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MEMORANDUM CIRCULAR No. ) |
Series of 2026

TO : THE SENIOR DEPUTY ADMINISTRATOR, DEPUTY ADMINISTRATORS,
REGIONAL/DEPARTMENT/PROJECT MANAGERS, DIVISION
MANAGERS, AND ALL OTHERS CONCERNED

SUBJECT : POLICIES AND GUIDELINES ON THE RECORDS INVENTORY AND

DISPOSAL OF VALUELESS RECORDS IN THE NATIONAL IRRIGATION
ADMINISTRATION

In compliance with Republic Act (R.A.) 9470, or the National Archives of the Philippines
(NAP), specifically Section 9 (1) (2) of Article II, and Section 18 of Article IlI, the following
are the guidelines to be observed by the National Irrigation Administration in the inventory
of records and disposal or destruction of valueless records.

DEFINITION OF TERMS

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

Appraisal - refers to the study of records, their relationships, and contents to determine their
utility values as to the administrative, fiscal, legal, and archival value, and time values,
whether temporary or permanent.

Authorized representative - refers to an official/employee given the right to act as a witness
in the disposal of valueless records;

Authority to Dispose of Records - refers to written permission issued by the Executive
Director of the NAP to NIA for the destruction of valueless records;

Disposal - refers to the act of selling, landfill/burying, or any other way of discarding
valueless records in accordance with the provisions of R. A. 9470;

Disposal Procedures - refer to a series of steps in the disposal of valueless records;

Economical Disposal - refers to management ways of discarding valueless records that will

generate savings in terms of space, equipment, human resources, and other sources of
income;

Evaluatlon - refers to the act of examining disposable records to assess their value, quality,
)] and extent of physu:al condition.

flooking at and considering something carefully;

Financial Records

: nd maintained by NIA about financj
transactions and obligations;

CRRTIICATE MO SON 10415



Fiscal Value - refers to the relative worth or usefulness of records about financial
transactions and obligations of NIA;

General Records Disposition Schedule (GRDS) - refers to a records control schedule governing

the Disposition of specified recurring records series common to all government agencies
issued by the NAP;

Inventory of Records - refers to the prescriptive listing of the records holdings by the records
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, microfilms, optical disks, and magnetic
tapes and disks;

Legal Value - refers to the value or records containing evidence of legally enforceable rights
or obligations of NIA and/or its official or employee;

Letter of Availment - refers to the letter of NIA availing the services of the NAP official buyer
of valueless records;

Mode of Disposal - refers to the destruction of valueless records by sale, landfill/burying, or
any other means;

NIA Records Disposition Schedule - refers to a listing of records by NIA showing, for each

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

Permanent Records - refers to records whose usefulness is worthy of preservation because
of their administrative, legal, and/or archival (historical and research) significance;

Public Records - refers to records or classes of records, in any form, or in whole or in part,
created or received, whether before or after the effectivity of R.A. 9470, by NIA in the conduct

of its affairs, and have been retained by NIA as evidence or because of the information
contained therein;

Records - refers to information, whether in its original form or otherwise, including

documents, signatures, seals, texts, images, sounds, speeches, or data compiled, recorded, or
stored, as the case may be:

(1) In written form on any material; or

(2) On film, negative, tape, or other medium to be capable of being reproduced;
or

(3) By means of any recording device or process, computer, or other electronic
device or process;

Records Disposition - refers to the systematic transfer of non-current records from the office

to a storage area, identification and preservation of archival records, and destruction of
valueless records;

Records Disposition Schedule (RDS)- unique records for an agency, how long records are kept,
and what happens to them when they are no longer needed.



Records Series - refers to a group of related records arranged under a single unit and kept

together as a unit because they deal with a particular subject, result from the same activity,
or have a unique form.

Request for Authority to Dispose of Records - refers to NAP Form No. 3 in the disposal of
valueless records;

Retention Period - refers to the specific period of time established and approved by the NAP

as the life span of records, after which they are deemed ready for permanent storage or
destruction;

Temporary Records - refers to records that already serve the purpose for which they had
been created;

Valueless Records - refers to all records that have reached the prescribed retention periods
and outlived the usefulness to the agency;

Volume of Records - refers to the quantity of records in terms of cubic meters.

RECORDS INVENTORY

The purpose of this Records Inventory Procedure is to establish a standardized process for
identifying, documenting, and managing NIA's records to ensure compliance with applicable
laws, regulations, retention schedules, audit requirements, and transparency obligations.

This procedure applies to all NIA offices, and covers all official records regardless of format,
including but not limited to:

Paper records

Electronic records and databases
Emails

Audio-visual materials

Maps, drawings, and microfilms

RECORDS INVENTORY PROCEDURE

A. Preparation

= Each office shall designate a Records Officer or Document Controller
* The Personnel Relations, Documentation, and Records Section, Human

Resources Division (PRDRS, HRD) shall issue inventory guidelines, templates,
and timelines.

B. Identification of Records

= [dentify all records created, received, or maintained in the course of official

NIA operation.
Include both active and inactive records, regardless of storage location (onsite,
offsite, electronic systems)

C. Documentation of Records

Using the NAP Form 1, Records Inventory and Appraisal, indicate the following:

= Record title and description
= Period covered



Volume in cubic meters

Location of records

Time Value

Utility Value

Retention period

Access classification

Legal or regulatory basis (if applicable)

D. Retention and Disposition Assessment

« Match each record series with the NAP’s GRDS and NIA’s approved RDS.
= Identify records eligible for:

o Transfer to records storage
o Lawful disposal

E. Validation and Submission

* The Records Officers and Document Controllers shall review the inventory for

accuracy and completeness

Completed inventories shall be submitted to the PRDRS for validation and
consolidation

F. Roles and Responsibilities

= Agency Head
o provides overall authority and support for records management
activities
* Personnel Relations, Documentation, and Records Section
o Issues inventory guidelines and tools

o Provides technical assistance and compliance monitoring
o Validates the inventories

»  Records Officers and Document Controllers

o Responsible for accurately identifying and documenting records
o Ensure inventories reflect current recordkeeping practices

G. Review and Updating of Inventory
Records Inventories shall be reviewed and updated:

Periodically (e.g., annually or semestral)

Whenever there are significant changes in function, systems, or organizational
structure.

