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INVENTORY OF PUBLIC RECORDS

To:      Assistant schools Division superintendent
Chief Education Supervisors
Public Elementary and Secondary School Heads
Unit Heads
AI1 Others Concerned

1          In reference to the attached  Regional Memorandum No.  014  a.  2025,  titled
"Inventory of Public Records", please be informed of the forms to be accomplished
and  other  requirements  to  be  submitted  in  compliance  with  the  conduct  of the
inventory of all public records.

2.        Please access the link below to fin out the school Records custodian form and
upload your fully accomplished School Inventory NAP Forml to the folder provided
at±ttps://tinyurl.com/2024recordsinventory.

3.        The  deadline  for  submission  of  both  soft  and  hard  copies  of  the  fully
accomplished NAP F`orm 1 is on or before F`ebruary 10, 2025, for consolidation by
the Division Records Officer.

4.         Immediate  dissemination  of  and  compliance  with  this  Memorandum  is
earnestly desired.

==

ENGR. EDGARD c. DOMmoo phD cEso v
Schools Division Superintendent

Encl.: As stated
Reference: As stated
To be indicated in the Perpetual Index under the following sukyects:

INVENTOR:Y PUBLIC R:ECORDS

MCS/AOV/January 8, 2025
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"vEmoHir ; oF ruELlc REcoRDs

To Schools Division Superintendents
Public Elementary and §ccondary School Heads
AII Others Conccmed

1.         Pursuant  to  the  implementaqon  of the  Republic  Act  No.  9470.  othelwise
±T_a:¥=_aL?_Tr€__prappnql Arehiues Of tire Phiitppines Act Of 2oo7 aLnd retetive to DepEdM_EMOpf i_yDUM. pro. OVA-092023-5 te:  Iruen±ory Of Records and Updating Of D€pEd
RE3eco"Ie=#°S.tti="Poschfe`e#"So)=itE±#C#ho#st%hh#sDuivb±#tn°thELe'Ce£SguE#3#g
requirements:

a.   List of Records Officers/Cu;tndians of the SDO, Public Elementary, Junior

:::t¥a¥tm;°ertaHf8husgg°°J;Se#TneE:c:o¥:%VeN:Tic.es/Schcoladdresesand
b.   One hundred percent comriliance or submission of properly accompnshed

NAP National Inventory Fotr I detailed in Enclosure No. 2.

2.        The  law  mandates  that  an  inventory  of all  records  must  be  done  in  all
government offices to:

a.   Establish a public access +egistry and to identify DepEd employees who
will be accountable or responsible for records management.

b.   Examine,  identify,  and  mdke  a  list  of records  of all  SDOs  and  pubnc
schools to have an effective records' tracking system.

c.   Help in classifying and  prfeserving recolids which are  of permanent and
enduring value.                     i

d.   Depreciate the effects ordiinster and prepare a digitized records inventory.
e.   Plan a proposed retention

Records Disposition Sched
riod of records and implement an enhanced

(RDS).

3.        The guidelines in the submission of the requirements are the following:

a.   The    Division    Records    Officer    shall    undertake    inventory    of    au
documents/records  holding of the  Records Unit,  including  those  of an
offices in the SDO.

DeSED
VAtATAG
iLi=S-i=-,i.*=

Address: Matalino St. D.M. Government Center, Maimpis,

±`L       CityofsinFemando(P)

g..      Telephotie Number: (045) 598-8580 to 89
Emall Address: region3@deped.gov.ph
Webeite: https://region3.doped.gov.ph/
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b.   The  School  Records  Custotlian  shall  likewise  undertake  inventory  of
records and submit to their respective SDOs using Enclosure No.  2 (NAP
Form 1) dul.v signed by the S¢hool Records Custodian and approved b.v the
School Head.

c.   The Division Records Officer! shall provide technical assistance to schools

d.  FhetheD:?£%#;SalR::othfsre#:rre:e#ncopeni#aate  the  submitted  fun.v
accomplished  NAP  Form  I,  to  be  endorsed  b.y  the  Office  of the  Schools
Division Superintendent to the Ofrice of the Regional Director.

e.   The   required   List   of  Division   Records   Officers   and   School   Records
Custodians and  the  funy actomplished  NAP National Inventory  F`orm  1
shall be submitted in both spft and hard copies to the Regional Office on
or before F`ebruary 24, 2025. t

4.         F`or   item   4.c,   the   existing   D¢pEd   Records   Disposition   Schedule   (RI)S)
(Enclosure No. 3) sham be used as a guide in accomplishing the records series and
retention period in NAP Form 1.

5.         In case there are records or documents which are not included in the approved
DepEd RDS, all concerned may include it in the list of the inventory form, with proper
records series and the proposed retention period win be updated in the enhanced
DepEd RDS.

6.         For   more   information,   all   concemcd   may   email   the   Records   Section,
Administrative        Service        Division,:      DepEd        Regional       Office        Ill        at
records.ro3@depedgou.ph.

