (3) General Requirements
on the Disposal of Valueless Records, (4)
Records Disposal Procedures, (5) Offenses
and Penalties, and (6) Miscellaneous
Provisions.

The General Records Disposrtion Schedule
(GRDS) common to ALL GOVERNMENT
AGENCIES series of 2023 is attached to
these guidelines.

Articte ll
DEFINITION OF TERMS

Rule ?. Definition

Administrative Value - refers to the
uselulness of records lo the originating or
succeeding agency in the conduct of current
business;

Agency - rclers to any agency other than
the National Archives of the Philippines;
Agency Personnel Concerned - relers to
Agency Records Oificer/ArchivisuRecords
Custodian;

Appraisal - refers to the study of records,
their relationships, and contents to determine
their utility values as to administrative, fiscal,
legal, and archival Value and time values,
whether temporary or P€rmanent;

Authoized Representative - refers lo an
officiauemployee given the right to act as a
witness in the disposal of valueless records:

Authoity - .elerslo a conclusive statement
leading to an otficial decision;



Legal Value - rcIers to the Value of records
containing evidence of legally enforceable
rights or obligations of government and/or
private person:

Letter of Availment - refers to letter of
agencies availing the services of the NAP
official buyers ol valueless records;

Mode of Disposa/ - refers to the
destruction of valueless records by Sale,
Landfilu Burying, or any other ways:

Permanent Records - refer to records
whose usefulness is worthy ol preservation
because of their administrative. legal and/ or
archival (historical and research) signifi cance;

PuDlrb Recods - refer to records or classes
of records, in any form, in whole or in part,
created or received, whether before or afrer
the effectivity of RA 9470, by a govemment
agency in the conduct of its affairs, and have
been retained by that government agency or
its successors as evidence or because of the
rnformation contained therein :

Records - reter lo intormalion, whether
in its original form or othenrvise, including
documents, signatures, seals, texls, images,
sounds, speeches. or data compiled,
recorded, or stored, as the case may be:

('l) in written form on any material: or

(2) on film, negahve. tape, or other medium
so as to be capable o{ being reproduced;
or

(3) by means of any recording device or
process, computer. or other eleclronic
device or process;

Rocods Disposit on - refers to the
systematic transfer of non-curYent records
from offlce to slorage area, identification and
preservation of archival records, and lhe
destruction of valueless records:

Records Dlsposillon Schedule - refers
to a listing of records series by organization
showing, for each records series. the period

of time it is to remain in the office area, in the
storage (inactive) area, and its preservation
or destruction;

Records Senes - refer to a group of
related records arranged under a single unit
or kept together as a unit because they deat
with a particular subiect, result from the same
activity, or have a unique formi

Request for Authority to Dispose of
Records - reters to NAP Form No. 3 used in
the disposal of valueless reclrds:

Reguesling Agency - refers to any
agency other than the National Archivos of
the Philippines who have filed a request for
authority to dispose of records;

Relention Penbd - refers to the spocific
period of time established and approved
by the National Archives of the Philippines
as lhe life span of records, after which they
are deemed ready for permanent storage or
destruction;

Temporary Recods - refer to records that
already serve the purpose for which they had
been created,

yalueless Records - refer to all records
that have reached the prescribed retention
periods and outlived the usefulness to the
Agency or the govemmenl as a whole;

Volume of Records - refers lo the quantity
of records in lerms of cubic meter.

Arlicle lll
GENERAL REQUIREMENTS ON

DISPOSAL OF VALUELESS RECORDS

Rule 3. General Requlrements

3.1.Use the General Records Disposition
Schedule (GRDS), Agency Records
Disposition Schedule (ROS) andl
or specific laws and regulations in
determining public records for disposal.

3.2 Ensure that only records with a Disposal
Schedule are destroyed after the
completion of its period for storage.

3.3. Ensure that records to be disposed have a
number and subiecvtitle as in the Agency
Records Oisposition Schedule and
General Records Disposition Schedule.

DECEMBER 25,2023 OFF|C|AL GAZETTE 11033
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3.4.Conducl periodic examination of agency
liles at least once a year to identify
valueless records that can be requested
for disposal.

3.5.Separate the records for disposal from
lhos€ forfurther retenlion as suggested by
the Narional Archives of the Phitippines.

3.6.Do not dispose any public records under
lheir administration and conkol without
authority fiom the Nationat Archives of
the Philippines.

3.7.Do not dispose public records that are
involved in any case until they are finally
decided upon or settled.

3.8.Do not dispose financial records that
are subject to audit by the Commission
on Audit unlil they are post-audited and
finally seltled.

Article lV
DISPOSAL PROCEDURES

Rule 4. Determination of yalueless Records
for Disposal

4.1. Agency personnel concerned shall
determine the valueless records by
checking their specilic and authorized
retention periods using the Agency's
RDS, GRDS and/or specific laws and
regulations as the legal basis.

4.2.Agency personnel concerned shall
estimate the volume of the valueless
records to determine and facilitate
economical disposal.

