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15 RECORDS MANAGEMENT

Scope:

This process starts from the receipt of documents, distribution, maintenance and storage up to disposition of records in compliance with the National
Archives of the Philippines (NAP) regulations.

Description of Service:

The Records Section personnel records and controls the receiving and releasing of documents, use, maintenance and disposition of records. Most of the
documents received by the Records Section are from external sources which includes the local government units, general public and other government
agencies. All records are assigned with appropriate records classification/index guide for easy retrieval. This process also covers the last phase of records
management- the records disposition, where some of the records are retained for storage, while the others are disposed of. The procedures for the conduct
of the disposal of records is covered in this process to ensure compliance of the Central and Regional Offices to the NAP guidelines. On the other hand,
request for copies of records are acted upon by the Records Officer elsewhere in the process.

This document is UNCONTROLLED when DOWNLOADED and/or PRINTED.
Always refer to the Documented Information Management System for the Controlled Copy

Office: | ADMINISTRATIVE SERVICE-RECORDS SECTION, GENERAL SERVICES DIVISION

FINANCE AND ADMINISTRATIVE DIVISION - RECORDS SECTION
DILG PROVINCIAL/CITY/MUNICIPAL OFFICES

Agency Action Activities Person-In-Charge/
No. (detailed steps) (Internal Work Flow) Position/ Unit/ Division Relerencess Inserfaces
A. RECEIPT OF DOCUMENTS/RECORDS
1 | Receive and classify documents | Check the completeness of Receiving Officer, e Monitoring Form of
whether for internal or external | attachments/enclosures, if any. If records are | Records Section, GSD, AS; Received Documents
distribution or for storage. either unsigned, with incomplete pages, Regional /Provincial from Couriers/ Personal
inadvertently sent to  DILG-CO/RO/FO, Records Officer; Delivery (for CO only)
mysterious parcels, damaged or tampered, return C/MLGOOs
on the spot (if hand-delivered); or inform the
sender (if received thru other media).
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Agency Action Activities Person-In-Charge/
e, (detailed steps) (Internal Work Flow) Position/ Unit/ Division Seferencer) s feres
Note: Communications received beyond 3:30PM e Records Management
shall be recorded as transaction for the Monitoring Log Sheet
following working day. (for RO/PO/HUCO)
Stamp "Received" / "Released" the records,
except personal documents.
For confidential records, keep the packaging/
envelope intact and forward to Office of the e Logbook (if applicable)
Regional Director/Action Officer for Confidential
Matter.
2 | Record/log the document/record | For communications, assign document number, Records Officer, ¢ Document Management

scan, register and upload the document in the
DMS orrother existing database! (for'ROS)FOs) for:
routing tothe'cdncerned offices! Fild theoriginal
copy of the documents if physical routing is not
required. If physical routing is required, proceed
to step D-1.

Records Section, GSD, AS;

P and/Regional/Provincial

m for theReebrds Officer;
C/MLGOOs

For administrative issuances, assign a serial
number by indicating the year-series. Scan,
encode and route the administrative issuance in
the DMS and/or email.

For documents/records for storage such as
contracts, MOA/MOU, etc. record in the database
and proceed to Section C for maintenance and
storage.

For confidential documents/records, assign
document number, encode in the DMS and

forward to Liaison Officer, for routing.

System (DMS)/Existing
Database on Records/
Document Management

e Issuances Database/File

e Logbook

e Contract/Agreement
Database/File

e Official Receipt for
Classified Matter (for CO

only)
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Agency Action Activities Person-In-Charge/
s (detailed steps) (Internal Work Flow) Position/ Unit/ Division Soferences/ lnteriuces
B. RELEASE OF DOCUMENTS/RECORDS/ADMINISTRATIVE ISSUANCES
1 | Release of documents/ records/ | For internal distribution, distribute the Messenger/ Distribution List
administrative issuances through | documents/ records/ administrative issuances to Liaison Officer Internal (Transmittal of
DMS, email, courier services or | identified recipients/concerned offices. For hard Incoming

personal delivery

copies, request confirmation of receipt by affixing
the signature/initial, date and time of receipt of

Communications) [for
CO only]

receiving officer. Logbook
For external distribution: Action Officer, Records
If the document is for pick-up or for personal Section, GSD, AS; Request for
delivery, review the accomplish request form. Regional /Provincial Messengerial ~ Service
Records Officer; (for CO only)
C/MLGOOs

rele t
This ocument is 8[5(30 ]ﬁ&q}éﬁlwpeﬁ?fg ?%E

adminis
C%nm{ g?ﬁge or gllthﬁg'ﬁ}gggloﬁ%ﬁg@?gg scan the

document and route through DMS.

For release of physical copy of administrative
issuance, request confirmation of receipt of the
receiving officer by affixing their name/signature
and date/time of receipt in the Receiving Slip or
Transmittal Letter.