4.        Immediate dissemination for compliance is desired.

Encl.: As stated,
References:  RA. No. 9470
To bc indicated in the Perpetual Index

under the folloriring subjects:

ARCHrvEs     puBLlc REcORDs
lNVENTORT OF`FICES SCHOOLS

:=iJ6,2o25

D€SED
RATATAG-e,-=

RormE a. dtALLARI, phD, cEsO v
Regional DiJtctor

i/

Address: Matalino St. D.M. Government Center, Maimpis,
i^`,       Gtyofsan Femando(P)
t.,      Telephone Number: (045) 598-8580 to 89

``f£''    i::Ti'ini-,;-a:-;::;;;:6::=d::;;.;i
Website: littps://region3.deped.gov.ph/



(Enclosure No.1)

LIST OF DEPED RECORDS OFFICEFIS/CuSTODIANS

ANNEX"A"

SDO/SCHOOL NAME POSITION Contact Number/DetalL8 E-maiLAd

PrBparod by: Approved by:



(Enclosure No. 2)
l`IAP F`®cord. lnventapr and Apprp.I Font`  2ca4

NATloNAL ARCHrvEs OF THE PHILlpplNES
Pamhansang Slnupan  ng  PIl[p!nas

RECORDS lNVENTORY AND APPRAISAL

a. NAME OF OFFICE: 2. DEPARTMENne]vl8ioN: 4. TELEPHONE NO.:

3. §ECTiounNIT: e. ERALL ^DDREsS.i

7. pER8oM-iNci+AeeE OF FILE8:      . a. DATE PfquARED:

a. fREcoRtrs SERIES TiTLE AND
pEseRlmori

10, PERIOD
ccrvERED /

lNcl.USIVE EIATES
11.Vol.LINE

12. Fusofus
MEDIUM

1^ I.cOA"ONI
OF REcORD8.

1 e. FREQuacv
OF USE

1., DIPLIRAtloN
17. T"E
VALUE
ITm)

11. UinLm
VALUE

AdulFAVbe

10, RETENTION PERIOD

Star.gt,
20. irspo8Irm

LEOEND:
TlmavALUE:
uTiLnyvALUE:

.PREPARED BY:

T  . Temponry
Adm - Adrinistwo

Nana and Pa@fron

P . Fwhaenl
F  -Fl8cal                    L  -Looal

A§sienED fIV:

Are  . Awrmi

NAP  Recordg  Mamaqement Analyst

APPROVED BY:

Chlof Of the Division/Dopartmant

Page _of _Paps



'',`(Ericlrfure No. 3}
Records Management Operations Manual

HATloNAL,mcHrvESoFIIIEHIIIJ-ES
.AGEHcyunE:DEPARTRAE.fT OF EDLicATroN

Pambansaing Sir.upon ng Pittptnas

•REcoRD§ `Drsposmotl SCHEDU LE 2. rmFtEss:
ultra. Pasig Cfty

. BITE pBEPAma:men pEneD3. ScllEOuLE «0.:         2

§. lTE# WO. 6. RECoRD 5ERu3S TinE Aete DEscR!PTro»
I 8. E-tt§

Jwh Srfug.        Ton

To be filed with appropriaterEaert]seriesArfergraduated
1234

ADthlNl§TF!AT]ON I MANAGEMENT

1 year2yErarsP 1 year2yErarsRMANENTIRMANENT2ycaTS

ActoucAVLEDGMENT LETTEFIS /
RECEIPTS

ATHLETlcsrspoRTs Files
Athleled Proffles
Letters/EndorseTrrents
F\esutts
Sowen[r Programs

AUTHORITIES TO TRAVEL
Employees
officials
Teacli®Ts/Pr[ncipel8/deal Schcol

Division Superintendents / IJlwlsfort
§L!perintendents

AWARDS AND COMMENDA:TloNS

§6 BOARD / COUNCIL FILES PE
MerTmanda

2 years

On.ginal Letters
Fleports
Resolutions

CALJun iTv REC ORBS

7 CERTIFICATES OF AIPEARANCE 1 year 1 year

0 CEFITIFICATIONS 1 year 1 year
CeTtifications. AtithanGcations and

Verificatians {CAV}
Certificates of Graduation
Dto[oma3
Student Report Cards (Form i 37}
Special-Ordes
Employment and Salary
Enrollment
Good Moral Chararfer {Issued try trio

Superintrmdertts}

"PORTANT:  Pursunt to Sectlon  let ArGcle tll.  F`A 94 0 S. 2007,  "No government depaftrTient.  biircau.  ageney and
instrLimentalfty Shall dispose Of, destroy or autliorke tll®

•spceal or destliiedon of any
public records, which are in the

custody or under its confrol except with the prior whtten a
•   orit}r of the exectrfure dhoctor,®                         Page.1_of_18_IHge8



NAP Fom No. 2
2003    i                                                                                                                             \

a. iTEm No,         8. FtEcORD SEFtlES T(TLE AND BEscR]pTiaH
7. *ETErmoN I]ERIOD 8. RERARKS

Arfuve| Storage   I      total

-9               -CHAF3T.§
11P.Ft-MA.N.ENT          -1yea1yearP..RMANENT11•PRMANENT2yea2yearsIPERMANENT2years2years2jrears.2years2years2ysaT§

To be filed with appropri.aterecords8erieBArferacteduponAfterSupersededAlerSuper§ededTobefiledwitliapproprtatorecordsseriesAfteractedupon

Organ.national/Functlonal
Process Flow

10      .    CLEAENCES
Stwdents/TeacliereremployEes
Tultior Fees         .