Rule 5. Regues, for Authotity lo Dispose

5.1 Agency personnel concerned shall
accomplish the Request for Authority to
Dispose ot Records (NAP Form No. 3) in
three (3) copies and pmperly fill out the
specific record series, period covered,
volume, and authorized retention periods
in theAgency RDS, GRDS and/or specific
laws and regulations are complied with
such as:

5.1.1. financial records that are subject
to audit by the Commrssion on

Audit (COA) were posl audited
and finally settled and

5.1.2. the records involved in a case or
investigation were linally decided
upon or setued.

5.2. Upon completion of the Request for
Aulhority to Oispose ol Records and
the agency ofiicials concerned have
approved and signed the request,
agency personnel involved shall submit
the same to NAP.

Rule 6. Evaluation ot Disposable Records

6.1 Upon receipt of the Request for Authority
to Dispose ot Records, the same shall
be forwarded to the Chief of Records
Management Services Division (RMSD)
lor NCR and Luzon requests; Head of
Cebu Regional Archival Network (RAN)
tor Visayas requests and Head of Davao
Regional Archival Network (RAN) for
Mindanao requests.

6.2.The Chief of RMSD/Cebu RAN/Davao
RAN concerned shall assign a division
staff to evaluate the records requested
for disposal, who shall then prepare and
submil an analysis report based on their
evaluation and/or examination.

Rule 7 . Authority Io Dispose

7.1.The Executive Director, upon the
recommendation of the Chief of RMSD/
Cebu RAN/ Davao RAN and based upon
their final evaluation and judgment, shall
issue the Authority lo Dispose ol Records
indicating therein the mode of disposal.

Rule 8. Nofr,tcatio n Of Actual Disposal

8.1.Upon approval of the Request for
Authority to Dispose o[ Records, the
requesting Agency shall be notified of its
approval.

8.1.1. ln case the mode of disposal
is by Sale, the guidelines on
Government Prqcurement shall
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8.2.The Chief of RMSD/Cebu RAN/Davao
RAN concerned shall inform the
requesling Agency oI the actuat dale o,
disposal, which will notily rts Resident
Auditor on the date of actual disposal.

RulB 9. Segregation And Custody
Valueless Recods

9.1 . The Records Officer/Archivist/Records
Custodian of the Agency shall supervise
the segregation of valueless records and
be responsible for their safekeeping until
their actual disposal.

Rule 10. Actual Dlsposa/

10.1.Authorized Representatives shall
witness actual disposal from the
requesting Agency, NAP, and COA 10

ensure that the records to be disposed
of are the same ones authorized for
disposal.

10.? Witnessing of actual disposal by NAP
authorized Representative shall be
dispensed with for those agencies
that have been compliant with all
the government recordkeeping
requirements as ascertained by NAP or
in instances deemed appropriate and
expedient by the Executive Oirector
based on economy, nature of records
series involved and track records of the
Agency .

Ruls '11. Cerli,tcate of Disposal

11.1. A Certificate of Disposal shall be
prepared in three (3) copies by the NAP
authorized Representative who will
witness the actual disposal of records

be followed in the selection of
contracted buyers. A copy of the
contract shall be submitted to
NAP prior to the actual disposal. 11.?
For agencies that opted to avail
the services of NAP ofiicial buyer,
a letter of availment shall be
submitted to NAP

and ensure that all p€rtinent data are
complete.

ln c€ses where the witnessing by NAp
authorized Representative is dispensed
with, the Records Ofiicer/Archivisu
Records Custodian of the Agency shall
prepare the said Certilicate of Disposal
in three (3) copies,

11.3 The distributlon of copies shall be as
follows: Requesling Agency - Original
Copy: NAP - 2nd Copyi and COA - 3rd
copy.

6p Rule 12. Proceeds Of Sale

12.1. All proceeds realized from the sale of
valueless records shall be remitted to
the National Fund, Local Government
Fund, Revolving or Trust Fund.

Rule 13. Disposal of Damaged Public
Records

13.1. Disposal of damaged permanent
public records and damaged public
records thal have not yet passed their
prescribed relention periods shall be
considered for authorized disposal
only upon submission to NAP of the
following requirements:

13.1 .1 . Offcial Report pertaining to
the non-usability and extent oI
damage done to the records:
€uses of the damage to
the public records; photo
documentation and informalion
on what other agency records
series can the data or
informalion of the damaged
public records be found;

13.1.2. Request for Authority to
Dispose of Records (NAP
Form No. 3) in three (3) copies
and ProPerly filled out with
the specific records series,

Period covered and volume of
the damaged Public records,
aPproved and signed bY

agencY offi cials concerned:
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13.1.3. Certification that the said
damaged public records that
are sub.iect of audit by the
Commission on Audit were
post-audited and finally settled,
and/or the records involved in
a case or investigation were
finally decided upon or settled:
and,

13.1 .4. lf expediency demands and
upon the order of the Executive
Director, an official report from
the NAP Representative shall
conduct an actual physical
inspection and evaluation of
the damaged public records.

