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Republika ng Pilipinas
PAITCANBANG PANGASTWAAN NG PATUBIG
(National Irrigation Administration)
Lungsod ng Guezon
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The Assistant Administrators, ileads of Departments,
3t=f, Regional Irrigation Hanagers, Project/Opera-
ticus lanagers, Provincial Irrization fngineers,
Irrization Sunerintendents and Officer-In-Charge of
Nationel Iorigation Systems and all others concerned
Hatzonel. Irrigation JAdainistration

HUBJACT DT AT AL CAGTTON OF RuCOADS DISPOSAL

woted herzvnder in full for tne information and guidance of all
concerned are trc Tuidelines on the Decenlralized Disposal of Valueless
Records in Govermicnt dgencies pursuant to Section 9 of Executive Order
o, 301 dated Jly 20, 1967 and the Genexrsl Records Authorized Disposi-
tion Schedvles: :

T TDALTALAS OF THE DICAMUALIAL DISPOSAL
OF VALUALASS RECORDS If GOVELGLAT) AGENCISS

ATCLS I ~ COVARAGE

Pursuant to Section 5 of uxecutive Oxrder Ho. 285 dated July 25,
1987, the Recoris Managzement and amxchives Office \RITAO) has been trans-
ferred and attacned to the Department of Bducation, Culture and Soorts.
To strengthen oparation of the said office, the DECS was authorized Ly
virtue of dxecutive Oxder lio. 301 dated July 25, 1987, to effect a
decentralized dizposcl of valucless records of government offices, In
this regard, the Rocords lanagement and Archives Office (EiisO) of DiECS
was mandated to jpreseribe wnifoxm standards or guidelines to be followed
by government o’ 'fices/agencies in the disposal or destruction of their
valueless or wr.ccessuwy records, Thus, these sridelinss were formulated
to meet this puitiose.

The "Guideli~cs on the Decentralized Jdisposzal of Valucless Rmcords"
in government o::7icen consists of five (5) parts. These arcs ('“l Cover—
aze, (2) Defini+ .Jn of Terms, {(3) Records Disposal Procedure, (4 Penal
Provisions, and ' %) Miscellancous Provisions, the la¥ter :anlude.s ‘the
repealing and of “eo ctivity clauscs of the zuidelines. U

At®hed to whe Guidelines are the Goneral sécords Authorized Dis-
position Schedw as, 4poropriate Fornms for the lisposal of valugless
records shall be as prescribed by the RMAQ,

\

el LCLE II - DAFIITION OF TAUS o
A

Adminigtrative Value, The usefulness of recordsy 50 the' ogis ‘inating
or succecding agency in the conduct of current business. .

Agency. 4#Ary agoicy other than the Records Maneageuent and Archives
Office.

appraisal, The study of vecowus, their relationships and centents,
to determine their adninistrative, fiscal, legal, archival values and
time values whether teuporary or pormanent.

archival Value. UThe deteruinotion by appraisal of the vital worth
of records for prrposes of permancat prescrvation and storagz Ly «n arw
chival agcncy.
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Director. Director of Records Managzement and Archives Office (RMAO).

Disposal, The act of selling, burning, or any other way of getting
rid of valucless records in accordance with the provision of those guide-
lines.

Disposition Schedule. A listing of records series by organization
showing, for cach reconds scries, the perioed of time it is to remain in
the office area, in the storage (inactive) area and its preservation ox

destruction,

File Brealrs. The tornination of filing activity for a particular
file at a pre-determined tiane, or after the lapse of a specific cvent
and the begining of a new file period,

HFigcal Volue, The information on the usefulness of recoxds about
the financial transactions and obligations of agencies and organizations.

General Records sSchiedule. A reocrds control schedule governing the

retention and disposition of specified recurring records sexles common to
several or all azcncies,

Infidelity of Records. Loss of records under the custody of the

agency including the loss of valueless records before its actual dis-
posal.

Inventory. A descriptive listing of the records holding by recqrd
series indicating itsg gpecifin location, inclusive dates znd volume in
cubic meters.

Logal Valuc. The use of records containing evidence of logally
enfrrnanhle mights or ohligations of government and/or private persons.

Records. Any paper, book, photograph, motion picture film, mic—
rofilm, X-ray films, sound recording, drawing, map or other document
of any physical form or character whatever or any copy thereof, that
has been made by any entity or received by it in connection with the
transaotion of public business, and has been retained by that entity
or its successor, as cvidence of the objectives, organization, func-
tions, policies; decisions, procedures, operations or other activities
of the government, or because of the information conitainad therein,

21 Records disposition. Systematic removal from office to storage
of records that are not neceded in everyday operation, identification
and prescrvation of permancntly valuable records and the destruction
of valuecless records, g

Recoxds ieries, 4 group of related records arranged under a
single wnit ox lkept togethor as a unit because they deal with a par=
ticular subject, result from the same activity, or have a special
form sucn as maps; blue-prints, etc.