11              CFtEATON OF DIVISION AND DISTRICT
OFFICE RECORDS

1.2              COMMITTEE F.ILES
lnv,£tigatlng
Taft Fortre

13       .    .€OMfty«lcAVONS/cORRESPONOEidcE§'
Nm-Routine

{out]nB

14            DftECTIVE§ / I§SuANCES
Issued fry the Head of Ageney

docurnen6ng policl.es. procedures,    .
standards, rules and rEgulatlons,
progralT]s Of the 8geney

Issued by the Head.of Aget`cy
redecting routi mary information

15           DIRECTORIES OF PERSONNEL /
SCHOOL OFFICIALS

Advlsories
BIJIIetins
Circulars

115              INQUIRIES / QUERIES

Nan-Routne

Routine

`17               LISTS
1 year-P-PP 1 year-R.M`AN£~NI1[RMANENTI,RMANE,NT After updated

Montl lTlents/Sh rine§ {N auonal)
Offl a fals {LocalINational}

-18      -     INUALS

19            MEETING FILES (Etecommancom}
Committee Reports
MinutesOfMeethg§
Policies
F`esclutien§
Other Ftelated Documents

20            MESSAGES / SPEECHES

Page  2 Of 18 Pages,



'NAPFon.No.2
I      .      in    .,,I`,

5. ITEm Ho. a. REcoRo SERiEs TITLE AI!D DEScRpriroN
7.,peterm"Frmco e. tRENqu§

Agiv,I I    stoFape   I      Total

2'22.23Z4 PROGRAMS / PROJECTS  {PapEmsincludingbackgroundrnatBrial§,chldies,analyses,natos.roughdras,lTiterimrepatsandrelatedpaperstomar`agenentpfnoTams/proieets}PUBLICATloNS{CreafedtryDepEd}Adverd§emont§Advi§oriesBooksJournalsNew§I¢tterePresRolea8ee§EMINAF=./.WORl(SHOP/CON\GNTloNlNVITATIONSSOLICITAT[ON§ PP1.yEIr1yearP1year1year
11RMANENT

Ifimplemented,ctherwiso.dispceeafter5yearstramdateOfrecordRecordssgiAflei'settledAftorrenewedAFterequtomenthadbeen

RMANENT1 year  .1year

25 SPECIMEN SIGNATURES RMANE NT

2627 TRAVEL / VISIT FILESForeignLtx:alG-IServteesFUEL€ONSUMF"®NFtEPOF=TS 1 yeariyear

28 JOB ORDERS 1 year 1 year

2938 sTATEMENTs OF AccouNTsfaiLLstpASS.PLOT,EleedctWater}TRIpTIcreTs 5 years1year 5 years1year

31 uTILIT!ES AND SERVICES RECOF}DS 1 year 1 year

32 vEHlcLE INsuENCE anD RE6[sTRAfloNs 1 year 1 year

333435 vEHicLE MAiNTEtuncE IND OF]ERATloNsFtECOFtDSPros.LnrTiei\tEservlce.r\dSuppkyfpaspert]rRecordsActouowIEDGMENTRECEIPTSOF 1 year1year3years 1 yea,1ysaT3years

EQUIPMENT {ARE} / MEMORANDUMRECEIFTsoFEQu!phriENTiMRE),SEMI-EXPENDABLE`AND`NON-ExpENDABLEpFtopEfrmEsANNUALPROCUFtEMENTPROGRAMS rfumed

Pap 3of 18 Papes,



ur.fro NO. 2
2tee   : I

5. rm NO. 6. Rfcofo sERiE§ 1TTLE Ann I)ESCRlpTloM
7- T-HPE"OD

I. fREnAfus
JEifv, Stage Tidy

363738394041 jhrvENTORIEs.AND..iNspECTioN.REEORTs^ •1-year1ycaT2ycaF5

§ ycan5RMANRMAN

•1 year  .1year2ysee After proprty has been
OF UNSERVICEABLE FREOPERTIES refumed

iNVENfoRIE§ OF S`UPPLIES AND After updatedAftBTeqLiiFlrTrmt had I)con dlgivesedProvidedprojectiscompleted
PROPERTIEsffilRTURES

LEDGER cAFros
Equ[pment
Supplies 5 years 5 years

PROCUREMENT FILES 5 years1pear4yea 10 ycaro1year4years
Abstracts and settRIAfterupdatediferproperty has beenr®tumed/