13.2. Upon issuance of authority to dispose
the same disposal procedures in these
guidelines shall be strictly compliad
with.

Articla V
OFFENSES AND PENALTIES

Rule 14. Ofenses

'14.1. A person who. wlllrully or negligently,
damages a public record or disposes
of or destroys a Public record in

violation of the provisions of R.A. 9470
and its IRR or contravenes or lails to
comply wilh any provision of said Act

and its IRR shall be deemed to have
committed an offense.

Rule 15. Penalties

15.'1. Any public officer committing any of the
unlawful acts ol omissions mandated
under R.A. 9470 shall be punished by
a fine ot not less than Five Hundred
Thousand Pesos (Php 500,000.00) but
not exceeding One Miuion Pesos (Php
1,000,000-00) or be imprisoned for not
less than five (5) years but not more
than frfteen ('15) years and/or both fine
and imprisonment at the discretion of
the court without prejudice to the thng
ol admrnistrative charges that would
result to such public officer's perpetual
disqualification from public office, and
forfeiture, in favor of the government,
of his salary and other laMul income.

Article Vl
MISCELLANEOUS PROVISIONS

Rule 16. Repasl,ng Clause

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

Rule 17 . Eflectivity

This Circular shall take effect fifleen
(15) days afler its publication in the Offc,al
Gazette.
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ModifiElion (MAF)
U.. ol Ps.lonal Sctuce(Ps)

ag.lty Budlcl Urrires
Allolment Raiaaa€ OtdeE

G.nllrl (GARO)
SD€oal (SARO)

Odh.tlon Rrquclrslip6 (oRS tometlv ALOBS)
Plan of Wofi .nd Reeue lor Alklm€nl
RaEldrLa

Allotm.l]t Oblh.thns and DEb!6.m.nl
clpirrl ortbYr (RAolrco)
Fi^.n iC ErD€nEes {RAOOFE)
M.inl€nst P 6!d olh.r Oo.r.linq ErFnses
P.6on.t S.rvbes {FAODPS)

Bu(Et UtiEatons aid Disburslln6l
R.ouars loi OU|qEI'on ol arolh.nl (FOA)
Suianon or etra*nt, Othatbn! Erd B€Lnce3 (SAOE)

al;remcnl ot Acclo/,5rirE. abrfi€nt .nd Adtice (sA'A)

ANNUT / SPECTAL/ SUPPLEMET{TAL EUOGETS

3 year3
3 veols afl6r ladad

3 ye!r3

ycrl!

UDGEI AND FINANCIAL ACCOUNTAAIIY REPORTS

Aging ot Olrc and O€mardeBs Oblha&nB{ADDO) '
FAR IIO,3

Llnr ol allol edls and Sub'AlhUrEnls(LASAFFAR No 1'B

0s6699-9
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iEcoioS 3EEE5 IiLE 
^r{, 

oEEcFrptbx AUtllOritzED nclatrllotr PEFtoo
38 CIAI 3 yaara

(MRD ) 4
OU.ti!rV Phytlcd Rapod Opa..tloa (oP RO) BAR NO 1
Ouaftrly Repo( illrd Ohcr Reclbts (ORROR )

5

39

Slatement o, ApplDDristirt6, Altot nanB. Ot llsloni.
OBbo.s€ment! and Batrnces TSAAOOA) - iaR N. I

ShLm€,t ot Apgrov.d BudEGt. Ut Er on;, D,srursemeols

- 
B8ltsncos (SABUO) - FAR No Z {ror O,f - 8udga Eund}

Summsry ol &progriek ns, AtdrnanE. OE|€alon6,
DrlburaGffi r md Ba/stEa9 by Ob,ad ot Expend tur..
{SAAODSOE). FAR No, 1 . A

Summary o{ Apprcvld B'dget. Uui:atans. D6bI]G.ments
end Babmn Dy OUeE| ot E garCt,rrla (SABUO6OE) .
FAR No 2 - A {h Ofi - Bldg.i Fsnd)

EUDGETARY CEILINGS

SUDGEI ESTIMATES INCLUOING AMIYSIS SHEETS AND
ESNUATES OF INCOME

EUDGET EXPENDITUNES

SourB o, F 
'n.nc'ns

BUOGET ISSUANCES (THOSE US€O AS&THORITY FOR
AGENCY TRAN6ACTIONS)

AUOGET PROPOSALS

BUOGET SHEET AMIYSIS

BUOGET UTILIZATION REQUEST ANO STATUS IEURS)

GENERAL APPR@RIATIONS ACTS

3,€ars40

a1

42

a3

45

a5

47

yeera

lnolrces
3 yoerr

C6sh

ReqsEst .Ild St.tus AdiuElrnenr
gudgs tJliltdirn
OblIgalion

4E ORGANIZATIONAI- PERFORT4ANCE INOICATOR
FRAMEWORK (OPIR

ERMANENT

49 SPECIAL / SUPPLETIETiTAT BUOGETS

3 yaar3WORK ANO FINAI{CIAI. PLANS

_8XrE5tanolEeoufDmaEcoBDt.- -
5l ABS'INACTS

Oait Cotrsctbnt
D€9oiil3 and Trust Fu[d6
GdioralCofldn!