D and/or PRINTED.
t¢m for the Controlled Copy

Document Management
System

Receiving Slip (External)
[for CO only]

Copy of Transmittal
Letter with stamped
“RECEIVED”
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Agency Action Activities Person-In-Charge/
g (detailed steps) (Internal Work Flow) Position/ Unit/ Division SENISnPe Wi ebes

If for mailing, prepare the appropriate transmittal
of documents to be dispatched through PHLPost
or private courier/s.

e Transmittal of
Registered Mail (for CO)

e Transmittal of Ordinary
Mail (for CO)

e Transmittal of Express
Mail Service (for CO)

e Transmittal of
Communications Mailed

through Private
Couriers (for CO)
2 | Filing of Administrative Issuances | Prepare letter-request addressed to the Head of | Records Officer, Records e Letter to ONAR
at the Office of the National | the ONAR with attached three (3) certified copies Section, GSD, AS
Administrative Register (ONAR) | of the issuances, together with its electronic/
digital copies saved:in\CDorany-portabledrive)DEpD and/or PRINTED.
Always refer to the Documented Information Management System for the Controlled Copy
3 | Retain records Update Records Management Process Summary Process Owner e Records Management
Log Sheet (PSL). Process Summary Log
Sheet (PSL)
Retain records in accordance with the Control of e Control of Retained
Retained Documented Information Procedure Documented Information
and the Masterlist of Retained Documented Procedure

Information.

e Masterlist of Retained
Documented Information

C. MAINTENANCE AND STORAGE OF DOCUMENTS/RECORDS

1 | Classify the documents/records | Write the classification of the major subject
according to the general subject | category such as ADM, FIN, LD, PER on the upper
category per File Classification or | right corner of the document/record being
Index Guide classified.

e List of File Classification
Guide

Records Officer,
Records Section, GSD, AS;
RO/PO/HUCO
Records Officer
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Agency Action Activities Person-In-Charge/
s (detailed steps) (Internal Work Flow) Position/ Unit/ Division | References/ Interfaces
Select the appropriate primary and secondary
classification for each document/record. Indicate
cross-reference (CR) guide, if applicable.
2 | Store the documents/records to | Encode the document/record/issuance in the Records Officer, e Database for
its designated filing | database. Records Section, GSD, AS; Documents/ Records/
cabinets/shelves/ boxes RO/PO/HUCO Issuances

File the documents/records methodically in
designated filing cabinets/shelves properly
labeled and identified.

Records Officer

¢ File copies

3 | Monitor records Appraise records by conducting inventory of Records Officer, e NAP Form 1 Records
documents/records annually by file station or | Records Section, GSD, AS; Inventory and Appraisal
cabinets in accordance with the NAP General RO/PO/HUCO Form
RecordsDisposition Schediile (GRDS) HndBILE D andlor PREE6Fds Officer
WW@Y@@B’IE})’@S%H‘E@P@dﬁ%'WB'SMB‘AW%E%EE m for the Controlled Copy NAP National Inventory
the Records Inventory and Appraisal Form Form 2012
and/or National Inventory Form 2012 and
establish/ update retention and disposition
period of records.

4 | Conduct inventory of records Conduct inventory of records at least once a year. Concerned personnel e Inventory of Records
In case of personnel movement, the outgoing (for CO only)
personnel shall accomplish the form on inventory
of records.

5 | Conduct file break at the end of | Segregate files that meets the minimum period of | Records Section personnel | ¢« NAP GRDS

calendar year retention and bundle for disposal. Conduct
records disposal at least every three (3) years. e DILGRDS
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No.

Agency Action
(detailed steps)

Activities
(Internal Work Flow)

Person-In-Charge/
Position/ Unit/ Division

References/ Interfaces

D. RECEIPT OF REQUEST FOR COPY OR BORROWING OF RECORDS AND CONTROL OF BORROWING

1 | Receive the accomplished | For requests of records, receive Request Form, | Action Officer, RS, GSD, AS; | ¢ Request Form
Request Form assign control number [year-series (YYYY-XXX)]. RO/PO/HUCO Records
If the requested document/record is within the Officer e DILG People's FOI
coverage of the Freedom of Information (FOI), Manual
follow the DILG People's FOI Manual.
Note: If the document/record being requested by
the client is readily available at the Records
Section and categorized as simple request,
use Request Form. However, if the
document/record will need to be
requested in other
bureau/service/office/unit of the
D’é ArtmieHt 'SMOHEBOL@EW’V'EE D%WHHQ’&BED and/or PRINTED.
Alwaywﬁiﬁq tmgwgyeegcﬂf{g@ﬁt %HIMWEIME m for the Controlled Copy
request will be considered as FOI request.
If the physical copy of incoming document is e Physical Document
requested, review the accomplished request form Request Form (for CO
and retrieve the physical copy of the document only)
being requested by the action unit.
For request for borrowing of record, the ¢ File Control Slip (for CO
borrower should fill-out the File Control Slip, only)
duly-noted by the head of the requesting party.
2 | Locate the document/record and | Locate the document/record requested and | Action Officer, RS, GSD, AS; | e Database for
prepare action document, if any indicate the status of availability of the RO/PO/HUCO Records Documents/Records/
document/ record in the Request Form. Officer Issuances
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Agency Action Activities Person-In-Charge/
i (detailed steps) (Internal Work Flow) Position/ Unit/ Division DEISIRNERN e
If record is available, retrieve the document/ e Request Form
record and attach to the Request Form. e Photocopy of the
document/ record
If record is not maintained by the Records Officer, e Action Document, if any
endorse the request to concerned office, if
necessary.
If record is already disposed, prepare Certificate o Certificate of Disposal
of Disposal, if requested, attach to the Request
Form.
For documents/records pertaining to legal e Certificate of Clearance
matters, seek clearance from the head of Legal to Release Document
Service/ Legal Unit for the release of a copy of the (for CO only)
documBtit fpseesed is UNCONTROLLED when DOWNLOADED and/or PRINTED.
Always refer to the Documented Information Management System for the Controlled Copy

For restricted/confidential document/record, the ¢ Confidentiality and Non-
requesting party shall accomplish the Disclosure  Statement
Confidentiality and Non-Disclosure Statement (for CO only)
(CNS) form.