Bids / Canvasses
Eval uaGans Of Quotations

Bld Eyaluaton8
Contracts
]rivita8on8 to Bld
RERutes of Pro-Bid Confarenc®
Modes of ffroevrBment (Resolut]on}
Notices Of Award
Notices to Proceed
Prograrne of work
Pro-Bid Bulleb'ns
F=esolut[ons to Award
BAic Resolutions

Altoma6ve Modes of Procurement
Award Shepp-mg and other Trrodes

Of procuroinent and other pertinent
documents

PROF]EFtTY I NVENTORI ES
Buildings
Equlpment

PIIRCHASE ORDEFt§

42 PuR€HASE REQUESTS 1 yearP2ysa 1 yearNT

4344 FREPORTS
|tx5S
Waste Mated.aL§ 2 years
In§pec6on and AcceptanceFREQUISITIONANDISSUESLIPS.(RIS)     . 1 year1perP1year 1 yea,-1year  .

4546 TFtAr\ISFERs WITHouT CoSTFINAl\lcEMANAGEMENT NT1year

cERTIFicAmoNs
lag-I Payments
Lo5[ Checks

Pap  4 of 1S P8qe§



unp Fo.in No. 2
•,        20d.8'                                                                                                                                                            ,

5. nrE" No. e. REcoftE] sEFUEs TITu Altt> BE3ClunoN
7..peTEunoHPERIOD

e. REWLAFus
Anel etDrty Ttb]

474849 CllECKS .5 ysapP3ysa 5 years .MANE§ysams§years 1..0 y`eaJS.NT3years Ffrovided poshaudlted, flnally   .
Automated Peyroll Deducton Sptom setled and not involved in

EpensesCap.rialOudayPersonalServ.teesMa]ntonancoandother OpeTangExponsostMOOE}FundsProvidentFteal]8nmentTransferTrususpecialPurpeseFiNANciALsTATEMENrrsBafuceSIteetsStatementsofOpeTatfowlricomeNOTICESOFCASHALLOCATIONS any caseP[eddedpodeuditod. finallysettledaJidnotinvolvedinanycaseAderAnrLi]alFinancialF3eport  -

50§15Z5354 PATROL.IS / PAYROLL SHEETSREMIITINCES{GSIS,HMDF.FlhilHealth}`Adices 5 yearsI5ye •10 pears ,10years

ListsLrmsPremiumsFiEPORTSFinancial P§-yea    .3yea5¥ea9y®E, Ft M A N E5yErars3yBar§ NT-5years .3years10years6years

Cash FlowStatements of lncorne and ExpensesarementsofGovernmentEquidesListsOfDueandD®mandableAccountsPayable{LDDAP)uqu!datlonsTAVESAdvatoromrouty has been pubh.sl]edArfersupersededAfter§tiperseded

EXENptions 3 y®E, 3 years 6 years
Eiq]anded Value Added Tax 3y8 •   3yeaTS 6 years
Income 3yea 3 years'5ysaTS 6 years
Withholding Tax Ceftlflcates 4xpa 4 years

`VOU CHERS, lNCLLJDING BILLS, •   §y8a 10 years Provided post-audded. flnapy   -
INVOICES a OTHER SuPPORTING settled and not involved
cOCuMENTSDtsbursenentsJOurnalsuquidationsPettyCashRe(rhetirsernent. Expense FtesejptsTravelllngExpenses jn any case

Page  5or`18 Pages,



•     2atS   i.

i. meH «0. 6. REcORD aER]ES TTTu: AID DEeeRif"aN
7- ETRTON`pERIon           I 8. REtIARK§

A€'lye Stol.ge         Toul

55565758

LteN~ung ReeordeAUTHOF{ITIESFOF}ALLOWANCESClcthingCast.of..Li.vingAllowance{COLA}          .HalshipReprBsentatlonandTransporfetlenAltowance{RATA}BOOKSOFFINALENTFtlESGeneTalLedgersJoumalsandAnalysisofLedgersSubsidiaryLedgereBooks0FORIGINALENTRIESCashJcheck"§bLlrsementsCashRee®lptsGeneralJournalsJoumalsandAfialysisafOENgationsJouma[sOfBflJsF3enderedJournalsofCheckslesuodJournalsOfCdlectiongandDepostbJournalsOfBisbulsemerttryDlsburshgOfficersCQN§C&lpATEDANNUALAUBTTF3EPOFFTS

2yeaPPP 2 yearsRMANENTRMANENTIIFtMANENT Aner terrrinatedAftercongondated in theAnnua!F]nanGla!ReportAfterAnnLlalFirrancfalFtepoTlhasbeenpLlblishad.AiferArmua!FinancialRepelhasbeanpublishedAfieTArlnualFinancialFteperthasbeenpublished