5 yeaas

52

53

54

AOVICES
Chacls l33uad and Crnagieo

AANUAT. STATET'ENTS OF ACCOUNTS PAYAELE ERTIANENT

A/OITORS CONTRACT CARDS 3 yerr.

2 y6ars ai.r tlrminaledAUTHORITIES FOR ALOh/ANCES
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56 ZATIONS
0ve.tirne
Pwdra6! of EquD.nenLProoe4y

51

5S

59

AANK SLIPS
De9o{ls
R€miIancat

cAsh Fr.Es
AllEtio. Cerlinas

Flow Ch.rts
RacaDl5

RagiB16r!
DBburs€fteits
ln B.nk

CERTIFICATES
S.tllcEEir rnd &Ltrces
Shonaf,ar

CLAIMS
Healln B€nefiE
HotPilal

1 0 yerrE ener setled

PERMANENT

l0 Wars .fier compli.d / rcltLd

'10 yeaE provd€d polt suditad, nnafiy Eettad rnd
nol iNolv€d in any case

PERMANETiT
l0 y.srs povided po3l sudited. fneth senbo End

nol i,wolvad in any cEse
PERMANENT

BILLS

EONDING FILES

Aorricatons/Reausits
Fidclly/S'r€ty Bond
lndarnnly lor Isluancr olOue Warant

5 y.e.s afier expirc., / t€rnnneten
3 yaarB

50 AOO|(S OF ORIGINA ENTRY

Amlysb o{ Obl'galion
Bitl RendaErt
casi
Ca!h Diabur6rmanl
C.rn Rrc.B
Ch.ck Di.budornent
Chackt ltnEd
Collection End Delosit
Oilbu6.mEnr by Oisburirng Otliccr
G€neral

Lcdo.rs
Expcnsr
G.oe6l
subsidruy

61

63

54

65

1 0 veera o.ovided port eudlt€d, Iinatty ssflLd. and
not lnvolvld in any cala

CERTIFICATIONS OF AVAILAEILITY OF FUNDS

CHECXS AND CHECX STUES 10 ltar! provid€d FEr.udi!.d, fn.lly lirlLd a.d
nol involved n any cass

10 ylalE afi?r s.tllad

66 COMMISSION ON AUOTT FIES
F hdings lnd Rgco'r!fiGndations
Ma^agemanl Latlarr
Nolice ol Oecision

IIElll
NUXSEN

tEcoilrg Sr:RES iILE AxO tESCitpIO[ AI',THORIZEIO FETEIIIIOX PEREO
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67

6t

59

I,AILY CASH FLOW

OA]LY STATEMENI OF COLLECNONS

71 ITIN€RARY OF TRAVEL

JOURNAL ENTRY VOUCHERS

75 LOGAOOXS OF GENERAI FUNOS

76

FINA]{CIAI STATEMENTS
8alalt. Sna.t!
C.3h Flo{6 (Ann@l)
Gen€ral Pur@r€

Olaration!

INOICES OF PAYMENTS
Cr.ditor3
€rnployara6
Sundry PaymenlE Dy Ch€cls / vYa.ranB

70

73 LISTOF OUE AXO OE|iIANOAELE ACCOUNTS I'AYAItiE.
AIJTHORITY TO DEBIT ACCOUITTS

LISTS OF REMITTMCES
Lodrt

MOi{THLY SETTI.EIIENTS OF MON THLY SUASIOIAFY
LEOGER AALAI{CE

n

7E OFFICIAT CASH BOOXS

79 OFFICIAl RECEIPIS

60 OROERS OF PAYMENT

61

82

&1

84 SIERS

NOTICES

Dlthonorcd Chacb

rr.cl.r ol Albceton

Accounls wri[€o-Ofl
Ch.d$ RaLarld
Checta/WanarB
ch€dc/war6ni. conrrDl

Prty Ce.h Fund

PAYROLL PAYMENT SLIPS/ PAY SLIPS

OUARTERLY STATETIENTS OF CHARGES 10 ACCOUNTS
PAYAELE

E5 REUEFS FROf,i ACCOUNTABILITY
D.cislons
Roql.i.

rlEr
FECOiOS SejnlES r[LE Aio o€SCA|FTloN AUIHOIUZED iEIENTIOX PEhIOO

5 y€ar.
t 5 ycars ancr .otred / B€parerd
PERMANENT

12 yea.6 q,ovid.d port-.sdn d. f,1Elly ti[Icd
and nolovolvd n onY c55€

year! allEr sdlled / p.6l-aud'cd

10 ylalB afrfi updatad and .aconctll6d

3 y6ars eftar d.l. of laal enlry

2 vara prov'dcd selt/€d

3 y6a6 afta. 3alll€d

P€RMANEMI

10 yesE DrDvirrad port.audn€{ lnally laBled.
and not InvolYd in eny cas.