Retention Period. The specific period of time established and
approved by the ilecords ilanagement and Archives Office as the life span
of files, after which a given sct of files is deemed ready for pexmanent
storage or destruction.,

Secretary. Secretary of Depariment of Sdnecation, Culture and
Sports.
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Valueless or No Veluc lecords. Include all record materials that

have reachcd their prescrived retention periods and usefulness to the
agency or the governmont as a whole,

alTICLE ITT - RuCORVS DISPOSuL, PROCEDUR.IS
Rule 1. Inventory ol Records

fach agency shall prepare an inventory of its records
holdings in tihe wrescribed from (Form 1) as an initial
step in developing the Records Disposition Schedule (RDS)
and for whatoever purpose the aroncy may deen necessary.

Rule 2, General Records Visposition sSchedules

2,17 4ll movemment agencics and instrumentalities
shall obscrve the enclosed General Disposition
Records ochedules in determining the disposal
of thoir valucless records. (annex I)

2.2 asajzeacies shall not dispose of their records ¢ ...
earlice than the period indicated for each
recond seriecs, However, records may be re~
taincd for longer poriods if there is a need
to do s0.

Rule 3. agency's docoxds Disposition Schedule

3.1 dach ageucy shall have a Records Dispositicn
Schedule, to be accomplisied in the prescribed
form {Yomm,2) covering its substantive records
and choge roecords not included in the General
itocords Schedule to scerve as its suide in the
dispogition of wecords; subject to the approval
of tiie Dircector of the iccords Management and
archives Office.

3.2 any revision ci chiunge in the Schedule shall like—
wise e subnitted for approval by the Director as
the need srises,

Rule 4. Request for <uthorization

4,1 Ho agency siall destroy oi sell any record withe-
out having first sccurcd cuthority from the Direc-
tor of Records Managemont and srchives 0ffice.

4.2 dbach agency shall submit to the Records Manage—
mont and Archives O.fice Lour (4) copies of
accomplished "Requeut for authority to Yispose
of Records® {(form 3),.

Rule 5, 4ppraisal and «xamination oi Disposable .tecords

Upon rcceint of the request for authority to disposc

of records, the Chiof of the Current Records division,
acting for thc Director, shail assign a Records Manage-
ment snalyst, to appraisc wund examine the disposable
records of the voquesting agency and recommend the
manner or method of disposal, such as by burning oxr
cirect sale or shredding before sale in the »rescribed
form {Form 4).
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Rule 7. ©

Rule 8._

Rule 9.

. 4] -

syghority to Dispose

5.1 The Director of itecords Management and drchives
OffTice, acting for the sSecretary of D433 with the
concurrence of the ilead of the agency concerned,
is avthorized 1o direct destruction or disposal of
necords in acsondance with the recommendation of
the Records Managencnt 4analyst of Records Manage-
ment onad -IAJ:Cﬂ.'V'C-.) Office who a.pur-.lseu the records,

The Dirvctor of Records HManajgcient and srchives
Office shall issue the auwthority to disposc of
records and the mamner of disposal using the

ez 3T | B
vrescribed fora {Form 5).

Ch
o
hav]

H.4 All records periaining to claims @ad donends by
thwe govermnont of the Philippines either as a
cobbor or creditor, and ave required to be audited
by the Commission on dudit shall ndt ve destroyed
or disposed of by the hecad of any wntity under the
authorization granted without the neccessary clearance,
frow tho vommiszicn on audit, cortifying among other
things that the records for disposal ave not involved
in any casoc,

Custody of Valuveless Records

The Rvcords OfiTicer who is in custody of tlhc :t’ccords
nolding of an igency shall be responsible I the safo~
keeping of the valucless records until its dl.sposa,l is
anthorized,

liow Disposals idre To Be dccouplishoed

8.1 e Records ilanajement and archives Office
together with o ;31 asentative of D305 and the
JCA may ro-appraige and re-exanine records
fox disposcl as tiwe need arises,

8,2 ‘Ho safeozverd the sanptity of the raecords and o
chock Ia the records to be disposcd arve to the
zime rocords which were appraised and examined
an: that no inscrtions have been done, the actual
disposal of wxecords shall be witnessed by represen—~

tatives of the ageacy conceraed, the JUA0 and COA.