59 NcmcE§ oF TF!ANSFEF{ ALLocATioNs 1 year 1 year

6D6'62 QUARTERLY STATEMENTS OF CASHADVANCESTRIALBALANCESANDOTHERREPOFITSCumula6veF{esiJ]tsOfOperations-unappropfatedMonthlyroLiartertyTrlalBalancosPrellndnaryn=InalAnnL]alTrialBalancesAmauntanr§Copy 5                §ysars    foyearsPFtMANENTZyea2years5ycar5years10years

Auditors copy P    RMANENT
Regirml Oife.Copy •   -5-pea •5ysaT§ r    1.Oyears

fie/Post C)oslng Tn'al BalancesBudo®tFtocdeAGENcyBUDGEITMA:m[CES 5 yE                             5 yeats3years3years

63 BiiDeET ciRCLiLJtl=s AND issuANCEs 5 years 5years     10years

6485 BUDGET PROPOSALS a SUPPORTINGDOCUMENTSGENEF=ALAPPF{OPFEIATIONACTS 3yB3yca 3 years3ysas

66 MONTHLY CASH PROGRAMS 3y®a 3 years

Page 6 Of la Pap,



NAP Frm Nb. 2
ae?.

5. ITEH HO. e. FtEcoro sEftiEs Tm£ AflD DESCRiFITtchi
r. ETErmoM pEfne I. EillrmK§

Agiv, 8tong Total

67 OBLienTloN REQUESTs 3ysa 3 years

Ader r~edAfeFpeshaudited. final[ysettledandnathtyolvedinanycaseAfterdateOflastentryAkerupda"

68 PHYSICAL AND F]NANCIAL PIAl\IS 3 3 years

6970 pFto GFun§ oF ExpENDiTl)RES 5yea5ysa 5 ycar§ , 10Jycar55years
Local
National

REGISTRIES OF ALLOTMENT

717273 SPECIAL ALLOTMENT RELEASE 3 ycara 3 years
ORDERS {SARO}

3yea1year

I

3 years1yearSUBIALLOTMENT RELEASE ORDERS
{SublARO}Cash R€wls

FIDELITY BONDS / BONDS

747576?778.7.9-80 oFF[etAL eft§H aQQKs P5yca5ysa5ysaP RMANENT5ycars10ycars5years10years5years10ycarsEFtMANENT
Cotoctlens
Disbursemant§

OFFICIAL RECEIPTSRECORDBOOKSFOR CHECKS

RELEASES

REPORTS
Advices of Cheds Issued and Cancctled
Cash/Check Disbulsements
Checks Issued and Cancelled
Collect!ori§
Summaries af Checks Released and

Cancelled
Praportlonal Vacation PayI+EALTHANDNUTRITrollsEH`/icES

HEALTH AND NLJTRTloN FREF'ORTS
Annual
Monthly/Quar[erty 21yea 2 years1year•E.R-MAN-IN-T

.    ,LISTS
HEALTH AND NUTRITloN PtmsoTine]
Disdibution Of RAedicines & Supplies

RAGNA.CARTA-OF PuEELIC-HEALTfi
WORKERS

Page  7 Of 18 Pagco
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S. ITEN NO. e. RECofiD sERiES Trn± ^Nl] DEScmpiroN
`7.RpermonFiEFtroD' e.fu-KS- §tono, Tan

81828384858687 MEDICAL / DENTAL RECORDS OFPERSONNEL/ATliLETESDentaljMedicalCards

PE RMANE NT

After updatedlfinplemented , ctliBrwlse,

ti eath Profiles PE MANENT
Laboratory Results 2 ysac 2 yea,s

SCHEDdLES OF NUFtsES AND-DENTISTSSPECIALPROuECTS/PF{OGRAMS 1 yearPE5ysare1yun _1yEpr2yEars

M A.N E

1 yearNT5years1yen .1year2ycaTS

Dental HErath Prngrams dispose aifer 5 years from
Medical and Nursing Heath Pfogran§NutritionProgramsfltJMJqu,RE80LIRCE«AAIACEBfEhlTSERVICES{PE.RsONNELSEFwl€ES}ANNUALSUMMAFZYREPORTSFOR date Of recordAderseparated/reifed of

F2EPLACEMENT PF`OCF3AMS FOR        -NON-ELIGIBLESAppLicATioNs/FtEcroMMENDAVousFOREMPLorneNTAPPLICATIONSFORLEAVEOFABSEtlcESMatemftyParmtal(SoloParent).PaternityPrfu.lege/SpecialRehchilifationSiekStudyTerminalVacationViefeflEeAgalr`siWomenandChiJdrenaAAWC}DetailsStationsAUTiioRmEs.ToFILLVACIARTposrrioNs concened emplaysgAiferrecordedinLeave CardsAfarposftionhasbeenffleduF]Aiferrene`Ared/telminatedandnotedinSeTvteeCardsAderdatahavebeenpostedjnleeyeCardsandpostraudifedArferseparatedfromofficeAftertndnated