3 | Review and approve the request | If request is approved, sign the Request Form. | Chief, Records Section (CO); | ¢ Request Form
Otherwise, return the Request Form to the Action | Chief Admin. Officer, FAD
Officer indicating the reason for disapproval in (RO); Provincial/City Photocopy  of  the
the Remarks portion of the Request Form. Director document/record

4 | Release the requested | If the request is approved, photocopy the record Action Officer, Records

document/record and administer
the CSS form.

and stamp "Certified Copy" (if requested) and
release the record.

If the request is disapproved, inform the
requesting party of that fact and the reason
thereof.

Section, GSD, AS;
RO/PO/HUCO
Records Officer
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Agency Action Activities Person-In-Charge/
it (detal‘l:Zd steps) (Internal Work Flow) Position/ Unit/ Division BEferances/ mistinces
Request the client to fill-out the Client Satisfaction e Client Satisfaction
Survey (CSS) form. Survey Form
CSS Data Sheet
e (lient Satisfaction
Report
e SP: C(lient Satisfaction
Measurement
5 | Follow-up borrowed document/ | Check the files and determine the status of the Action Officer, Records
record document/record borrowed. Follow-up after the Section, GSD, AS;
prescribed hours lapsed and remind the RO/PO/HUCO
borrower to return the borrowed Records Officer
document/record.
6 | Return the document/record in | Upon completion of the transaction, return the Action Officer, Records

the designated storage

document/recordin the desighated storagel OADE

Always refer to the Documented Information Management Syste

P and/or S8¢tien, GSD, AS;
m for the ROYPOYHUCO
Records Officer

E. DISPOSAL OF RECORDS

1 | Receive non-current records | Record the receipt of non-currentrecordsturned- | Records Officer, Records | e Transmittal of Non-
turned-over by operating units for | over for disposal. Confirm that the indicated Section, GSD, AS; Current Records for
disposal records series and retention period therein is in RO/PO/HUCO Disposal

accordance with the NAP GRDS or DILG-RDS. Records Officer
Once confirmed, list, bundle and measure in cubic
meter the valueless records for disposal.
2 | Request authority to dispose of | If sufficient volume or weight of records for | Records Officer, Records e NAP Form No. 3 Request

records

disposal is met, prepare NAP Form No. 3 Request
for Authority to Dispose of Records in three (3)
copies and a letter-request addressed to NAP

Section, GSD, AS;
RO/PO/HUCO
Records Officer

Executive Director or Head of the Regional

for Authority to Dispose
of Records

e Letter-request
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Agency Action Activities Person-In-Charge/
. (detailed steps) (Internal Work Flow) Position/ Unit/ Division DElToncen Winifaces
Archival Network (RAN), in case of Regional
Offices in Visayas and Mindanao islands.
Submit request to SILG or authorized | Chief Records Section (CO);
representative, for approval and signature. RO/PO/HUCO
Records Officer
Chief Admin. Officer, FAD;
3 | Approve request Sign the letter- request and Request for Authority SILG or Authorized
to Dispose of Records. Representative (CO);
Regional Director;
Return request to the Records Section for Provincial /City Director
dispatch to NAP or RAN Cebu/Davao.
This document is UNCONTROLLED when DOWNLOADED and/or PRINTED.
4 | Record and Release the Request | Logthe approved request! Informaion Vanagement Sysi IRaeoras Ofeer Records | e Signed letter-request
Section, GSD, AS; and NAP Form No. 3
Forward the letter-request with attached NAP RO/PO/HUCO
Form No. 3 to NAP or RAN Cebu/Davao. Records Officer
5 | Receive Notification from NAP on | Receive and log Notification on the Authority to | Records Officer, Records e NAP Form No. 5

the Authority to Dispose of

Records

Dispose of Records.

Prepare Letter of Intent to NAP or RAN to avail
the services of their official buyer or prepare
letter-request for public bidding and supporting
documents and submit to Procurement Section/
Unit.

Section, GSD, AS;
RO/PO/HUCO
Records Officer

"Authority to Dispose of
Records"

e Letter of

Intent or
Letter-request for Public
Bidding
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Agency Action Activities Person-In-Charge/
i (detailed steps) (Internal Work Flow) Position/ Unit/ Division Beferencen/ Interfaces
6 | Conduct Public Bidding Refer to procedure on Public Bidding in QP-DILG- | Procurement Section/Unit | e QP-DILG-AS-RO-10
AS-RO-10 Procurement, Inspections, Acceptance Procurement,
and Issuance of Goods and Services. Inspections, Acceptance
and Issuance of Goods
and Services
7 | Request the Disposal Date Submit Contract with Winning Bidder to NAPand | Records Officer, Records e Contract

request for the Disposal Date, if public bidding
has been conducted; or

Coordinate and inform schedule of disposal to
participants

Section, GSD, AS;
RO/PO/HUCO
Records Officer

8 | Conduct Actual Disposal ConduatisactuaknidisposalTRof | Fecords0 9 OBe=P - CHidf ReCords Section;
witnessed by thérepresertatives of NAPICOA and'™ o e Cep Rk d NAP
DILG. Representatives;
Chief, FAD;
RO/PO/HUCO
Records Officer
The Records Officer shall remit the sale to Cash Chief, Cash Section/Unit * Official Receipt
Section who will then issue Official Receipt.
9 | Prepare Certificate of Disposal Fill-up NAP Form on "Certificate of Disposal” | Records Officer, Records e NAP Form No. 6

indicating the records series, manner, date and
place of disposal, volume of records disposed, and
the amount of sale and official receipt number.