Authority to Conduct Public Bidding

S.1 iBach agency shall conduct public bidding for the
disposel of valucless records once a year folleowing
the pertvinent provigions on public bidding and
awvarding ofi contracts of P.D. 1445. Prefexrably, the
public hidding should be conducted towards the end
of the calendar year so that the offectivity of the
CO‘J‘z:aCu of the winning bhidder shall be in Januwaxy
of the following yeu

9.2 ihe decords ianagemcnt and srchives Office shall be
furnished with a copy of bhe co: 'I: 3.cl:



RKule 10,

Rule 11,

Rule 12,

b

i
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‘rule 14,

10.4 Bech agency sholl submit o o

‘-.5..

Certificate of Disposmal

10,1 4 Certificate of Lispossl (Yorm 6) shall be
prepared in triplicate by the agchey concerned
and witnessed by the represcntative of the Yo
mission oa sudit, Records ianagcment and archives
Office and the owning ajency upon delivery of the
dispegable resords to the paper milis or warehouse

of TR AwiAimiIAg hbidder.

10,2 The certificate shall inddcate the nature of the
records the monner, place and date of disposal and
their appromimate volume in cubic metors and weight.

10.3 The oxiginal copy goes with the agency concerned, a

copy for the Records Management and archives Office
and a copy foir the Comnission on audit,

cport on the disposal
of valucless records to the Recoxds Hanagement and
archives Office,

Procosds of Sale

All proceeds roalized fxom the sale of disposable value-

s shall e remitted either to the National
Tund, to the Local Government iund, or to the Corporate
Mand.

File Breaks and Disposal Poriods

12,1 Bach agency shall detummine when to have its file
brecks, File brecks ave gonerally set during the
gslack periods of filing and servieing. 4 file
break nay be set at the ead of the fiscal year or
culendar yeax.

12,2 Recozds shall bha disposed of periodically,
usuzlly oncedcycas, soon aftor a Lile broak,

ARTICLS IV - Pudal PROVISIONS

Any act or cmaizsion in relation to the rules and
ropulations promulgated in the juldelines shall be
punishable wnder tihe provisions of articles 226, 234
and 235 of the Rovised Penal Codle or any specific

rile which may be considercd a violation of the
specific provisgion of criminal laws without prejudice
to the filing of aduinistrative case againat the offen~
der.

ARTTICLE V -~ MISCALLAWNI0US PROVISIONS
Repealing Clause
411 orders, rulcs and regulations or part theveof,

which are inconsistent herowith are hereby repealed
or amended accordingly.



dule 15, Wffcctivity

This Department Order shall btake offect fifteen (15)
days afver its publication in the Official Gazatte.

Published in the 0fficial CGazattc, Volume 84, No. 10 date
Farch T, 19837,

Anent thoe foregoing zuidelines, it is hereby provided that:

Records no longer nceeded for the day-to-dey operation
of any organizational wunit should be turned over o
$the Records Management Division in the case of NIA
Central Office, or to the Administrative Division in
the case of regional and project offices for appraisal
to determine their values, Rccoxds appraised as still
valuable should be retained in accordance with exist-
ing records retention schedule and those conzidered
valueless should be wccomnended for final disposals;

To facilitate turn over of such in-active records

the organizational unit concerncd way request tech-
nical assistance Irom the Records Management Division,
or adminisgtrative Division concerncd;

fdo records should be brought out of the office
premises without thoe correponding gatc pass duly
signed by the Hansger, ideconds Monagement Division

in the case of ¥Ii Central Office, or Regional/
Special administrative Officer, in the case of

field offices, or by the duly authorized reprecsen~

-1

tative of the aforecited officials,

Finally, all requests fox authowity to dispose of
uzcless records should be fouworded to the Director,
Records Monagemoent and archives Oifice, Metro Manila
thru the administrater, attentions Asgistent idminis-
trator for administrative Scexvicos, National Terigo-
tion Administration, vd., Diliman, wuozon City.

This Momorandwa Circular shall taie immediately.

Compliance hereon is strisily cajoined.

(SGD.) FEugiTCO M. ALDAY, JR.
Administrator

&‘ »
“aclosure:

s

1. RMAQ Records Retcation & Disposal Schedule
2. R0 Form Ho, 3

signed 83188
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15.