88 cIA!Ms ON EMPEoyEEs caMPENSAT!ON §yeare a years 10 years

89 CERTIFICATES OF ELIGIBLES 2 yeas '   2yca`§

90919293 COMTRACT§ TO TEACHDAILYTIMERECORDSEQUIVALENTFtECOFtDS FOFtMSwrrHTRANSMRTALJOBORDERCONTRACTS 5 yERE1year5years1year 5 years1year5years1year

Page 8 of t8 P89es,



Nap, Fom Wo. 2
ap..

i. rTEN No. a: REcaRO sERiEs iTTLE AID I)EscFgriion
7. TiawmaoD .RE|-

Afro Storu® Tthl

9495 LEAVE CAIDSLETi.ErrsOFiNTRODucT[ON 5 years2years

IIi

10 yearsRMANE10pear8RMANEI 1 5 years2years Afterseparated/rellndof-concernedemdtryeeAfterabsenceshahrebeen

96979899loo101 MEDICAL CERTIFICATES DUE TO 3 yearsP2yearo1year5 3 yearsNT2years1yearSpears ,
[LLNEseMEMBEFasHlp FILEsGSISPa9-[b]9PhilHcalthOthersMONTHLYFtEPORTS 0F SERVICEANDATTENDANCE/ABsrmcTs OFABSENCESNEWAPPRAISALPERFOFtMANCEevsTEMFILEsPerfomancoAppraiealed:valuations/RatingF=epods.PerformanceFtaHngCards recorded in Leave €ardsAflerrenewedifeminatedAiferrenewediferminated

Performance Target WoTksli®ds 1 year 1 year

NOTICES OF ASSIGNMENTSlistsDetailsStatfon§PERMITSTOSTUDY/TEACH 1 year1year 1 year1pear

102103 PERSONNEL FOLDERS {201 FILES)AppointmentsAppfovaisoffENromentAwardsCFiangeofstatusDesbnationsDroppingfromlJ`®Fto]Is(AWOL}First/LastDayOfSeTv)ceCerfflcat!on§Longevity•.NoticesOfSalaryAdju8hBnt{NOSA)NoticesOfStepIncrement{NOsl}oathsofcrmce{Per§onatDataSheets{Iale5t)PositionDe§cn.ptjonFormsPRCLicensesRepeTtsofF=ating{Eliglb]Iitles}Resignations/Tfaftofbrs/Reinstinerfe/RetLlmtoDutyRetirerr)ents{GSISClearance)SeparationsServbeRecords{updated)TranscriptofFteco[dsPEFtsoNNELSERVICESITEMIZATION 5 yearsP 15ysaTSNTI ife retirediseperatedCmercopiesdtsposBaifer

AND Pl.ANTILIA OF PERSONNEL 3 years
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Conver§!on
Creation
Deployment
ExkeierL
Flcela§sification and Trangfor
Ftequests tor PeslHon

• PROMOTION RECORDSPUBLICATIONSOFVACANT POSITIONS

Filling up of Positions fitwedAfterrecording in the levelcodesAfterfini§hlngthetom
Protest Ranking
F3GcanmendaGans

REcORDS OF SEFIVICE CREDITSSCHOLARSHIPFILES

On-thg`lob Trainees
Students 1 year 1 year
Teachers 4 yens 4 years Aftsrfini§h(ngthecourse•AJterupdatedprovideda copyisincorporatedin201FilesAfterfinallyseuedexcept

§EPAF`ATION ORDERS / EXTFIACTS 0F 1 yearPE 1 yearRMANENT
RETIF2ED/TRANSFERRED/SEPARATED
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SEFtvICE CARDS

111112113114115 SEF2V]CE FtECOF3BSSTATEMENTS0FASSETS AND 2 y8ar=5yoar§PE4yea,s5years 2 pears5ysats10ycars,RMANENT3ycaTs7ysaTsI5years

UABILITIESLEGAL. SEFtvICES

ADMiNisTFunvE DECIsloNS owlth
F=espect to Casealopfnionsroeclsfons/
Resolu6ans/Orders}

CASES
Administrative Bedsions which aitI BBm]arN=ntAkerfinallysetled
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Adions Taken on the Complaints
CoLJntBr Affida`ife and/or Answers
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I
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Related Papers)

cORRECTioNs`OpNAMEfBiFrm.DATE
Personnel

MANE!NTMANENT§ysars

Students

DEEDs {Acquisi6on of Booksrfeaching
Aids at Vehlcles}

Donations
Sale

MEMOFRAhmA OF AGREEMEurruNDER§TANDINGPHvsicALFAc]LmESANDScriooL

EHGINEEFtl»G SERVICES

ASSESSMENTS OF SCHOOLS

1211221231£4125126127128 EDLicATroNAL FAC] L]Ti Es MANAGEArm[T PE1year5ysarePEPPE5yearsP MANENT1year§yearsMANENT
unuALs

INVENTORIES OF SCHOOL ButLD[NGS
AND FIXTURES

SUMMARIES OF ESTIMATED COST
OF REI+ABILITATIONBasicEducationtnformettoi. SeTiric®s