Retain the original copy and provide one (1) copy
to NAP and another to COA.

Section, GSD, AS;
RO/PO/HUCO
Records Officer

"Certificate of Disposal
of Records"
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Agency Action Activities Person-In-Charge/
e (detailed steps) (Internal Work Flow) Position/ Unit/ Division References/ Interfaces
10 | Retain records Update Records Management Process Summary Process Owner e Records Management
Log Sheet (PSL). Process Summary Log
Sheet (PSL)
Retain records in accordance with the Control of
Retained Documented Information Procedure e Control of Retained
and the Masterlist of Retained Documented Documented
Information. Information Procedure
¢ Master list of Retained
Documented
Information

End of Transaction

* Cross-references - are sign post within the files that point to the exact location of a given file.

« Document Management System (DMS) - is a web application that stores, manages and tracks electronic documents and electronic images of paper-
based information.

» File Break or cut-off period - termination of a filing activity for a particular file and the beginning of a new filing period.

Prepared By Reviewed By Approved By

(sgd.) (sgd.) (sgd.)

MIA'BEPLA V. NANON / ELNORA A. VELASCO ASEC. ESTER A. ALDANA, CESO II

Bureau/Service Deputy Quality Overall Deputy Quality
Management Representative Management Representative

Process Owner/Next Higher Supervisor




QUALITY

QO0-QP-DILG-AS-RO-15

OBJECTIVE (QO) .
OFFICE ADMINISTRATIVE SERVICE - GENERAL SERVICES DIVISION /
REGIONAL OFFICE - FINANCE AND ADMINISTRATIVE DIVISION
QUALITY PROCEDURE TITLE | RECORDS MANAGEMENT
Key Performance Indicators (KPI) Applicable
Documents (e.g.
Frequency of | Responsible Tracker,
Function Indicator/Formula Monitoring for Monitoring Log
Objective Target (if applicable) Results Monitoring | Sheet, Summary
Log Sheet, Report,
Memo, etc.)
Records Timely action on 80% | (Total no. Of documents acted Monthly Records QME, Records
Management Documents received upon within 1 day upon receipt / Officer Management
(Receipt, Release, within 1 working day This document is G‘r@éék%&éd?&%ﬁ‘ﬁsméﬁs%%% PRINTED. (Receipt, Release,
and Storage) upon receipt. Always refer to the Docli¥eR@@ information Management System for tHe Controlled Copy and Storage)
Process Summary
Log Sheet
Records Timely action on requests 80% | (Total no. of request for Monthly Records QME, Records
Management for documents/ records, documents/records acted upon, Officer Management
(request same day upon receipt. same day upon receipt / Total No. (Borrowing)
documents/records of requests received) x 100 Process Summary
and borrowing) Log Sheet
Disposal of records | Timely request for NAP <5 - Date received of SILG/ Monthly Records QME, NAP form
authority to dispose workin | Authorized Representative on Officer request for
record 5 working days gdays | approved Authority to Dispose authority to
upon receipt of SILG/ dispose
Authorized - Date of Request (NAP)
Representative on
Authority to Dispose
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OBJECTIVE (QO) T——
Key Performance Indicators (KPI) Applicable
Documents (e.g.
Frequency of | Responsible Tracker,
Function - Indicator/Formula Monitoring for Monitoring Log
Objective Target (if applicable) Results Monitoring | Sheet, Summary
Log Sheet, Report,
Memo, etc.)
Timely preparation of < b - Certificate of disposal - | <5working Records QME, Certificate of
certificate of disposal workin | Indicating the records series, | days upon Officer Disposal
within 5 working days gdays | date official receipt/number/ | preparation of
upon actual conduct of amount/ Date of conduct and | certificate of
disposal place of disposal, volume of | disposal
records disposed and signatures
of witnesses
- Date of Certificate of Disposal
vRateof Actual Disposal
80% of accomplished | 80% | (Total number of responses with Monthly Process CSS Data Sheet
Client Satisfaction Survey rating of “Agree” or “Strongly Owners
have a rating of "Agree” Agree” in all Service Quality Client Satisfaction
or “Strongly Agree” in all Dimensions (SQDs) / Total Report
Service Quality Number of responses received) x
Dimensions (SQDs). 100

Prepared By

(sgd.)

MIABELLA V. NANON

Reviewed By

_ (sgd.)

LNORA A. VELASCO

Approved By

(sgd.)

ASEC. ESTER A. ALDANA, CESO 11

Process Owner/Next Higher Supervisor

Bu;eau/Service Deputy Quality
Management Representative

Overall Deputy Quality
Management Representative
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EVALUATION (QME)

ADMINISTRATIVE SERVICE - GENERAL SERVICES DIVISION /
REGIONAL OFFICE - FINANCE AND ADMINISTRATIVE DIVISION

QUALITY PROCEDURE RECORDS MANAGEMENT

1. 80% of received Documents acted upon within 1 working day upon receipt.

2. 80% of received requests for documents/records acted upon, same day upon receipt.

3. Timely request for NAP authority to dispose records within five (5) working days upon receipt of SILG/Authorized
OBJECTIVE STATEMENT representative’s approved authority to dispose.