'lO y..rs Drov6.d pdr-audcen . lhally..Oed.
gnd nor rnvolv.d n anv caE.

l0 yaaG prov'dad *Ihd

10 vaan

10 yaa.s Fovlded a co9, is tllrd wth 201 ncs

PEFMANENT

PERMANENT
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ITEII
r'tt[BER R€CORoS SESIES tl',t].E ANO OEgcnlptlor{ AU'IIIORIZEO REIEI{II(N FEibD

E6 REPORTS
LcE.UnLbilili.a ior Accoonbbb Fonnr
Cash Dltb0Bamants
Cash Ermi.elbng

3 yaart Eltar calh hr!, b&n axrminad
'10 yaor6 alw ..tu.d
3 yc8l! Fovirad poal..ljdiled, fin ly !ril.d..nd

nol irwolved in any ca6e
t 0 yr.rs Drorid.d porl-.udiid. l6.lv s. rd, End

nol irrolved in eny case
Coxecling and Oilbulsing Olfice6

Cn.dr ls5ued and CancdLd
Coleirions .Id O€posils
DlburBnEn!

O.rlY C.!h

Ov.drllE.nd Ma(.€ ol Tru.l Fund!

RQLniClalellt!

l0 year3

5 Fa.E aflE c.se had be.n ssttLd o. l.niiml€d
10 yaars p.ovidd pcl-audited tlnafly *nbd, and

nol iivolvsd in Eny cas€

87

68

SCHEOULE OF ACCOUI.fiS RECEMABIES / PAYAELES

STATEMENTS

Currcnt
Payrble

Common Funda
Fnanciel Condlion.
Pmfts sad Losse!

3 ycgrs
10 ycars
PERMANENT
l0 ya5ls
l0 yarrs
PERMANENT
'10 yaar5

69

90

91

SUMMARIES OF UNLIOUIoATED OBLIGATTONS AND
ACCOIJMTS PAYAALE

TREASI'RY FILES
Chectino AcEounli of AolrEy ffCAAl
Orafr!

Pr.limrnary t F inal Anneal T|lal Eglances
A.counli^q'. OffE. Cogy

Audrto/s Copy
Ragional Otlic. Cooy

1 O yra.s airr setll€d

10 yarrt

PERMANENT

y.ara alLr ru9a6a(bd

l0rr.B.icr Annusl Fin.ncbl R.pon h.d been
DubBhcd

PERMANENT
10 yr.rE alllr annuil Financial Repod nad been

oudilnad

SUNDRY PAYMENTS

92

Provid€d Do3l-audld. fihally sl|llred. and not
involvld in rny crt!

RIA BALAIrcES AND SUPPORTING SCHEOULES
Cumulrliv€ Relull6 End Oparelio.s . Unaopropnaied
lronthly/tlud€rly Trial Babncas y€srs Jler coosDl5rled in ttE Annual Fiornoal

Racod

s3

94

95

96

WTHHOLDING TAX CEFOIFICATES

APPLICATIONS

ANNUAL SUI6MARY REPORTS FOR REPLACEMEUT
PROGRAI.I FOR NON . ELIGIBLES

VOUCHERS INCLUOiNG BILLS TNVOICES A{O OTI]ER
SUPPORTING OOCUMENTS

Disbur$m€nB/ Joumel6

ReicbuE rncnl EEeh!. FeElDls
TrEval Erp€n!.t

10 Frlr Droyid€a, poat-srdiled. linofl, lattl€d, and
not irNotvcd rn any clse lor COAand ac.ouitinp/
olt'ce / da9.rlrrc6l / di\^sron / tacti6^ / un't All
olh.r c.oia. dirno.. rtEr 1 Yl.r

Lcavs ol A&erc€ snd Su4ortnq Ooc(,nent6
Rdkn ot Ac.ounl$ity
_EdrE!s!!l8ad0r&0---

1 y€ar aia. r! ord€d in lhe lcfie @rd
5 yea6 ,tar sapa6Ed / r.tir.d



11044 OFFICIAL GAZETTE voL. 119, No. 52

CHANGE OF UARrIA STATUS / NAME

COMPARATIVE OATA MAIRIX OF ETiPLOYEES

OAILY TTi{E RECORDS

OESIGNATIONS / OETAILS

DUTIES ANO RESPONSIAIL111ES

CERTIFICITES
Ru.al Sffvoe
llainimt / Srmnal3 Auedld

CERTIFICATloNS

EMPLOYMENT / PROMOTION F'LES
Applic.lbn L.!e,a wilh Supconing Oocumenls
ComDdltve AlaargyEnl I Evalual'on
lnt rva* Evaluarbn / Scol! Sh.€lB
S{xnma.y ot Raring
T.sl Pagaas