GENERAL REQUIREMENTS ON DISPOSAL OF VALUELESS RECORDS
Rule 2. General Requirements

Use the General Records Disposition Schedule, NIA’s Records Disposition Schedule,
and/or specific laws and regulations in determining public records for disposal.

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

Ensure that records to be disposed of have a number and subject/title as in the GRDS
and NIA RDS.



Conduct periodic examination of agency files at least once a year to identify valueless
records that can be requested for disposal.

Separate the records for disposal from those for further retention as suggested by the
NAP.

Do not dispose any public records under the administration and control without
authority from the NAP.

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

Do not dispose of financial records that are subject to audit by the Commission on
Audit (COA) until they are post-audited and finally settled.

DISPOSAL PROCEDURES

ingtio eless Records for Dis

NIA Records personnel or any authorized records officer or document controller
concerned shall determine the valueless records by checking the specific and

authorized retention periods using the NIA’s RDS and GRDS and/or specific laws and
regulations as the legal basis.

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

Request for Authori [ e

NIA personnel concerned shall accomplish the Request for Authority to Dispose of
Records (NAP Form No. 3) in three (3) copies and properly fill out specific records
series, period covered, volume, and authorized retention periods based on NIA’s RDS,
GRDS, and/or specific laws and regulations, as:

o Financial reports that are subject to audit by the COA were post-audited and
finally settled, and

o The records involved in a case or investigation were finally decided upon or
settled.

Upon completion of the Request for Authority to Dispose of Records, and the NIA

officials concerned have approved and signed the request, the same shall be
submitted to the NAP.

Evaluation of Disposable Records

Upon receipt of the Request for Authority to Dispose of Records, the same shall be
forwarded to the Chief of Records Management Services Division (RMSD), National
Archives of the Philippines (NAP), for National Capital Region (NCR) and Luzon
requests; Head of Cebu Regional Archival Network (RAN) for Visayas requests; and
Head of Davao Regional Archival Network (RAN}) for Mindanao requests.



Authority to Dispose

= The NAP Executive Director, upon the recommendation of the Chief of RMSD, based

on their final evaluation and judgment, shall issue the Authority to Dispose of
Records, indicating therein the mode of disposal.

Notificatio l

Upon approval of the Request for Authority to Dispose of Records, NIA shall be
notified through a letter addressed to the concerned official.

o In case the mode of disposal is by Sale, the Guidelines on Government
Procurement shall be followed in the selection of contracted buyers. A copy of
the contract shall be submitted to NAP prior to the actual disposal. If NIA opts
to avail the services of the NAP official buyer, a letter of availment shall be
submitted to NAP.

Authorized Personnel Relations, Documentation, and Records Section personnel shall
coordinate with the NAP on the actual date of disposal through a letter to ensure that
the records to be disposed of are the same ones authorized for disposal.

A letter request to the Resident Auditor shall be prepared to witness the actual
disposal of valueless records/documents.

ertifl f Disposal

A certificate of Disposal shall be prepared in three (3) copies by the NAP authorized
representative who will supervise the actual disposal of records and ensure that all
pertinent data is complete.

The distribution of copies shall be as follows: Original Copy - NIA; 2™ copy - NAP; and
3rd copy ~ COA.

Proceeds of Sale

All proceeds realized from the sale of valueless records shall be remitted to the Office
of the Cash Division, Finance Management Department.

Disposal of Damaged Permanent Records

Disposal of damaged permanent records and damaged records that have not yet
reached their prescribed retention periods shall be considered for authorized
disposal only upon submission to NAP of the following requirements:

o Official report pertaining to the non-usability and the extent of damage done
to the records, causes of the damage to the records; photo documentation and
information on the damaged records.

Request for Authority to Dispose of Records (NAP form Ne. 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 NIA officials concerned.

Certification that the said damaged records that are subject to audit by the COA were
post-audited and finally settled, and/or the records involved in a case or investigation
were finally decided upon or settled; and,



* If expediency demands and upon the order of the NAP Executive Director, an official
report from the NAP representative shall be conducted, and an actual physical
inspection and evaluation of the damaged records.

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

For your reference and compliance.

<

l}‘{lE G. GUILLEN

ENGR. EDUARDO
Administrator

10 APR
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. 'NAP Form No. 3 Accomplish in 3 copies
" Revised 2D12 . .
- AGENCY NAME:
NATIONAL ARCHIVES OF THE PHILIPPINES
Pambansang Sinupan ng Pilipinas
REQUEST FOR AUTHORITY TO DISPOSE ADDRESS:
OF RECORDS
DATE: TELEPHONE NUMBER:
GRDS/ RETENTION PERIOD
RDS ITEM RECORD SERIES TITLE AND DESCRIPTION PERIOD COVERED AND PROVISION/S
NO. COMPLIED (if Any)
LOCATION OF RECORDS: VOLUME IN CUBIC METER:
PREPARED BY: (Name & Signature) POSITION:
CERTIFIED AND APPROVED BY:
This is to certify that 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
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z _ T T NAME OF OFFICE: % DEFARTMENT/DVSION: & TELEPHONE NO .
NATIONAL ARCHIVES OF THE PHILIPPINES _ . -
Pambansang s,‘nup&n ng Pilipihas 3, SECTION/UNIT: 5. EMAI. ADDRESS..
RECORDS INVENTORY AND APPRAISAL 6. ADDRESS: 7. PERSONN-CHARGE OF FILES: 3 DATE PREPARED,
. 10, PERIOD ’ — :11. T™E | 18, U'rum‘.
5 Reoomdéssem R'PE;LWLEM COVERED/ |u. voun:H 12.::006!08" 2. esTrcmows 1 LOCATION | 15 F:;'ﬁ::"cv 1e.ourucanion| VALUE | VALUE 19. RETENTION PERIOD 20, DISPOSITION PROVISION
v_ INCLUSIVE DATES| A . (TP) | AdWFILAIG [ aActive | Storagd Total
LEGEND: }
TIME VALUE: T - Temporary P - Permanent
UTILITY VALUE; Adm - Adminkstrative F - Fiooal L - Logal Arc - Archival
PREPARED BY: ASSISTED BY: APPRGVED BY:
Name afid Fosftion NAR Racords Management Analyst Chich of the DivisioDapariment