OFFICE

4, Timely preparation of Certificate of Disposal within five (5) working days upon actual conduct of disposal. g s '
5. 80% of accomplished Client Satisfaction Survey have a rating of “Agree” or “Strongly Agree” in all Service Quality Dimensions
(5QDs).
CURRENT PERIOD
INDICATORS Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec | Total
Objective 1: 80% of received Documents acted uEBﬁ : &m%%?@ﬁ 8%‘@%‘@% gifieOED i”d’%PB'NTEE' -
Atwaystratorto-tha Doctmented-bftonrntiop-Management-Systemtorthecontoteq oty

A | Total no. of documents acted upon within 1 day
upon receipt

B | Total No. of Documents received.
C | Formula: (ﬂ)x 100 Target Result: 80%
B

D | Gap Analysis: In case the objective is not met, put
your analysis why it is not met

Objective 2: 80% of received requests for documents/records acted upon, same day upon receipt.

A | Total no. of request for documents/records
acted upon same day upon receipt

B | Total No. of requests received.
C | Formula: (ﬁ)x 100 Target Result: 80%
B

D | Gap Analysis: In case the objective is not met, put
your analysis why it is not met
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) \ DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT Document Code
') QUALITY MONITORING AND
/ EVALUATION (QME) T

INDICATORS Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec | Total

Objective 3: Timely request for NAP authority to dispose records within five (5) working days upon receipt of SILG/Authorized representative’s approved
authority to dispose.

A | Date received of SILG/Authorized representative
on Authority to Dispose Records

B | Date of Request (NAP)

C | No. of days elapsed Target result =< 5 WD

D | Gap Analysis: In case the objective is not met, put
your analysis why it is not met

Objective 4: Timely preparation of Certificate of Disposal within five (5) working days upon actual conduct of disposal.

A | Date of Certificate of Disposal

UNCONTROLLED When DOWNLOADED and/or PRINTED

Thic dheoiimant |
T TP eTTe T

Date of Actual Disposal Always refer to the Doc{imented Information Management System for the Controlled Copy

B
C | No. of days elapsed Target result =<5 WD
D

Gap Analysis: In case the objective is not met, put
your analysis why it is not met

Objective 5: 80% of accomplished Client Satisfaction Survey have a rating of “Agree” or “Strongly Agree” in all Service Quality Dimensions (SQDs).

A | Total number of responses with rating of “Agree”
or ‘Strongly Agree” in all Service Quality
Dimensions (SQDs)

B | Total number of responses received

C | Formula: (g)x 100 Target Result : 80%

D | Gap Analysis: In case the objective is not met, put
your analysis why it is not met
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Prepared By

Reviewed By

Noted By

Process Owner

Division Chief/Regional Deputy QMR

Bureau/Service Deputy QMR/
Regional QMR

Prepared By

Reviewed By

Approved By

[sgd (sgd.) (sgd.) e
MIA AV. NANON _/ELNORA A. VELASCO ASEC. ESTER A. ALDANA, CESO II

. > Bufeau/Service Deputy Quality Overall Deputy Quality
FTucres Ouner/Nunt Higher Supervisoe Management Representative Management Representative
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This document is UNCONTROLLED when DOWNLOADED and/or PRINTED.

Always refer to the Documented Infqrmation Managemgnt System for the Controlleq Copy

Listed & Verified by:

Receiving Clerk

(sgd.) (sgd.) (sgd.) N

EDGAR DR. PANTOJA /ELNORA A. VELASCQ,, ATTY(JENA J|JAVAREZ
Process Owner Division Chief AS Deputy QMR
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. FM.QP-DILG-AS-RO-15:03 / Rev00 / 06,1521 FM-QP-DILG-AS-RO-1503 / Rev00 / 06.15.21

TO/FOR: TO/FOR:

SUBJECT: SUBJECT:

This document is UNCONTROLLED
—frinrays-refer-to-tie-Documemnted mformatio

Received by:
Printed Name & Signature

Date !

vhen
Man|

DOWNLOADED and/or PRINTED.
agement System for the Controlled Copy

Received by:

Printed Name & Signature
Date

\ DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

RECEIVING SLIP (EXTERNAL)
FM-QP-DILG-AS-RO-15-03 / Rev00 / 061521

TO/FOR:
SUBJECT:

Received by:

Printed Name & Signature
Date {

o)\ DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

RECEIVING SLIP (EXTERNAL)
EM-QP-DILG-AS-RO-15-03 / Rev00 / 06.15.21

TO/FOR:
SUBJECT:

Received by:

Printed Name & Signature

Date H

Enm(gggh)m@

Process Owner

(sgd.)

_/ELNORA A. VELASCO

Division Chief

(sgd.)
ATTY, JENA J| JAVAREZ

AS\)@WQMR




A *\ DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
DISTRIBUTION LIST INTERNAL

Rev. No. Eff. Date

06.15.21

DILG-AS-RO-15-04

Page

TRANSMITTAL OF INCOMING COMMUNICATIONS

(Date)
DOCUMENT NUMBERS ROUTED TO RECEIVED BY, DATE &TIME
Thic Aaciiman +ic LINGOOMTROLLED o DOWVWAL DO ARED anedlar DDIMTEDND
TS UUCUTITCTIT TS UINGUINTNIVLLL LU WIHCTT DVUVVINLPYY ALVLL Aliuivr TNV T

Always refer to the Documen

T -4
ed Information Management|System

(sgd.)

EDGARDR.PANTOJA

(sgd.)

