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Republic of the Philippines
Bepartment of Education

REGION VIII - EASTERN VISAYAS

January 16, 2024

OFFICE MEMORANDUM
AD-2024- 3 9 T ]

'

INVENTORY AND DISPOSITION OF VALUELESS RECORDS

To: Director III
Records Management Improvement Committee
Functional Division Chiefs
Records Custodians
All Others Concerned

i 7 In consonance with the Department’s effort to comply with the scheduled
annual disposal of valueless records, and to ensure that temporary but active and
permanent records are properly filed, archived, and maintained and to avoid loss of
pertinent records, this Office, through the Administrative Division — Records Section,
requires all Regional Functional Divisions, Units, and Sections to submit an
inventory of records using the attached National Records Inventory Form of the
National Archives of the Philippines (NAP).

2. The deadline of submission of the aforementioned inventory to the Records
Section for consolidation is on February 05, 2024.

3. Immediate dissemination of and compliance with this Memorandum are
desired.

EVELYN R. FETALVERO CESO IV

Regional Director /‘,‘é v

AD-RS-AVC

DEPAHTMEN T UF CLULATION
RECORDS SECTION, REGIONAL OFFICE NO. Vik

o Address: Government Center, Candahug, Palo, Leyte
+ - 1 Telephone No.: (053) 832-5738

Email Address: region8@deped.gov.ph
" Website: https://region8.deped.gov.ph
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{Enuosure No. 210 Depfd Memoranaum Ne. 133, 5. 20146)

ANNEX B

NATIONAL ARCIHIVES OF TIE PHILIPPINES
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AP National Invertusy Fram
2012

Name and Position

RMSD Chief

9, RECORDS SERIES TITLE AND 18, PERIOD COVERED! 12. AECORDS 14. LOCATION 15 TIME | 14. RETENTION
DESCRIPTION NCLUSIVE DATES 1. VOLUME MEDIUM 1IRESTRICTION/S OF RECORDS VALUE PERIQD 17. REMARKS
- . - — e b e e e ——— s s e =
- —— - —_— — F — = e
TO BE ACCOMPLISHED BY THE CONCERNED GOVERNMENT AGENCY
PREFPARED BY: APPROVED BY:
Name and Position Chief of the Department/Divisian
TO BE ACCOMPLISHED BY THE NATIONAL ARCHIVES OF THE PHILIPPINES
EVALUATED BY: NOTED BY:
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NAE Mot Syventory ome
012

PROCEDURALANG TRUCTIONAL GUIDE:
{1) NA!E OF OFFICE
The office where the inventory is being undertaken.
(2) DEPARTMENTDIVISION
The depariment/division of the office.
(3) SECTIONUNIT
The administrative or operating sectionfunit of the office.
(4) TELEPHONE NUMBER & (5} EMAIL ADDRESS
The contact numter of the personfemployee in charge of fles. Email address must be the official electronic mail of the office
(8) ADDRESS
Indicata the specific addrass of the office such as ficor number, building, street, cityimunicipality and province.
{7) PERSON IN CHARGE OF FILES
The person/employen having contral or custody of the records files/documents.
{8} DATE PREPARED
The date whan the inveniary of records had been accomplished.

{9) RECORDS SERIES TiTLE AND DESCRIPTION . B
Tha entry of record sesies tille shall be propedy filled out. K the record is a substantive record or a record with archival value or one which could not be found in the General Records Dispasition

Schedule (GRDS), a brisf description or definition of the records shall be noted in the remark column. (e.g. for substantive record: Batch Conirot Sheets - are lists of taxpayers ). Inciude okher records
that may nol be in the records series enumeraled above.
{10) PERIOD COVERED/ INCLUSIVE DATES
Indicate the pariod covered by the record senes from the earlizs! to the latest year when the records are orestedfreceived by the govemment agency. {e.g. 1890 - 201 1}. Note gops
(11) VOLUME
The mass of the records should be computed and expressed In cubic meters. The formuta for volume in cubic melers: Volurne = length x width x height (in meters). in case the bulk of
could be counted by sacks, box, bundles or wherever the records are stored, then # should be indicated in the inverory list. (e.0. 2cum - 50 bundtes)
{12y RECORDS MEDIUM
The medium of the records shauld ba specified - whather the recards are in paper formal, microfitm, slectronic, td/dvd, maps, drawings, computer priniout of in any furms. (&.g. for Notarial records:
Paper & microflim)

{13) RESTRICTION
Recurds are to be classified as open access or restricted access records. If the govemmant office has no guidelines peraining to the restrictions of its record holdings, all records of that office are

considered open access. Restriclad records shal be classified as confidential, restricled, secret and \op secret recoris. {e.g. for 201 Files: Confidentiat)
{14) LOCATION OF RECORDS
The location of records should be specified with such designations as office area, offsite or in NAP. (e.g. Room B17 Vault 1 Cahinet 2a)
(15} TIME VALUE
ftecords shall be categorized as temporary of permanent records. Temporary records have a specific retention period and may be disposed of. Permanernt records may not be disposed of as these
should be retained for safekeeping. {e.g. for Vauchers: Temporary, Check Register: Permanent}

{16) RETENTION PERIDD . N
If the Sme value of Lha records is lemporary, the specific retention period should be indicated and checked against the GRDS, Agency RDS or agains! any olher guidelines pertaining lo the dispositian

of the specific record series. When the records' ime value is permanent, there will be no limit to its retertion period. if the recards had no approved retention period, the Recorcs OfficeriCustodian

al}

the records

shall make an appropriate proposal to the NAP and approved by the supervisor about the suggested retention period, (e.g. for Vouchers that have approved retention period: 10 years; Balch Control

Shaats that has no approved retention period: Suggasted ~ 10 years)
{(17) REMARKS
State a brief description!explanation/history of the records series If not found in the Agency RDS/GRDS.
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