fage ___of ___ Pages
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For further guidance, refer to NAP Genéral Circular No. 5, “Guidelines on the Disposal of

~ Valueless Reconds in Government Agencies” and the General Records Disposition -
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mﬂmnobnaernecded.mmmb

| ideedule (GRDS) of 2023. 'nme ocy mer
Amﬂable ﬁ:rdownbld om:he mm

1 ‘_dmmmmmmmm

; ;mmmmmmmommn,
© Trunk Hne Nos.: (028 929 607110 78 » Telefax No.: (O B 9289848
" Webshs: mm‘wpbnﬁm mmmww'

. 3mm.m




NA'HONAL ARCHWES OF THB PHILIPPINES
Pambansang Sinupan ng Pnipmas

‘March 25, 2024

GEN RICARDO R VISAYA (Rat)
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» 7. REVENION PENIOD
""‘. 4. RECORDS SEMES TITLE AND DECRIPNION e S 6. NEARNS
1 HIETORY PENRMANENT
14 |FIRE ORILL CERTIRICATE 2ysens 2yeans
18 ON CALANITIES PERMANENT {Omer capies can b disposed
of oher 1 yeor
18 mfmmmmm 2yours | Jyears | Syours :
CVL. SECURITY AFFAIRS
17  [FIREARMS RECORDS PERMMNENT
18 JINCDENT REPORTS 2 yours 2 yourn LXNar sattied
19 - JLIST OF STAYIN VEHICLES 1 your 1yor ;mw
20 OGBOOK OF DALY ACTVITIES 2yemn | 2 yours r&'&dum
21 |SCHEDULE OF GUARDS ONDUTY 1yonr 1 yoor
22 [PERBONNEL SELECTION BOARD FLES 2yeens | 3y0ems | Syoun Jmmumuu
Agpplicstion w
Aoty to Fil Vacen! Posihon
Comperstive Assesarmant
Latler Nest in Renk
Posting
Publicabions 5
mmumm&
23  [|REPORYS
Appoiniment ACOIeiDr 3yeas | 2yem | Syeens
Exurnicglions Jyoaes | 2yewr | Syeuny
Personnel Atsions / Swengthe 1 your | Tyonr [Aler updetes
Seperstion Jyers | 2yem | Syemnn
AND DENTAL SERVCES
24 |BLOOD PRESSURE AMD MOMITORING SHEETS 2yeen 2y00n
> 19 FLES 1ynar 1 yoor
Cioas Cantact Line List
Quararsing Clesrgnce
Resvits
Anbibody
Rapid / Sweb Anligen
Signs and Symploms Log
Workplecs Pravention and Centeol Compllance
26 [FASTING BLOOD SUGAR TEETS RES\LYS 2 yaom 2yours in-uu-u
£ 4 OF VACCINATED ENPLOVEES Tyom 1 your wpdeted
b} RECORD BOOKS 2 yom 2your sudted
) FULES
Carde
Nurasss Nows
Record Book (Mendosing)




2008
‘ 7. RETANTION PEIOD )
e .. .
il 4. AECORDS SERES TITLE AND DESCAIPTION T — o e
F 30 [REVABRITATION LEAVE yoors B R ]
3 [REPORYS '
Communicabls Disaases Exposure Deta Sysens Synens euled
Empiogass’ Work Accidgnt Syean Syeens SORRSRAIIS tatired.
Ocoupationst Healths Sefety Arvust Madical Sy Sy
2 mawamm Iyone S yanes
<] FLES 1 yoor 1 your an:wm
Vahicle
34 {RECEIPT ON THE PHYSICAL COUNT OF INVENTORIES 1 3yems | 2yean | Syean
3  |nePORTS Syean RIS
Pra-repair napecon
TRANNG DIVIION
38 |COMPETENCY ASSESSMENY 2poen] | 2yees [Meerevenmmne
b 4 :mmwmm 2yeny | Syases | Syeaes e sarvice obigetion
Back to Olfice Report :
Comparstive Assossment
Comracts
Nominations
Requirements
Rasohrion
38 pmmmun 2yoers | Symees | Syeann Lﬁ-nmm
Approved Recuests : ot bupn hilling
» Sy | Syeen | W0 yeem the project hed Semn
complond ‘
e Posk-outing and.
j Swers | Bysere | 10y0aes | Baly soBied
uduom 2yem | Iyan | Sywn
Sontering Lagbook 1 Loan Wiandrauwils Syears | Symenn | 30 yours
Non-Cash Avatvment Aushorty 5 yours ‘m 30 yoors
Notios of Didursarents 1 Sveen | Syoers | W0yeen