GENOER 
^r.ID 

OE\€LOPI{€MT (GAD) FILES
AccompHEhmenl R€port.
Plaft md Budg6t

5 t6.r6 aner r€rird / ..p..abd lrorh aa(vta

I yaar aftar dali had b€an po3ted in le6ve cads

5 yar,6 t llr retiad / iaD€ral€d fro.n 3Ervi.€

5 yEarB ellor retirad / $garaleC lmm aervice

ycar allar vacad p6lions hsd b€en l]lled u9

2 |€rrs aflor purFla h.d D€an lervao

AUTHORNES / REOUESTS TO CREATE OR FILL VACANT
POSITIONS

ATTENOANCE MONITORING SHEETS

/ BB{EFITS / GRATU'TY

HANOWRITING SPECIMENS / SIGNATURE

LEAVE CREDIT CAROS

LISTS OF ELIGIELES'NON . ELIGIBLES

2 yaaB altrf y&anl p6rtons hld te.6 filled up

5 vu.a altar reuad / rsaratd ircfi .an/i.a

5 yea6 allar rElirrd / segeral6d lrom srNica

JOg OROER EMPTOYMENT CONTRACIS wl'IH
SUPPORTING DOCUMENTS

PERMANENT

5 yeats atter ledinetsd

15 yrsra at r sarlLd

LOGBOOKS
Anivrl aad OeFnure ol EmploY€es 2 vaal! alLr da|l ol lral crEv

1 yaa, Eovidad lasvG and ufthntn63 aae rdrred rn

2 years altar d{a ol ral €fltry

MEDIC^! CERTIFICAIES IN SUPFOR] OF AESENCE ON
ACCOUNT OF ILLNESS /MATERNITY / RETURN TO WORK

3 v.3as afier abaenc6 lEd De.n ,aa!ld6d i6 leavc

15 yoa6 a,le nan(l3tory raliram€nt and 5etltsdMEMBERS}IIP FILES
GSrS
Pa! - lbig
Phitrlaalth

ON THE JOB TRAINING FILES
Cerfiflc rc ol ComplEtion
M6mo..ndum ot Arr6m.nr

MERTT SEIE€TON ANO PROMOTION PLANS 1 ycar .ftrr 3!p!'a€d.d

1 y.ar.llor Ca.itEah oi ComDl.tbi nas !6en

lffoio! sEilEt r[!E Axo o€scEmoir
^ulltol 

zED EEIEt{Ttora PEFrd,

10E

115

97

s8

5)

100

101

10s

1r0

11i

r12

113

116

117

102

103

10,t

105

106

107
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OII THE JO8 TRAINIMi FILES
Recolnrpndol|on wilh Slrrdenls ProfLie

REPORTS

Pc.lo^nd Adloni

PERFORMANCE AASED BONUS RECORDS

PERMISSION TO EXGAGE IN BUSINESS /PRIVATE

RANSTATEI'EiTTS

RELIEF OF ACCOUNTABILITY

SALARY STANOAROIZATION RECOROS

PERSONNEL FOI.OERS (201 FILES)

PLAMTILLA OF PERSONNEL

POSITION ALLOCATION LISTS

POSITION CLASSIFrcANONS AND PAY PIANS

RECOMMENOATIONS / REFERNALS

FIFORMANCE FILES
AEpr'ilal
ca6af Mvanaem.nt lhrouoh corEianl Pedomatca

Apr,lBbel Ttlor,fh Const lt €ncounter (PACE)
JoD Flt .nd B.hrvlo.
PeriomarE Codrilrneit and Raliew

Divisro. (oPCR)
hdtuidu.l (IPCR)
offt. {oPcR)

Pe.fohance Jounsl
Periomam! Moditorin{ Tool! aftl Rapods
Personlrel Rlntine for the Perfor.ianc. Based Bcnus
REting Ca.dr
Sum.n.rt Li3t! o{ lndivi(hEl P.dofi€nce Rct'rq

Ac.€Dlanca o{ Rsgfftatbn
AdmhLtrrllva CE!a3

ApprcYal of RelironEnl

Ca.lil'E t r
ElEibilrty
Le!v! C,ealls

cEarand, (L!tr!!o
Notice ol Ssisry Adiush€nts (Step lnclernent / Trrfth e)

olrh d omc.
Pe'soi€l Dats Sheel ( CurrEUluF Vnae / Resulio )
Posilion O.!cr'clon!
servce Recordr (updaled)
Stslemenl! of Altcb. Lisbilili.s and Neiwonh {SALN)

REAUESTS
Accumulalod L6ave CrEdts
apcov.l on Plomdiont
ctEnqea ol slatu!
MonatE.lrdl

Trrnrlel!