GOVERNMENT INFO SYSTEM BASED
SCHOOL PROFILING SYSTEM

MANE'NT

PROJEers

REOUESITS FOR DEMOLITION AND
FtEPLACEMENT 0F §CfiooL

MANE!NT§ysar§MANENT

BulLDINGS

SCHcOL BUILDINGS / FURNITUREsl
PLANS AND SPECIFICATIONS

SCHOOL BLjiLDiHG pRoeFtAMs
llsting8 Of FtED and BI.ASK Schoats

BLidgotA]lo¢dens
F=equ eats for Construction
School Based Repelr end

Ma !ntenanc® Scheme
SltB Cfroership
Site Deve]oprnent P]an§ PE MANENTIMANENT

SuRVEYS OF WATER a ELECTRICITY
IPE

FAc iLiTy AssEesM ENT pRoeRAMs
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BASIC EDUCATION INFORMATI0N
srrsTEM {EMIS} MODLJLES

Module I
CllantelB ldentiflca6ons
Clientele Database

ModLJle 11

Staff
Pecennel Dafabase

Module Ill
CLlrriculLlm Database

Module lv
Le813lat]ofls and Confrol Dafabase

Module V
Physical Facilities {By Division/

OistricUBarangay}
Module VI

Plnanc-ial Datalae
Module vll

CommuQ!fy E!denston Dafabase
Module Vlii

Educatlonal Pfannln9. Resoareh
and Evaluation Databa3e

Quick Count Framewods Module
(BEISQC)

DEVELOPMENT PLANS
Adion
stfategic

PERFORMANCE IN D I CATOFts
Achl®von8nt fas
Cohort / SLinthral Ftrfes
Compfty-lan Rates
Dmpaut F=ates
Liferaey Rates
Paft!cipafon Rates
Promotion Fiatos
PLipil-Classroun Rat[os
Pupil-Desk Ratios
Piipil.bexfrock Ffaties
Retenton Ftates

PEFIFOFtMANCE M'EASU RE FFtAhAEWORKS
BY FtEG[ONS AND E]Y QUAITEF`S

PFtoFILES
Govern rTrent Seeortdary School

Proffles {GSSP)
prfuatB schcoIS

REQUESTS FOFt ITEM POSITIONS

REPORTS
Accomptiwhents

Annual

PE

5 yens

3 years

PE

2 years

MANENT

MANENT

5 yaas 10 years

MANENT

2 years

RMANENT

Aifer acted upon
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I   ,year
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Annual ALidit PE MANENT
85gz Supervisory 1 year i year
DedDymen[ 3 years 3 years
ManagelTtent Actions on Audit Ffndings PERMANENT

Moniton.ng and Evaluat[ofi of
IFtegional Projects

Statistical Summaries PEPE6months MANENTtwlANiNI6months
Enrollment and Attendance
Numbers Of Teachers a!ld stidents

Schaol§
Senstlcal Bul letins

scfrooL RAAE\LacEM ENT

Att®mathre Lcamlng System

ACCREDiFAfioN AND EQUIVAIENCY
TEer REsuLTs

ANSWER SHEETS
used

Unused 6 months 6 months

ADMINISTRATIVE-BASEDOATA.(MIS} PE MANENTIMANENT

13914D ANNUAL ACTION PLJ\NS
IPEPE

Lists Of Target clients

MANE]NTIMANENT6morfheMANENT

Targetha§

CAPABILITY BUILDING PROFILES

141142143 PROJECT FILES PE6monthsPE
Batik-Ffaara]an Para so Outrof-§chcol

Alu]t {BP-OSA)
Communfty Leam]ng Center {CLC}
Lcaming SuF]por[ Delivery Syrfem (lsDS}
LiteTaey Servlce Confrocting Scham®

TEST BOOKLETS
E[em®nfary Level the on.gilial is tept perTnanently
Secondary LjevelFfromott®nal Dhrfelori in the diskettaled

{Elementery and Sceondery Dlvislonsb

ACHIEVEMENT TEST RESLJLTS
DMslon Achievement Tdsts
National Achievement Tests

Elanentary
Secondary
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BOOK FILES
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CERTIFICATIONS
Enrollfnent
Good Moral Character
Graduation
F`eportofF=atingOfStudents
Special Orders

CliANGE OF NOuE OF SCHOOLS

147148 cLusTERiNe / DECLusTERING OF 3 years2ycars 3 years2ysaT9
SCHOOL DOCUMENTS

CONTESTS AND COMPETITIONS

14915015115215315415§156157 ESTABLISHMENTS / SEPARATI0us / PER MANENT
INTEGRATION OF SCHOOLS

PEIR
IMANENT

GOvEENMENT RECOGNITloNS
{PRIVATE SCH00LS}

PEIRPEFt
IMANENTMA.NENT

I N STRLJ CTIONAL MATERIALS
Bcqks hard a soft copy.  Crm®r
Modules copies d[6pae 2 years
Supplementary F=.adings rfer revised.Atergraduelion
Vldeos/CDs/Cassctto Tapes/Films