2008
————n S RECORDS SENES TITLE AND DRSCRIPTION : - . RENARKS
ENOINESRING DEPARTIMENT
42 W 2yon 2yonrs Mlnmhnbu
Emwironmenal Complence compliswnd
Non-ovariep 1
Preconilion i 1
43 SN0y PERMANENT
44 [INFRASTRUCTURE PROJECT FLES
Conificates of Completion snd Accaptance PERMANENT
Contracts PERMANENT
Dectaration of Tumover PERMAMENT
‘Notice 10 Proceed 2yoers | 3yeers | S yoars conrect had been
termineted / seitied
Plans end Drpwngs PERMANENT
As Dok
Goos tor Construchon
Programa
Worka POW) PERMANENT
Construction Syowrs | Syears  10ysars {Provides post-sushes snd
' | Sralty setlied
Progress Bilng PERMANENT
Reports | |
Final rwentory PERMANENT
Monthiy Coded 2 yoans 2ysars (ARt the project had beon
. _ completed
Monthiy Peogress 2 yoacs 2years [Afer e project hed tesn
’ campleind
Penject Complation PERMANENT
Spaciications of Projects PERMANENT
Varigtion Onder ¢ Firrmad up Quaniity end Cost PERMANENY
4  (Peraavs , :
Geatulious Specisl Use 290008 | Jyees | 5 Yeors
Special Agessment Within Protecied Asees 2yons 2yeons ﬁl.m
Spacial Tree Cuting 2y 2ysen
Weler PERMANENT
« |rerorTs o
Enginesdng Geological snd Gechazard Assesement 2yoen | Syoers | Syoane
Tvironmenisl and Asesstmpnt " Zyoars | Syoam | Syeers
Fachuml 2yunin ! Sysans | Syeens
47 [SURVEY AND WAPPING PERMANENT
48 TER MANAGEMENT PLANS 2y | 3yoens sm-rnum
OPPRATIONS DEPARTMENT
;nr—-'vwm
49 TION OF A EQUIPMENT ENGINEERS 2years | Syoars | 6 ypoers An-m
0 YO PROCURE EQUIPMENT/ SERVICE VECLES 2yeen | 2pmen
s | TO DISPOSE UNSERVICEABLE EQUIPMENT PERMANENT
N\
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o. RECONDS SERIES TITLE AND DESCIIPTION

8. REMARKS

!

82

57

EQUIPMIENT REPORTS ON REFPAIR AND PREVENTIVE
NMAINTENANCE

inigetors Assacistion Functionality

IRRIGATION ENGINEERING CENTER
CERTIFICATE OF IRRIGATION COVERAGE

MOMTHLY ACCOMPUSHMENT REPORT OF CLIMATE CHANGE
ADAPTATION WORKS ‘

OF WORKS OF REGIONAL OFFICES
RENEWABLE ENERGY FLES
Comparsiive Speciicebon Yable
Market Analyss
Progress Project Rapors
|REPORTS
Dem Elovation
Rainisl Status Date
SYSTERS MANAGEMENT DIVISION

Beck 10 Ofcs

Farmng Actwilies

Montivy Melntansnce (MMR)
Operations and Marianancs Performente

yoar tyonr |Afur spdeted
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‘2 yonrs

Jyeen
2 yours
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REPUBLIC OF THE PHILIPPINES
NATIONAL ARCHIVES OF THE PHILIPPINES
'PAMDANSANG SINUPAN NG PILIPINAS
1765 PAZ M. GUAZON STREET, PACD, MANTLA
TEL NOS. +632 8521-3034/ 4632 8642-9677
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NAP GENERAL CIRCILAR NO. 5
October 10, 2023
TRNORLRIIR BY AL
TO : HEADS OF ALL BRANCHES OF THE GOVERNMENT, CONSTITUTIONAL OFFICES, LOCAL

GOVERNMENT UNITS (LGUS), GOVERNMENT-OWNED AND CONTROLLED
CORPORATIONS (GOCCs), GOVERNMENT FINANCING INSTITUTIONS (GFis), STATE

SURIECT  : GUIDELINES ON THE DISPOSAL OF VALUELESS RECORDS IN GOVERNMENT AGENCIES
RA 9470, the National Archives of the Philippines Act of 2007, renamed Records Management and

government-wide programs
mumwmmmum«mm

In compliance with Section 9 (1) (2) of Articie II and Section 18 of Article III, the following guidelines
on the disposal of valusless records in ali government agendies are hereby fiwed and issued for the
guidance of all concarned.

Al other issuances or parts thereof inconsistent with this Crcudar are hereby superseded and
amended accordingly.

Y. namld

VICTORING MAPA MANALD, CESE
Executive Director



ARTIOES
COVERAGE

Bulel.

This crauar prescribes uniform standards or guidelines to be followed by the government: ageneles
In the disposal or destruction uf thelr valusless records:

These guidefines on the Disposal of Valosiess Records in Govérnsmenk Agendies congist of six (5)

paris: (1) Coverage, {2) Definition of Tenms, (3) General Requirements on the Disposal of Valueless
Records, (4) Records Disposal Procedures, (5) Offenses and Penalties, and (6) Miscellaneous

The General Reconds Disposition Schedule (GRDS) common o ALL GOVERMMENT AGENCIES serles
of 2023 15 altached to these guldelines.

ARTIAETE
DEFINITION OF TERMS

Adiinisiralive Vake - refers to the usefuiness of records to the arigioating or succeeding agency i
the conduct of cumrent: business;

Agerxy - relers to any agency other then the Nalloral Archives of the Philippines; Agency Pasone
Concamed - vefers to Agancy Records Offieer/Archivist/Records

Agpraisal - refers to the study of recoids, their relationships, and conbenis %o debermine thelr

mummumwwmmmmmmxz

Aulfiorizad Reprecsnistive - veliers % an offichifemployes given the right to act as 3 wiiness in the
disposal of vaiuelens recortds;

Authorlly - refers to a concliusive statement leading to sn ofiicial decision;

Auvthorlly to Dispose of Records - reflers to weitten permission lssued by the Bxacuive Directir of the

National Archives of the Philippines (NAP) to government agendies for the destruciion of valiueless

- pefiers to the actof ‘ other way of
;m siothe d},nmlmww wary of discarding valueless records

Disposal Procedhires - refer to & seties of steps in the dispasal of valusless reconds;

