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c •rawrw~s 

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 Ill, 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; 

Evaluation - refers to the act of examining disposable records to assess their value, quality, 
importance, and extent of physical condition. 

refers to the process of looking at and considering something carefully; 

Financial Records - refers to records created „ i d maintained by NIA about financ 
transactions and obligations; 
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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; 

NM 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 RA. 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: 

�v�� Paper records 
�v�� Electronic records and databases 
�v�� Emails 
�v�� Audio-visual materials 

�v�� Maps, drawings, and microfilms 

RECORDS INVENTORY PROCEDUR. 

A. Preparation 

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

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

B. Identification of Records 

�v�� Identify all records created, received, or maintained in the course of official 
NIA operation. 

�v�� 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: 

�v�� Record title and description 
�v�� Period covered 



�v�� Volume in cubic meters 
�v�� Location of records 
�v�� Time Value 

�v�� Utility Value 

�v�� Retention period 
�v�� Access classification 

�v�� Legal or regulatory basis (if applicable) 

D. Retention and Disposition Assessment 

�v�� Match each record series with the NAA's GRDS and NIA's approved RDS. 
�v�� Identify records eligible for: 

o Transfer to records storage 

o Lawful disposal 

E. Validation and Submission 

�v�� The Records Officers and Document Controllers shall review the inventory for 

accuracy and completeness 
�v�� 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 

�v�� Personnel Relations, Documentation, and Records Section 

o Issues inventory guidelines and tools 

o Provides technical assistance and compliance monitoring 

o Validates the inventories 

�v�� 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: 

�v�� Periodically (e.g., annually or semestral) 

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

GENERAL REQUIREMENTS ON DISPOSAL OF VALUELESS RECORDS 

Rule 2. General Requirements 

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

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

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



�v�� Conduct periodic examination of agency files at least once a year to identify valueless 

records that can be requested for disposal. 

�v�� Separate the records for disposal from those for further retention as suggested by the 

NAP. 

�v�� Do not dispose any public records under the administration and control without 

authority from the NAP. 

�v�� Do not dispose public records that are involved in any case until they are finally 

decided upon or settled. 

�v�� 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 

Determination of Valueless Records for Disposal 

�v�� 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 forAuthority to Dispose 

�v�� 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. 

�v�� 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 

�v�� 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. 

Not cation of Actual Disposal 

�v�� 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. 

�v�� 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. 

�v�� A letter request to the Resident Auditor shall be prepared to witness the actual 

disposal of valueless records/documents. 

Cert(ficate of Disposal 

�v�� 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. 

�v�� The distribution of copies shall be as follows: Original Copy - NIA; 2nd copy - NAP; and 

3 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 

�v�� 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. 

�v�� 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 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, 



�v�� 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. 

ENGR.EDUARDO 

Administrator 

Date 1 C h, . 
n 
VL 

7 ` 

I4E G. GUILLEN 



• 'NAP Form No. 3 
• evlsed 2Dt2 

Accomplish in 3 copies 

• 
AGENCY NAME: 

NATIONAL ARCHIVES OF THE PHILIPPINES 
Pambansang Sinupan ng Pllpinas 

REQUEST FOR AUTHORITY TO DISPOSE 
OF RECORDS 

ADDRESS: 

DATE: TELEPHONE NUMBER: 

GRDS/ 
RDS ITEM 

NO. 
RECORD SERIES TITLE AND DESCRIPTION PERIOD COVERED 

RETENTION PERIOD 
AND PROVISIONIS 
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 
not involved nor connected in any administrative 

mentioned records are no longer needed and 
or judicial cases. 

Name and Signature of Agency Head 
or Duly Authorized Representative 
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1. NAME OF OFFICE 2. DEPARTMENT19N610N: 4• TELEPHONE NO.: 

NATIONAL ARCHIVES OF THE PHILIPPINES 

Pambansang Sinupbn ng Pilipinas 

RECORDS INVENTORY AND APPRAISAL 

S SECT10WUNIT: .5. EMAIL ADDRESS.: 

6. ADDRESS' 7. PER$ONaN.CN ROE OF FRET: S. DATE PREPARED: 

9. RECORDS SERIES TITLE AND 

DESCRIPTION 
tD' 

Pt lOO 

COVERED! 

INCLUSIVE DATES 
tt. VOWME 

12. RECORDS 

IREt><UM 
1T'REaTRa:TION~ 14 LOCATION 

OF RECORDS 
15. FR!CUINCY 

OF USL' 
tL DIIPLICATpM 

1~' 
TIDE 

VALUE 
(TIP) 

t4 IIiILJ7 Y 

VALUE 
A& WFIIJAtr 

19. RETENTION PERIOD 
20. DISPOSITION PROVISION 

Active Storapd Total 

Si 1 t • t S 

LEGEND: 

TIME VALUE: 

UTILITY VALUE: Aan - Adminktredve 
T - T.mporaiy 

PREPARED BY: 

Name mild Position 

P - Psrmw,t 
F - F cel L - Leyal 

ASSISTED BY: 

Ara • An~ival 

APPROVED BY: 

NAP Records Manm9em.ntAnalyst ChkWof the DMston/Depaitment 

Pte _ OI_ P*roaa 
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