NATIONAL CAREER ASSESSMENT
EXAMINATION FtESU LTS

FEl2yearsPE1ysarPE MANE!Nf2ycaTSthANEh}T1ycarMANENTpHi Ll ppi NE vALiDATi N6 E5cAin`i RAfioN§
(ItETRC)

PERMITS
CrtraEnroll
Study {FOTngn Students}

PROMOTIONAL REPORTS
(ELEMENTAF=Y/SECONIIARY}

REQUESTS / APFROVALS
Overload of Subjects ibr GTaduanng

Students
Summer classes
Tranrfer of Local/Foreftyn Students
TranslaHans Of Diplomas

SPECIAL PFIOGFtAMS / PROJECTS
lmplenrented
Not-Implanented 1 year  I

llycaT
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STUDENTS OF PRIVATE SECONDAF`Y
schools IForm 9}

TulTION FEE INCREASE RECORDS
ApplieaGons
ApprovalSchool tonrol Ftocords

ACTloN ./ DEVELOPMENT PLANS
School lmprovemer[t Prams
SupeTvlsory Plans

ADMISSION TESTS

164165166167 APPLICATIONS 2 years2ycare3yensPE 2 yeas2years3ycafsMANE!N]TperMANENT5years AftergrantodAftergraduct®d
Acceditatiens
Ehronuent
Entrance Examina6on§
Graduation aftd Special Orders
P9rmlts/Recognitons

A:llENDINCE SHEETS / AllENDANCE
FREPORTS {Forfu 2}

BASIC SCHcOL MANAGEMENT COURSE
TEFtM PAIEF3S

BULLETINS OF INFORMATION

168 CALENDAIS OF ACTIVITIES 1 year

leg`170 CASES / FEASIBILITY STUDIES / PE5years
RESEARCHES

CLASS RECORDS
Anecdotal F=ecard§ Of Pupils/Students
Class Cards {Fom 138TA} PE MANENT
Class Observation and Supefv]sory PE1year MANENT

Repofts {Fom 1 78}

I:=:
Class Schedules {Form 30}
Clase ValLie3 Charts 1yar
Biplomas PE, MANENT
llsts of Horror Gradqato8 PE MANENT
Nutrid.orral sefus Of Piiplls 2 yea,8 12ycafs
Report Cards {Fom i 38} PE MANENT
Sulenl Punaneri Records {Fom 137LA} PE MANENT
Summap/ of units Taken {Fom 9} PE MANENT
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Class Programs {Fom 29)
Summar]es Of lr]fomadon Of Teachers

(Ft'rm 91 )
Teacheis' F]rogram {Form Soy

coNSouDATED DATA oF TEAcrliNG/
Nan-TEACH]NC PERSONNEL q;orm 31 }

COIJRSES OF STUDY / SYLLABI

174 ENROLLMENT SLIPS 1        r                            1 year

175 GfaeiNG SHEETS 2yca 2 yeac

176 LESSON PLANS 1       I                          lysarERMANENT

1?7178179180181182 LISTS
Accredited Couses/Subjects
CandidatesforGradtiafron PERMANENT
ENROLLMENT LISTS 2ycars                      2 years
Graduatesmonor Grad uabs PERMANENT
stlioal Persanilel and OFREals 1 r                          1 year

LiBfuny FiLE§
Accessfan Books tpF 146} ERMANENT
Book Cards {PF 149} ERMANENT
Bonrrmra Cats 1 1 year
Catalogue Cards tpF 1 §0} E,RMANENTI

PERMITS
Gbemmeut Permits ERMANENT
GovemmentFIeoegn.rd.ons ERMANENT
Permits to opante § 5 years
Permits to Study 2y 2 years AifergraduatBdAteraraduated
TLiidon Fee Increases 5 5 yearsERMANENT

PROFILES
SchcoLS
SoclcLEconomlc of Pupils 5 yEffls 5 yErars
students 5ysaTB                          5 years Affergraduated
Teachers 5yeap    10ysars   15ycars After separated/wired

PFioposED OFtGANIZAT[ON 0F CLASSES

3ye

ERMANENTI§3years If implemented, otherwise
BapEd.rmAp dispese afar 3 yceAftergraduated
Quiz Bee
Sclenco Quk

RANKING / usrs oF HONOR STUDENT-s

183 FtAl\IKING 0F TEACHEFt APPLICANTS 1ye r                          1 year AdeT updated

184 EEcOF!DS CF STLJBENT'S DISCIPLINLAF{Y 2ys ts.                     .2 ycafs JutorgiedL[ated
ACTIONS
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SLmmaries of Nlonthly Attendance {Form ?I 2years    i 2 yeas
§upervlsory 2 years 2 years

REQUESTS 2ysars   .1year 2yeams1year
Addition al courses
Carry Overlcad
mclu8ion ln the Enrof]fTtenf Lists
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