Economicel Disposal - relms to menegement: of discarding valueless recosds thet will generete
mhmdmmm%udwmﬁm

Bveltntion - refers tn the st of examining disposable records to assess their Velue, quallly,
importance, and edent of physical condition;.



by

Bamination - refers tn the process of looking 8t and considering something carefully;
Bexutive Direcior - refers to the head of the National Archives of the Phillppines;

Faandial Records - refer % vecords treated and maintained by the Agency about their finendal
transactions and cbiigations;

Fiscal Value - refers to the relative worth or useftiness of records pertaining to financial transactions
and obligations of agencies and ergantzations;

General Records Disposttion Schadide~ refiers to a records control schedule governiing the Disposition

of specified recusting reconds series common to all government agencies tsued by National Arciives
of the Philippines;

Tnventory - vefers 1o a descriptive listing of the records holding by record series indicaling Rs specific
focatien, Inchusive dabes and volume i cublc meters; cpnduct of related activities o locate, identify,
describe, count, and measore all records in the offics and shorage area induding all loose and bound
papers, microfiBns, optical disks, and magnetic tepes amd disks;

Legal Value - vefers to the Velue of records contalning exidence of legally enforcesble rights or
gbligations of gowernment: and/or private person;

Letier of Aveliment - velers to letier of agendies avaling the services of the NAP official uyers of
wilueless records;

xdm-mmhmdmmw&ummwm’
waps;

Permanent Records - refex to reconds whose useliiness §s worthy of preservation because of thelr
administrative, legal and/ or archival (historical and research) significanos;

Rulslic Records - vefer to records or classes of records;, In sy Torm, o whole or 1n part, crested or
received, whether before or after the effectivity of RA 9420, by a government agency In the condiuct
of its uffelrs, and hava been retalned by that government agency or s suecessors s evidence or
because of the information oontained thenein;

Records - refer Ip Informalion, whether I RS orignal form or otherwise, incdluding doamments,
wmmmmlhmmn.wumu@mﬂd,wmﬂum

(1) In witben form on any materal; or
{2) on fiim, negative, taps, or ather medium 0 2s 1o be capable of being reproduced; or
(3) by means of any recording devics or process, computer, or other electronic device or

Records Disposition - refers 1 the systemetic transfer of non-cavent records front office 1o storage
aven, identification and preservaiion of archival records, and the destruciion of valusiess records;



€y

Recordds Disposition Schedkile- vefers to a fisting of records series by organization showing, for each
records serfes, the period of time &t Is to remain in the office area, In the storage (naclive) afea, atd
Ispmuvdlmcm‘

Reacords Series - refer to a group of related records arranged under a single unit or kept together as

8 onit because they deal with a pesticiar subject, restlt from the same activity, or have a unique
formny;

Request for Authory to Dispose of Reconds ~ refers tn NAP Form No. 3 used In the disposal of
valueless records;

Requesting Agancy - refers 10 any agency other than the National Archives of the Phllippines who
mm:mm-mﬁmdm

Relention Period - refers 1o the spedific period of tme established and approved by the Nutional
Archives of the Philippines as the Bfe span of records, alter which they are deemed ready for
pestanent storage or destruction;

Tamporary Records- vefer to records that alveady serve the purpose for which they had been creatad;

Walusless Records - refer 1o all records that heve reached the presatbed retention parods and
ouliived the usefiiness to the Agency or the govemment: as a whole;

Volune of Records - refers to the quantity of records in terms of cublc meter.

ARTIOEIN
GENERAL REQUIREMENTS ON
DISPOSAL OF VALUELESS RECORDS

3.1, Usathe Records Disposition Schedule (GRIS), Agency Racards Disposiion Schedule
(RDS) and/or specific aws and regulations In determiniing 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 %o be disposed have a number and subject/thie as In the Agency Records
Disposttion Schedule and General Records Disposition Schedule.

34, Qondiuct periodic examination of agency fles at least once 2 year to ideniify valusless records
thet can be requested for disposel.

3.5, Separabe the records for disposal fram those for fixther retention as suggested by the
Nafional Archives of the Philippines.

3.5. Do not dispasa arry public records under thelr admiristration and control without authorty
from the National Aschives of the Phillppines.

3.7. Do not dispose public records that are involved In any cese uil they are finally dedided upen
or settied.



38, Do not dispose Brandal records that are subject to andit by the Commission on Audit unti
they are post-audited and Snally setifed,

ARTIOEIV
DISPOSAL PROCEDURES

Rale 4. Determaination of Valusisss Racords for Disoosal
4.1, Agency personnel concemed shall debermina the valusiess records by checking thelr specific

snd authorized retention periods using the Agency’s RDS, GRDS andfor specfic laws and
teguistions as th legal basis.

42, Agency personnel concesned shall estimae the volurme of the velueless records to determine
and faclitate economical disposal.

Ruls 5. Reguest for Authorily to Disnoss

5.1 Agancy personnel concamed shall accomplish the Request for Authority to Dispose of Records
(NAP Form No. 3) in theee (3) coples and propesty T out the specific record series, period
covered, volizme, and authortzed rebention periods kv the Agency RDS, GRDS and/or specific
laws and reguialions are complied with such as:

5.1.1. finandal records that are subject to audit by the Commission on Audit (CDA) were post-
audited and finally settied arx )

5.1.32. the recordis invoived it a case or kwestigation were finally decided tspon or settied.

52. of the for to of Records and the officiais
m Request for Authority to Dispose agency

approved and signed the request, agency pessoniel invoived shall submit
the same to NAP.

ummahmhmmmammm be forwarnded
to the Chief of Records Mansgesnent Sarvices Division (RMSD) for NCR and Lison requests:
Hoad of Cabu Ragionsl Archival Nebwork {RAN) for Visayas requests and Head of Davao
Regional Archival Network (RAN) for Mindanao requests.