Division Chief

AS Deputy dMR

ATTY. ENATIIAVAREZ




Document Code

' 5\ DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
TRANSMITTAL OF REGISTERED MAIL Rev.No.  Ef.Date  Page

06.15.21

NO. REG. NO. ADDRESSEE ADDRESS WEIGHT | AMOUNT
This document is UNCONTROLLED when DOWNLOADED and/or PRINTED.
Always refer to the Documented Information Management System for the Controlled Cppy

(sgd.) (s9d.) (s9d.)
EDGAR DR. PANTOJA _ELNORA A. VELASCQ,, / ATTY. fEN]/{JAVAREZ
Process Owner Division Chief 3 AS I;E;ut}r R




"%\ DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

TRANSMITTAL OF ORDINARY MAIL

FM-QP-DILG-AS-RO-15-06

Rev. No. Eff. Date Page
06.15.21

Always refer to the Documented |

nformation Management System for the Contyrolled Copy

| SOURCE WEIGHT
prrim ADDRESSEE ADDRESS GRAMS | AMOUNT
- _This document is UNCONTROI | ED when DOWNI OADED andior PRINTED.

(sgd.)

EDGARTDR. PANTOJA

(sgd.)

Prepared by:

(Position Title)

(sgd.)
ATTY. JENA | JAVAREZ

Process Owner

FINORA A. VELASCO
¥ g

Division Chief

AS Deputy QMR




Document Cod

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
TRANSMITTAL OF EXPRESS MAIL SERVICE TRENG. | HEDwe Vi

06.15.21

Page

SOURCE WEIGHT
BAR CODE OFFICE NAME ADDRESS GRAMS AMOUNT

THis document is UNCONTROLLED when DOWNLOADED and/or PRINTED.

Abwaysrefer-to-the-Documented-Information Management System for the Contralled dopy

L =

Prepared by:

(Position Title)

d. sga.
ED?AI(%% PﬁNTO]A gmmgag. vzms_c_o ATTY. m%qp{rm_ﬁg B

Process Owner Division Chief AS Deputy QMR




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT HM_QP_DILG_ ASRO.TE8

REQUEST FORM e [ oo [ e

00 06.15.21 1of1l
Control No.:
A. Requesting Party: Date :
Name of Office: Contact No.:
Address: Email Address:
B. Information/Documents/Records requested: Specific Purpose/s:
C. To be filled up by Processor: Action Taken:
No. of documents/records requested: [ ] Faxed [ ] Emailed
Request acted by: [ ] certified Copy [ ] Certification
Signature over Printed Name of Action Officer
No. of Copies: |:| Photocopy

[:l Printout

Total No. of Pages:

Status of Document:
[ ] Available Recbid document is UNCONTROLLED when DOWNERﬁ oved\ TED. [ | pisapproved
Always refer to the Documented Information Management System for the Controlled Copy

[ ] No Record Maintained by RS

Chief, Records Section/Designated Authority
[ ] Already Disposed

Date

D. Release of Request:

Document/Records received by/released to:

Printed Name and Signature of Requesting Party

ID presented: Date:

| PreparedBy [l ReviewedBy ______________J ApproveddBy _____________]

sqd. ’ sgd.
EDG&R(B‘Rg. PA&'TO]A &ginongs g gé)nﬁsc%, ATTY.JENA |/ JAVAREZ

Process Owmer Division Chief ASDeputy OMR




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT cument Code

: Dll_ﬁ TRANSMITTAL OF COMMUNICATIONS M“’ D'RO 15 09
fi L\ . ale age
MAILED THRU PRIVATE COURIERS 06.15.21__ ;

NO. COURIER DATE OF MAILING MAILED TO TRACKING NUMBER

This document is UNCONTROLLED when-DOWNLOADEB-andior PRINTED |
Always refer tp the Documented Information Management System for the Controlled Copy

Listed and Verified by:

(Position Title)

(sgd.)

EDGAR DR/ PANTOJA
Process Owner ¢ Division Chief AS Deputy QMR

(sgd.)

FLNORA A. VELASCO




.\ DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT F_FM_QP_DILG_ AS-RO-15-10

FILE CONTROL SLIP Revwo | Bivwe | P

00 06.15.21 lofl

Control No.: Date:

To be accomplished by the Requisitioner
NAME
OFFICE
TYPE OF DOCUMENT/RECORD BORROWED
NO. OF PAGES DOCUMENT/RECORD
SUBJECT

PURPOSE

Noted by:

Head of Office of Requesting Party

BORROWING DETAILS  This document is UNCONTROLLED when DOWNLOADED andj/or PRINTED.
Always refer to the Documented Information Management Sﬁstem for the Controlled Copy
ATE/TIME :

RELEASED BY :
Name/Signature of Records Personnel

RECEIVED BY : DATE/TIME :
Name/Signature of Requesting Party

APPROVED BY : DATE/TIME :

Name/Singature of Records Chief
RETURNING DETAILS

RETURNED BY : DATE/TIME :
Name/Signature of Requesting Party

RECEIVED BY : DATE/TIME :

Name/Signature of Records Personnel

NOTE: Borrowed documents/records shall be returned to the Records Section within 48 hours. Any loss of page/s of
the document borrowed and/or failure to return the same within the prescribed period shall be penalized under
Rule 68, Article 124 of the IRR of RA 9470.