FECORDs 3EF'ES IInl  llO D€SCRIMOX TUlrloiEO REIEMION Pqloo

1 year sner Cenrrrcile d CdiohlEll h,3 been

1 ]ear rirl lhe tlnslrglinq has b€en delehined
2 yaeE aiar lh. nnd rrlinE ha.r b!.. d.ta.firinld

1 ylEr alta, tha iml rnhg ha! baer deLrmina<l

5 y.aB atar rhc fin l lali.! h8s t .n daLl.min.d
I ye6r.ner h€ firisl..linq h.6 b..n d6t.dnhcd
5 y€lrr Eiler lhc fiirl rdinq hls b..n dlilrfiun6d
1 ylar.ter lh! linelreting hE3 bran detaminad
5 ycar3 der lh6 fnal.euie hrs b..n drlarminad

vaaB aller tha final rainq has baGn dataaminad
5 yaan afrar lha ,in!l raiag h6! bcen dalo,minad
2 y!a.s
I y€ar rller t ta linal rulinq na3 ba€n daluEh€d

5 yeaE ai€r €tired / stoat.l.d hcl1 soMc.

5 yea.! sfl"r dned / 5!9ar.cd trDh seruico

5 yeir! s0er talired / saoaraled from s€rvlce

15 ylrlB eftsr reli€d / 36p!d.d lron lcNte

PERMANENT. olhd cop'G! d'sDoto 8n.r 3 V.!rs

3 Frr.
5 y.€.! affa/ alrDdtad.d

1 ycat liicr acted uPon

I Fsr .fle, .cred uponrclai.ed

3 yeaB

1 yEar all.r exprred

PERMANENT

ll7
(coi't)

130

120

121

122

123

t2a

125

t2€

127

126

't 1E

1i9
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lrEtr
RECOROS SEhlEg IILE 

^iO 
OESaRTPITON

^ut 
oRrrEo REirEiIot PERtot)

1 year afler equoarianl had beeo d6pcad

yEaG at r ay.lrn hal been decommraabaad
oEolete ,nd mier.l.a

PERMANENT { m9lem6nled orhervns. drtpos€

2 year! ator data ol l.sr enlry

2 y€arB EfG. .y3rfi had !.en decdunBubaad

I ye allar.ctrtl r+on

2 tials sltcr u4rs(bd / ob6oLsa€nca ol loltt6ta

3 years altar lha nfo,malbn systam had been
reDh.ad / d3commiadonad

I year atLr Bngoa. hld D6en 6€h/ed

PERMANENT

7 yesG .lt€r fnaly aanl.d exc€pl fo, tLc'aanl
which sla PERMANENT

1 yea, aftar isluance

1 year atar ameMed

5 yea6 arllr tall€d

S y€sl! ai, aanauad / efiilnalei rnd / oa fna{Y

PERMANEIiT

FERMANENT

PERMANENT

PERMANENT

PERMINENT

FENMANENT

_.- ..- -r EoBllllor.rEclllolocY-lEo os .-_.-.__

COI'PUTER REPAIR HISIORY RECOROS

DATASASES

OIGIIAL MEDIA FOR OISASTER RECOVERY

INFORiiATION SYSTEITI STRATEGIC PLANS

INVENTORIES OF INFORMATION AND COMMUNICATION
TECHI{OLOGY OCT) EQUIPMENT

.OGEOOKS OF RELEASING AND ACCEPTANCE OF
EOLIIPMENT

MIGRATION P['NS

PREVENTI\./E T'AINTENAIEE R€PORTS

PROGMI' / SYSTEM DOCUMENTATION RECOROS

lnlonndion Syafam Oevabpmarll I Eohan<amcnl
Software lnsral.0on

SOFTWARE LICENSES,I CERTIFTGATES

USER'S MANUAL OF INFORMATIOTI SYSTEMS

CERTIFICATE OF NO PENDING CASE

COLLECTNE NEGOTIATION AGREEMENT ( CNA )

COiiPT^,MS / PROTESTS

CONTRACTS

OEEOS OF OONATION / SALE

LEC'AL OPINIONS

MEMORANOA OF AGREEI{ENT / UNOERSTANDING

PETITIONS

REOUESTS

AFFIOAV1TS

oF rNcoRPof,aTtoN / 8Y{-AWS

LAYOUT ANO DIAGRAM

oEcrsloNS

132

r33

r34

r15

136

137

r!8

139

140

1a1

112

143

145

146

1a7

148

148

150

151

152

153

15,{

155

156

157

r5E

SERVICE CAROS

STAFFING PATTERNS
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150

161

SPECIAL POWERS OF ATTORNFY

PROCURET'ENT COI'PLIANCE ANO
PERFORMANCE INt)CATORS

I yclr afier ouDos! had ba€n serY?d

3 yaa$ or to ba tled wilh EpoloDrale rftord seri!!SUBPOENAS
Ad Taalifrc6n(fum
Duce6 Tacum

J MEMORANDUI{ RECEIPTS (MRE). SEMI+It'ENDAALE
AND NON.EXPENOABI E PROPERTIES

' m6euEEft1ff rflEu'pflnFEEffiS- *=*
1€,2 ACKNOWLEDGEMENT RECEIPTS FOR EQUIPMENTS {ARE) 1 year glter eauipmsrl hBd bem rerurned rdllEld

t63

t6l

18S

16E

EILLS OF LADING

BID aNO AWARDS COl,lMrrTEE FILES
Abgl.o.B
lnvnadoot

ft! / Pott Ouelilic.tions
Pubfrcatb B

5 yEaG ailr .qrl6ct of w{'naf had b€en
l.rnhatad / *tlad, olhtf3 dispolo sira ! yc3f

2 yaarE

yaaB allar delivery hsd been a.c€Dtsd

187

161

168

170

171

CANVASS OF PRICES

DEI.IVERY RECEIPTS

DISPOSAL COMMTTTEE RESOLUTIONS

JOB OROERS

LISTS OF SUPPLIES UNOER SUPPLY OPEN.ENO

9tlrG, PtEia rs

BtN r srocK cARos

SuoDlie3

PURCHASE FILES
Ord€rs

1 year arlu DmFdty hd bcan dispolad
3 yea6 rller daE of l6sl enl.y

2 }lEl!