6.2. The Chief of RMSD/Oshu RAN/Davao RAN concemed shall assign a division stalf 1o evakuale

the records requested for disposal, who shall then prepare amd subgit an analysis report
based on theic evalualion andfor examination.

7.1. The Bacutive Director, upon the recommendation of the Chief of RMSD/Oebu RAN/Devao

RAN and basad upon their final evaluation and judgment, shall lssue the Authority to Dispose
«mm&%mmmam

81 of the for o of
dlp:nh?ud dbm Authority to Dispose of Records, the requesting Agency
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8.1.1. In case the mode of Is by Saie, the guidelines on Govermment Procurement

Muwmdhu:?m&muumamdmmuu
submitied to NAP prior to the aciual disposal. For agendes thet opted to avall the
services of NAP official buyer;, & letter of avaliment shall be submitted to NAP.

of RMSD/Cebu RAN/Deveo RAN concemned shell inform the requesting Agency of
ug%mcmﬁdaﬂ nolity its Resident Auditor on the dabe of actual
dispasal.

9.1 The Records Officer/Archivist/Records Costodisn of the Agency shell supervise the
segregaiion of valusless records and be responsibie for thelr safekeeping unill thelr actual
disposal.

10.1. Authostzed Representatives shall witness actus! disposal from the reguesting Agency, NAP,
and COA 10 ensure that the records o be disposed of are the seme ones authortoed

10.2. Witnessing of actual disposal by NAP authortzed Representative shall be dispensed with for
those agencies that have been compliant with all the

recordkeeping
as asoestained by NAP or I instances desmed appropriaie and expedient by

the Bxecutive Director based on economy, nabure of records serfes Tvolved and track
records of the Agency.

11.1. A Ceriificale of Disposal shall be prepared in three (3) coples by the NAP authortzed

Representative who will niiness the actual disposal off records and ensure that all pestinert
data are complete,

11.2. In cases where the witnessing by NAP authortzed Representative Is dispensed with, the
Records Offices/Archivist/Records Custndian of the Agency shall prepare the said Certificate

11.3. The disirfbulion of coples shal be as follows: Riquesting Agency — Original Copy: NAP ~
2nd Copy; and COA ~ 3 Copy.

12.1. All proceeds realized from the sale of valueless records shall be remitted %o the National
Farvd, Local Govesrunent Fund, Revolving or Trust Rend.

13.1. Disposal of damaged parmenent public reconds and damaged public records thet: have not

yet pessed thelr presatbed retention periods shall be considered for authortzed disposal
only upon submission to RAP of the following requirements:

13.1.1. OfMidal Report partaining to the non-ussbility and extent of damage done 1o the



records; causes of the damage to the pubiic records; photo documentation and
inforrrmtion on what other agency records sedes can the data or information of the
damaged public records be found;

1312, for to of Records Form No. 3) in three
e e e e o e
dummmwuwwmmm

13.1.3. Cartification that the saki damaged public records that are subject of audit by the
Commission on Audit wers post-etxdiited and finally settied, andfor the records
tnvolved in a cass or nwestigation were finally decided upon or settied; and,

13.1.4. ¥ expadiency demands and upon the order of the Exeastive Direcinr, an official
report from the NAP Representative shall conduct an actuesl physical inspection and
evalualion of the damaged public records.

13.2. Upon issuance of authorty o dispose, the same disposal procedires In these guidelines
shall be strictly complied with.

1
ARTIAE V
OFFENSES AND PENALTEES

14.1. A person who, wiltfully or negligently, damages a public retord or disposes of or destroys a
public record in viclation of the provisions of RA. 9470 and Rs IRR or coniravenes or fells
&ummwmdﬁmmbmm&mmuummum

15.1. Any public officer commiltiing any of the unlawful acts of omissions mendated under RA.
94 70 shall be punished by & fine of not less than Five Hundred Thousand Pesos (Php
500,000.00) but not One Millon Pesos (Php 1,000,000.00) or be imprisoned for
not less tan five (5} yesis it not mare than fiftean (15) years andfor both fine and

tﬂt&u&ndﬂtutﬂutp‘thbﬂuhdm
charges thet would result to such public officer’s perpetual disqualification from public offics,
and forfelturs, in favor of the government, of his salary and ofher lawful income.

ATIALEVI
MISCELLANEOUS PROVISIONS
Al orders, uﬂm thereof, which are Inconsistent herewith, are hereby
wdudnrl“ﬁded o part - e

Bule 17. Bffectivity
This Circuler shall take effect fifteen (15) days after its publicalion tn the OFAs Gazetin,
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ANTIRED TAPE AUTHORITY (ARTA) RECORDS

BROCHURES / LEAFLETS | PAMPHLETS (ABOUT OR BY
THE AGENCY)

CALENDARS / SCHEDULES OF ACTIVITIES OR EVENTS

TES
Appesrance
Disposal of Valusiess Records with Supporting Documents
Travel Compieted

2 yoars sfter superseded
1 your provided 1 copy ie retained for relsrence

1 your

To be filed with approprisie second series and should
follow the retention pariod in which reconds are

sttached

2 yoars sfer acted upon
1 your after svalusied
2 yours after updated

monthe of 10 be fled with approprite fecords series

PERMANENT, other copies can bs dispossd of
yeurs afier supersedad
1 yoor e reviead / supsrseded
voors sher implemented

superseded
PERMANENT, ofher copies can be disposed of
2 yoors shwr superseded

Poge 1 oF 11 pagee
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wuu;hbiﬁawmp&bt
Keoued by cr-for o bl of agacy rofiacting iy
Infosvution or insruclion

2 yours afiar dale of fest entty
2 yours sfier dale of last énbry

» diher coples can be disposed of
& yours alier reaiaed

1 your

1 your aliar finel stinstes Is prapered snd approved
.

Fage2of Xpmpm



IPERMANENT ¥ inglomented, othorwise dapose |
 Syesylomthedseoieecod . - .