[Preparcasy [ Reviewean, N Aporoveddsy
(sgd.) (sgd.)

sgd.
EDG}\R PR. PANTOJA ELNORA A. VEIASCOz, ATTY(]E&A J. ]de)lREZ
/4 7 i e S

Process Owner Division Chief AS Deputy QMR




| FM-QP-DILG-AS-RO-15-11A |

Rev. No, Eif. Date Page

00 06.15.21 1of1
QUALITY OBJECTIVE: 1.80% of received Documents are acted upon within 1 working day upon receipt.
FREQUENCY OF MONITORING: Monthly
CURRENT PERIOD:
«x¢EID = For Internal Distribution; FED = For External Distribution; C = Confidential; FS = For Storage
TYPE ACTION TAKEN RESULTS
DATE DATE DATE NO. OF REMARKS
NO. DATE MET UNMET NOTES
RECEIVED FID FED FS C RETURNED DISTRIBUTED/ STORED/ DAYS (< 1 working day) |(> 1 working day) (indicate the reason

RELEASED FILED ELAPSED iftarget is unmet)

This document {s UNCONTROLLED when DOWNLOADED hnd/or PRINTED.

ATyays refer to the Documented Information Management System{for the Contrplled Copy

TOTAL

RESULT %

__

Process Owner Division Chief

| Pretiafed By, St tuon i kiisiked wa st e M_ f Anpnad B Sl PrEt A 2 S
(s9d.) (s9d.) (s9d.)

EDGAR DR. PANTOJA /ELNORA A. VELASCOg/ ATTY.JENA J.JAVAREZ
7 NN N

Process Owner Division Chief AS Deputy QMR




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT FM-QP-DILG-AS-RO-15-11B &

| RECORDS MANAGEMENT PROCESS SUMMARY LOGSHEET e ———
01 08.16.21 1of1
QUALITY OBJECTIVE: 2. 80% of received requests for documents/records acted upon, same day upon receipt, If borrowed returned to Records Section within 2 working days.
FREQUENCY OF MONITORING: Monthly
CURRENT PERIOD:
***AR = Available Record: NRM = No Record Maintained; AD = Already Disposed; €O = Charged-Out; C = Confidential
PARTICULARS STATUS, DISPOSITION, AND ACTION TAKEN RESULTS
DATE DATE DATE
NO. ACTION OFFICER NOTES
FAPIAC SR ""’OWW’I;I it | nam| ap | co | ¢ |cERTFicaTE/ | RECORD/ | RECORD/ |MET (ume| uNmET | HEMERES
NO. RECEIVED RECBDDCRDS“REQ“ENUIBSFSED CLEARANCE DOCUMENT DOCUMENT day) (other day} if target is unmet)
ISSUED RELEASED | RETURNED i

THis documentlis UNCONTROLLED when DOWNUOADED and/odPRINTED

Always rdfer to fhe Dogumented Informatipn Managemeng System for thg Controlled Cqpy

TOTAL

RESULT %

Process Owner Division Chief

sgd
?%An(fsg gﬂz’rom ’/ I-':LNOI(:\SQ \(!1152&563' g/ AW({%Q%]%;REZ

Process Owner Division Chief AS Deputy QMR




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
TRANSMITTAL OF NON-CURRENT

RECORDS FOR DISPOSAL

ANNEX A

Document Codt

FM-QP-DILG-AS-RO-15-12
Rev. No. EIl. Date
06.15.21

Page

ITEM NO. | VOLUME/BUNDLES RECORDS SERIES INCLUSIVE DATES RETENTION PERIOD
Fhis-doctmentiis UNCONTRO-EB-when BOWNECADED-andfor PRINTED—]
Always refer to the Do¢umented Information Management System for the Controlled [Copy
Prepared by:

(Signature Over Printed Name)
Record Custodian

Office:

Date :

Received by:

Records Section Personnel

Date :

Noted by:

(Signature Over Printed Name)

Head of Office

Position:

Date

(sgd.)

~ EDGAR DR. PANTOJA

(sgd.)

Process Owner

BLNORA A. VELASCO

(sgd.)

ATYF. NN Jyat

Division Chief

AS Deputy QMR




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT Document Code

CERTIFICATE OF CLEARANCETO FM-QP-DILG-AS-RO-15-13
Rev. No. Eff. Date Page
RELEASE DOCUMENT 06.15.21

To the Chief Records Section:

THIS IS TO CERTIFY that the following document/s

RE:

Has been cleared for release by this office to Mr. / Ms.

Issued this day of

This document is UNCONTROLLED when DOWNLOADED and/or PRINTED.

Always refer to the Documented Information Management System for the Controlled

C
Head, (LLLS / Office)

(sqd.) sgd. B
ED{‘.AR%% PANTOJA /E'EN’ORS{!"E V‘E‘f)ﬁc% An'vﬁﬁ(:ﬁg ]dj,/] VAREZ

[ Process Owner Division Chief AS Deputy QMR




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT Document Code

CONFIDENTIALITY AND FM-QP-DILG-AS-RO-15-14
Rev. No. Eff. Date Page
NON-DISCLOSURE STATEMENT (CNS) 06.15.21

Date

To

Subject

Document/records borrowed: 1)

Purpose

This document is UNCONTROLLED when DOWNLOADED and/or PRINTED.
Date to returntheyabudweo the Documented Information Management System for the Controlled Copy

Confidentiality and non-disclosure statement:

I hereby declare that I will uphold the confidentiality of information relevant to the above
documents/records that I borrowed from and entrusted to me by DILG Central Records Section and ensure
that such confidential information are precluded from getting disclosed to any party outside of my specific
assigned function at the DILG Central Office.