GilERAL 12300105 DISPOSITION SCILELULE

AUIHORIZED DISPOSTTION 2ER10D

Six Monthe

I8 Cards and Continuous Forms, after deva are transferved to
magnetic tapes,

One Year
Applications for dmpluyment/Position

applications for Leave of sbsence, after absences have been recorded
in the lesve caxd,

applications for resigmation/transfer/retirement
Blotter for arrival/departurs

Certificates of Appearance

Certificate of Cleawrance

Surriculum Vitac, if superscded/updated

Daily Time Records (OS5 Form 43), after absences has been posted in
the leave card

Delivery ileceipts

Baployee Interview Reports, after scparation of employce
Gate Pasu

Job Oxdexs

Locator “lips

Hemorandvm Recclots for squipment, Semi-Mxpandable and ion--Drpand-
able Properiy (OF 32.-i), after equipment has been rebturned/cancelled

Méiling Lists

Minvtes of Staff deetings
Press Releocacs

Performance Ratings
Perlorvmance dppraisal teports

Perforrnance Tanrget Worksheels
(&)
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27o

28,

10.
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Position Classification pepsrs {job descuiptions, request for
claspification and recouncndation, notices of classification
action), if supersedoi

Recoumendations for Haployacnt

Rlegquests {approval on poomotion, change of status, reinstatement,
transfer, after date of correspondence.

dequests and authorizations to teach, afier date of authorization
feguests for Yonding Officiald @mployues, alftor clearance

Shipping and Packing Hist on Ttens purciased {rom dealers, after
shipuent

Bigaaturzs aad Hardwreiting specimens
suodlies adjustuent Sncets, after post-audited
Telograns
Training Plans/Designs/éa ender, after superseded
Praining Prograns/Couvses Syllabi, after vevision/superseded.
Trin ickets
Zvo_ foars
Authorization (overtime, salary, transfer of Ffuads)
authority ior allcwance, after authoxrity has been terminated
Canvass of Prices
Cexbificates of Eligibles9 after date of certificate

Dircetives/Issuances issued by or forx the head of the agency
roflecting routinary informetion or instruction, if superseded

Dircctories of Officials/imployeecs, if supewsedoed
Gensral anvropriations

Invartory of Supnlies and dguipment of different agencies, after

suworsedad
-

Invertory Teg Caxds

Loghooks oi Incoming/Outcominf Commumnicationg, atter the last entry
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10.

11,

12,

Monthly deponts of Income

vonthly Settlement of ronthly Subsidiary Ledger Balomce (GF 65-i)

Pormissicn to engase in business/private practice and/or toaciy
3

Porsonal Mata oheet, aftex

12}

upcrsedc

yaczies on Prices of articles, additional Funds to mcet duotations
o8e form 11)

Send -sumae) AfTiclency Jdesorts

Sup licrts Taentifizetion veritificates with P‘*o-vuxe..h Aty after
nenowal

fezindiy: dosowts

fhree Years

e ey

iclmowloCaenents {ihquiries/requests), after date of coxrz.spoadence

<

.
-

Gpplications for Uonding Officials/Bmployecs (G 56 -4), after

auditer’s Gontract Camdn (GP 53-a)

s (GP 18-4)

a."
[

sonds of Indoemity for Issue of Due Varrar

Budgete vy ¢ Coil ing

Dudget dsbimeves lncluding inclysis shoobs
Cash Disvurscement Jeilings
Daily sosh depor

Sopinstes of foathly Incone

o

Invoizes of sdeceipt foi Proporty ' GF 30~i), aiter issuances of

clearaincoe

KR

Invoices wnd decelptis of accountable Forms (GF 33-4), after issvances
of wlonvancoe

Invoilcen cnd doec: .-J.m..: for Transfer {(GF 1u-4), aftor property has
been transforien

Canh izburscment vellings
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19,

20,

21.

e 4 we

Plan of Work- and Requests Tor allotment
Reports of dxeminetion U# T4-aj, after supcrscded

§ a . : e ‘ 2\
Zeports of Operations wnd supsrlement including analysis (87 133,

G\,

dequests for Obiigaticas of allotmeat

'
)

schedule of aecounts icceivable | waearterly)

dhaternants of accounts oSurrant

< , - . 3 - BT S
Statements of accowibs Foyable . 304)

>

the last ontxy

<y
&
o

sbock Carces on wupplics, af
Subzouna/Subpocae Juces Teounl
Special .L'Sr-.dge'i: LG 91 A
supplonental buéf ot °

Woxriz and Finuncial.. Plan

Joric Prograan, af

Four Tears

PR

abstract of Sulr-Vouchers (GF 25-4)
Purchase Orders
degorts of dxaminction of Poymaster (G 54.-4)

isition 20 lssue Vouchers covewing dmergency Puechase of
ice \GF. 45-4)

dequisition foxr sguipment ox Mup plios BIT Form 4.)
Requisition o Dilect Purcchase with supronting paners

Withholding Wax Ceetificates, after supurseded

Administrative Sases, Doom the (L;’c,e of dCCioiOﬂ, except vital
fzocu.ne 1tary evidoncse presanted in tire case which is of value for
the protection oi the civil 3 legal, sroperty and other rights of
the citizen, LECLITONS .l 2AULLIENT

o -~

application for Aelidf of eccountebility, after death/retivcment

S211 of sading (U 9w}, after ccceptance of delivery
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