1 mmmhmmm
m:somma:m | I 'mnmhhwm
Monkly/ SemiAnnwel /Weekiy /Quadedy |2 yesrs alter incirporated in the Anouel Report
3 [|SPEECMEBRECORDSEDN - PERMANENT

1 your |

 Pumget Aoy
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BUDGET AND 3 yoars
{oont) Monthly Report of Disbursements (MRD) - FAR No. 4
MWWUMW) - BAR No. 1

FAR No. 2 - A (Tor Off - Budget Fund)
39 |BUDGETARY CEILINGS

3 yours

40 |BUDGET ESTIMATES INCLUDING ANALYSIS SHEETS AND {3 yeers
ESTIMATES OF INCOME

41 |BUDGET EXPENDITURES
Programs
Source of Financing

BUDGET ISSUANCES (THOSE USED AS AUTHORITY FOR 10 yoars

AGENCY TRANSACTIONS)

ls veers

&

BUDGET PROPOSALS

“ 3 yours
44 |BUDGET SHEET ANALYSIS 3 yours
45 |BUDGET UTILIZATION REQUEST AND STATUS (BURS) S yoars
48 |GENERAL APPROPRIATIONS ACTS 3 yoars
47 |NOTICES 3 yoars
Alocations
Cash
Transfer
Request and Status Adiustment
Budoat Litikzalion
48 Hmmmmmmm W
FRAMEWORK (OPF)
49 |SPECIAL / SUPPLEMENTAL BUDGETS Syeers
50 Immmm 3 yours
51 |ABSTRACTS
Daeposits and Trust Funds yours
Genersl Collections yoans
Bub - Vouchers 2 yoors
52 |ADVICES
Mwmcuw 4 yoars
10 yours
8 STATEMENTS OF ACCOUNTE PAYABLE IPERMANENT
 CONTRACT CARDS 3 yours
FOR ALLOWANCES 2 yoars altes torminsted

Pogs 4 of 12 popee



yoor sller @xpired
Trovet
lavceurs 10 yaurs
Daposlis
Rewiitances
Wikhchawa!
10 yoars afiar seitied
FILEB
Aclion yours
m yours
Fideliy/Surety Bond yoaes alior expicad 7 terminated
Indemnity for leeusnce of Duo Woeenk yoors
Pomccsmm
gﬁ*dm
Canh
Cask Disburserent
Cash Recalpls
Cheok Disbersenent
Checks lssued
Collaction snd Daposit
Disbursament by Disbareling Ofiosr
Genanl
Ladgers
Baenes
QGeneral
Subeidiary
CASHFREB
Disborsnents %m?wmummmm
not isvolved In sy cane A
Flow Chexts me
Recelols 10 yomssokdc post i, Somly eutd, s
not lsvolver! In any case ]
Rogiulars
Disbumements
Tn Bank
m
10 youn provided post sodiied, finefly settied, snd
Sallement and Pelences not wolved In
Shoreges Sy case

1 yoaraler selled

rm:n’.uhd.ﬂvm.u

10 yoous afidr asitind

10 yours after conplie 7 aattied

Pape ol 2pegm




2 A

8 2

“

3

3

28 34

oF
AYROLL PAVMENT 8UIPE / PAY SUIPG

STATEMENTS GF CHARGES TO ACCOUNTS
PAYABLE

Acooris Weitin-Of
Chacks Released
Chacla/Wenanis
Checice/Narranis Cenlrol
Pagroll
Pelty Cash Fgpd
IRELIESS FROM ACCOUNTABRITY
Dadisions
Raguesls

£ 8 R

zﬂﬂdiw

1 yoar

12 yours proviiad
o et wolved b any case

e

fnlly sellied,

10 yours slier tpdatied snd reconciliad

S yoors alter defie of tast erkry
2 yoars provided selliad

10 youes provided posk-sudiiad, Snelly ssified,

sad not inolved in aney coe
10 yours allar eeitied

0 yoats peovided post-audiad, fioally selfied
a0 f0t kvolved 1o any cese ol

10 yonrs providad estiied
0 yours

jPERMANENT

0 yours provided a copy is fhad with 201 files

Pl Sovge




OF ACCOUNTS RECENVABLES / PAYABLES
STATEMENTS
Acoounts

E .1mnmhumm ’

| mwmmmmum

10 yours provided post-audiied, finelly settied, end
not lwoived ik any case

3 yoars sfler setiied

post-audied, finally setiad, and not
wolved in a0y case

| '2‘1&!' » sfer consolidsted in the Annusl Fnenciel
Report
10 yoars sfter Annusl Finencial Report had been
published

10 yars provided post-aixited. finely setied, and
-nol involvid in eny case for COA and. '

©ffios / depertment / division 7 saction / unk. Al
Mwbm~1m

,-




109

110

"1
112
113

14

118
7

Anval snxd Depasture of Employess
ABendance

Jmmnmos ABSENCEON

ACCOUNT OF ILLNESS / MATERNITY / RETURN TO'WORK

SELECTION AND PROMOTION PLANS
THE JOB TRAINING FLES
Memonmdum of Agreament

1 your
2 yeurs sitac vacant positions hed been (Slad up

slinr selired / sopacated from asvice
yours alter raliend / separsied frony service

T your

15 yoors afier retirad / sapacaind from service

2 yours
1 yasrafiar dela had besn posted I lenve cends
ond post-andied

yours aftac reliced / sapacaied fom estvice
yomcs alier reliced / sepassied fom sevice
your sfler vacect positions had hesn filled op

hmﬁmumm

el

15 yoors sfier seliled
1 yoar aller opdated

youss alier dale of Jast enby

your provided lsave and yndartimes ace posiad i
Belonve card

yous alker dete of lest enkry

aa-mummhm

15 yours aller mandaiory sefirersent snd seltied

1 your sliar superesded

1 your
1 yeur afier Cerfiicals of Compistion has besn

Pgeliol 22 pepee
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18
2r

Nolios of Selery Adimimenis (Stsp lncoachent / Tranche)
Osth of Ofiics |

Parsonal Dela Sheet ( Curicuion Vitss / Resume )
Poaliion Descriplicns

Sarvios Recosds (Updated)
Statements of Assats, Liahiiles and Nebworth (BALN)