5 yer.! afie( aqulplnmt had been dGDosod

1 ylll aflsr prop€rv htd besn ditDo*dINVENTORY ANO INSPECTION REPORTS OF
PROPERTIES

INVENTORY FILES
Cutlodiafl SlirB
Equipn.nl end Sugphe3
Taq C.rds

1 yprr allcr tugcly / equiormnl had been ElurnEd
I ye affa. rrd.tld
I y.ar .ltcr uCatrd

172 IN\OICES /RECEIPTS
AEcoontabl. FomE (AEdndltiadl yaeas dl.r l!]J&Ee ot clearancE hrd baan

termrnald / ltlar proccrlv hd ban dur.ad
Oelivarias on Supply Op6rl - E,rd Odar Corl€cli
Prooerli.3 / T.anE,e. ol Prordiaa

5 yaa6
3 yaln .trt irtlanc€ o, cleoranc. iad Deon

l€rminal.d / afl€r orooarty had b.en rcfumed

113

17A

'113

r76

177

land
hrlE Prior@rfffi'rrC GPIP)

Fffirr. annrm EGTHE.T tEGERi^mG

5 ya!.t

ycErs anar aquipmrnt had ben diloosa(,

178 OUERIES ON PRICES OF ARlICLES AOOITIONAL FUNDS TO
MEET OUOTATIONS

AUIHAUIEo RgrE lTpll PE llooIIE'T
IUr'lER .ECOR6 SEFIES TITLE AXD OESCRFIIOX
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I'EI{
ruilBEI IECORG SIFGE IIILE ANO DESCnrPlOr,l ruTHONEEO REIEI{fbIt FER{'O

179
Frd Conlu.nption

lncpaclion and AEcrgEnca
Lorl, S1obn, DarnEged and Das.,royed Pro9€iy
Pltytlcal Col!

Prop€rly, Phnt .od EqlignEllt
Ssni.Eioonlbbl€ Props0

Pl!6rr6ftgd liloiiloairg

SupCrc End Matlri8ls lssusd
Waat Mdlddi

2 y.ars
2 year! allar acEd upon
2 yrars
2 yea6
3 yaarE affcr aloilad

y€6, aner pfoDeny had barn djspsld

160

1E',l

1tz

183

ITION ANO ISSUE SLIPS / REOUISTTION IgSUE 1 y€rr or tl€ wilh apPrconale ,acorda series
\OUCHERS

SHIPPING ANO PTCKING LISTS ON TTEMS PURCTASEO

2 y.!ra aher rcnewadSUPPLIERS IOE}ITIF ICITION CERTlFICATES WITH
PROCIJREI/IENT

SUPPTIES FILES
Aaltusrner{ Shsds
Ava a!{B hqurftls
t.d0BrC!ds
PlJachaca Joumals

1 year slter posl-ludl€d

5 y6ars
5 yaar!

rE4

165

1tl5

1E7

lEE

TTENDAXCE SHEEIS

I year afrar obligEtdy rsquiamanl h€d b€an aedl€d

5 months aller s(anrt.d and ilored b daEbaae

I ylar stcr Euparaa(bd

1 Far dLr aup€rsedad

CALENDARS

COURSE OESIGNS / OUTLINES / SYLLAAI

EVAII,'ATIONS

Su,rrn!.y
Survly Ontlionnair6

'1 ye€r arl.r ,ncorFr.lcd lI) lha &firl.ry report
2 yaa6
I yaar aftlr 6!|a had been aveluatad

1 ya.r aftcr sup€r3 dad

PERMANENT

189

lgo

191

192

193

l9a

195

1!t6

197

r9E

FEEOBACX

HA,{OOUTS

INVITATIONS

LISTS OF SEMINARS CONDUCTEO /COORDINAIED

MASTERLISTS OF PAFNCIPANTS

NATION

PRESS / P}IOTO REI.EASES (ABOUT OR BY THE AGENCY) ERMANEMT

PROGRAMS / PLANS 1 yea. eia, 5t 9c6adcd

2 years

1 yaaa ate, rcted upon

REPORTS

ln-|h./.. Trehinls
Oucrtbna
R.tunirt

199

2m

URCE SPETXER PROFILES

I }!B. atte. sp.n (bdSCHEOULES OF TRAINING,/ SEMINAR