OF PERBONNEL
ALLOCATION LISTS
CLASSIFICATIONS AND PAY PLANS
\TIONS / REFERRALS

't your aller Ceciiiceis of Cowplelion hes bean
fssued

S yoars

year alier the finef reting hes bean determined

yours sher the linal raling bes been dalermined

your alier fhe tinel tafing hes bean dalermined
aler the el has been defermined

e,

,:*hﬂlﬂbmm

yoars aller the finsd hes bean delennined
mﬁbuammm

zﬂuummmw
yeoar afier sxpiced

yours afior relicad / separaied fom service
yooars after ralirad 7 separaied from smrvice
‘youss afier ralked / sepataied from service
16 yoars allar raliked / separaied from service

, Oler coples dlapose alier 8 yews

yours sfier supatsadad
1 your afier acled opon

1 yoor

1 yoar afier acied uponiclearsd

Pegeliet S2oeges



133

138

137

138 |INVENTORIES OF INFORMATION AND COMMUNICATION

133 |LOGBOOKS OF RELEASING AND ACCEPTANCE OF
| EQUIPMENT

STAFFING PATTERNS

AL MEDIA FOR DISASTER RECOVERY
INFORMATION SYSTEM STRATEGIC PLANS

2 years afler sysiem had been decommissioned,
cbeoiete and migrated

#MT'WMM
ahee § yoars

3 ysars
1 your afier updeted

2 years sier dele of lest entry

3 yoars allar revised

2 yours aller reviesd

2 yours

2 yours sfier sysiem had besn decommissioned
1 yoor after sciad upon

2 yeurs after upgraded / obeclescence of sokware
3 years aler the information systern: hed been
repleced / ’

1 yoor afier purpase had been served

|PeRasanenT

7 veurs aer finally settied except for decisions
which are PERMANENT
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181

163 mmm

184 memmsoomm&m

185 [BALS OF LADING
168

Property

Supplies
167 [CANVASS OF PRICES
188 RECEIPTS

168 |DISPOSAL COMMITTEE RESOLUTIONS

m FLES

172 [INVOICES / RECEPTS

173 JOB ORDERS

174 |LISTS OF SUPPLIES UNDER SUPPLY OPEN-END
178 PLANS / PROGRANIS

176 |PROPERTY, PLANT AND EQUIPMENT LEDGER CARDS
177  |PURCHASE FILES

MEET QUOTATIONS

178 |QUERIES ON PRICES OF ARTICLES, ADDITIONAL FUNDS TO

1 yoor aer pUIpORs had besn served
3 years or 1o be filad with appropriste record series

1 yoor alfter squipment had besn returned /disposed

2 yoors

years aher contract of winner had been
wrmingted / satiad, othars dispose afer 1 yeur

2 yours sfter delivery hed been acospled

1 yasr aler praparty had been disposed

3 yours afier date of last enlry

2 years

2 yeors

|5 vears after aquipment had besn disposed
1 yeur sfier property had been disposed

1 yoor sfter supply / squipment had been rekumed
1 yeor afier updeted
11 voor after updeted

3 years shar issuance of clearance had bean
ls erminaied / after praperty hed besn returmad

S yours

3 yoors afler lssuance of clearsnce had baen
terminaied / sher property hed bean relumad
1 your

{5 voors

3 yoors
2 yours sfler squipment had besn dispossd
4 oars

1 your
1 yoor
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Fusl Congumglion

- .

RECORDS SERIES TITLE AND DEBCRIPTION AUTHOREED RETENTION PERIOD
2 yours
incident 2 yaurs aher sctad upon
mmco'um 3 yoors sher sudited
nveniories
Property, Plant and Equipment
Procurement j 2 yours
Property Transfer 1 yoar sfler property had been disposed
Supplies and Materisls lssuad 1 your
Wasts Meturiels 2 years
180 MMM.MIWM 1 yoar or fils with appropriate records series
VOUCHERS
181 |SHIPPING AND PACKING LISTS ON [TEMS PURCHASED 1 yoor
182 [SUPPLIERS IDENTWICATION CERTIFICATES WITH 2 yoiers ahar renewad
PROCUREMENT
18 JWF&ES
Adiusiment Sheets 1 your afber post-sudited
Avaliabilily inquiries 1 your
Ladger Cacde S5 yours
Purchess Joumals 5 yours
184 TIONS 1 your sfter cbigatory requiremant had besn settied
185 JATTENDANCE SHEETS 16 monihs after scanned and stored 1o detabase
188 * |CALENDARS 1 yoor sfter supersedad
187 [COURSE DESIGNS / QUTLUINES 7 SYLLAB! 1 your shier supsreeded
188 [EVALUATIONS
Pre /Post ;mmmuumm
yoars
Survey Questionneires 1 yoar sfiar date had boen svaiueied
’u IFEEDBALN 1*
190 DO 1 yoar sfier superseded
191 ATIONS 1 voor
162 JLISTS OF SEMINARS CONDUCTED / COORDINATED 1 yoor
193 IMASTERLISTS OF PARTICIPANTS rm
184 INOMINATION 1 your
188 [PRESS / PHOTO RELEASES (ABOUT OR BY THE AGENCY) |PERMANENT
166 [PROGRAMS / PLANS 1 your slier superseded
197 IREPORTS 2 yoars
198 [REQUESTS 1 yaur sher acted upon
n-House Treinings
Quotstions
Refunds
190 |RESOURCE SPEAKER PROFILES 1yoec
200 (SCHEDULES OF TRAINING / SEMINAR 1 your shar supersoded
1
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