Signature above Name of Borrower

Noted by:

Signature above Name of Issuing RS Staff

E;)GAR( ig.clf;ﬁ)m'rom (s9d.) (sgd.)

ELNORA A. VELASCO_, ATTY/JENA | JAVAREZ
[ Vadd
Process Owner Division Chief ASDeputy QMR




FM-QP-DILG-AS-RO-15-15

; \ DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REQUEST FOR MESSENGERIAL SERVICE

00 06.15.21 1of1

To
Thru
REQUEST FOR MESSENGERIAL SERVICE
[:l Deliver I:l Pick-up
Date - Time
Addresee
Office

Office Address :

Particulars

This document is UNCONTROLLED when DOVIR@qpastesddayior PRINTED.
Always refer to the Documented Information Management System for the Controlled Copy

Head of Office

Received by: Date/Time:

(Name & Signature of Records Personnel)

Recommending Approval: l:l Approved

|:| Disapproved due to

Chief, Records Section/ Head of Office
Designated Authority

Note: Please submit this request form to Records Section, one (1) day before the scheduled date of delivery or pick-up of document.

___

(sgd.) . S g
EDGAR'DR. PANTOJA //‘ELNDR(E gc\{I:‘)l:ASCO ATTY. SN d) AREZ

Process Owner Division Chief AS Deputy QMR




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT | FM-QP-DILG-AS-RO-15-16 \

INVENTORY OF RECORDS Rev.No. | Ef.Date | _Page

00 06.15.21 1of1

To be accomplished in three (3) copies

BUREAU/SERVICE/OFFICE: PERSONNEL IN-CHARGE OF FILES:

DEPARTMENT OF THE INTERIOR AND LOCAL
GOVERNMENT (DILG)
DIVISION/SECTION: DATE PREPARED:
INVENTORY OF RECORDS
PERIOD COVERED VOLUME LOCATION RETENTION
ITEMNO. RECORDS SERIES (Month, Year) (cublc meter/ pleces/boxes) (Cabinet No./Storage) (Temporary/Permanent)
This document is UNCONTROLLED wihen DOWNLOADED and/or PRINTED.
Always rdfer to the Documented Information Management System for the Contrgjled Copy
Prepared by: Acknowledged by:
Outgoing Officer/Employee Incoming Officer/Employee
Date of Receipt:
Attested by:
Immediate Supervisor

Frepared By 20 B Rt B e e sl I e B U A e T i
(sgd.) (sgd.) (sgd.)

EDGAR BR. PANTOJA ELNORA A. VELASCO ATTYLJENA JAJAVAREZ
1 7 Naad NG
Process Owner Division Chief AS Deputy QMR




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
OFFICIAL RECEIPT FOR CLASSIFIED MATTER

OFFICIAL RECEIPT FOR CLASSIFIED MATTER

From : Control No.

To : No. of Copies : of

1 acknowledge to have received on this  / day of V4
at (hour) the following classified documents:

Brief Descripti Classificati

This document is UNCONTROLLED when DOWNLOADED and/or PRINTED.
Remarksiways refer to the Documented Information Management System for the Controlled Copy

v
(Printed Name & Signature)
v
(Designation)
v
(Office)

— | ReviewedBy | AvproveddBy .
(sgd.) (sgd.) (s9d.)

EDGAR KR. PANTOJA /ELNORA A. VELASCO ATTY(JENA || JAVAREZ

Process Owner Division Chief AS Deputy QMR




Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

(Region/Address)
(Website)

PHYSICAL DOCUMENTS REQUEST FORM

Instruction: This form shall be accomplished when requesting for the physical copy of incoming
communications routed through the Document Management System (DMS).

To be ﬁlled-_out by the requesting party:

Document Number

Purpose

Requested by:

Printed Name & Signature of Requesting Party
Office:
Date:

To be ﬁ“e‘l-o%llgggglemen I?Mﬂgh ED when DOWNI OADED and/or PRINTED

Always refer to the Documented Information Management System for the Controlled Copy

Status of Document | [ ] Available
[ ] Notavailable:
[ ] Physical document already routed to
[ ] Physical document already disposed on
Action Officer

Printed Name & Signature of Action Officer
Date:

[ ] Approved/
[ ] Disapproved

L

Printed Name & Signature of Records Section Chief/Designated Authority
Date:

Prepared By

(sgd.)

EDGARDR. PANTOJA

FM-QP-DILG-AS-RO-15-18 / Rev00 / Eff. Date: 06.15.21

(sgd.) (sqd.)

FLNORA A. VELASCO ATTY. JANA J. JAVAREZ

Process Owner

Bureau/Ser{ic€ Deputy Quality

Division Chief Management Representative




Repui:llic of the Philippines W
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT FM-QP-DILG-AS-RO-15-19

(REGION /PROVINCE/CITY/MUNICIPALITY) | Rev.No. | EIf.Date P
RECORDS MANAGEMENT MONITORING LOG SHEET (for RO/PO/HUCO) % [ ostezt 1 1o

QUALITY OBJECTIVE NO. 1: 80% of received Documents acted upon within one (1) working day upon receipt.
FREQUENCY OF Monthly
CURRENT PERIOD:
Legend: _: N/A -= Confidential
DMS REFERENCE s s UNMET

NUMBER/ MODE OF RECEIPT MODE ROUTED MET
NO. COURIER TRACKING SUBJECT SOURCE DATE (oms/ rTs/ EMaiL;| DATE FOR FOR (DMS/ RTS/ EMAIL/ | (<1 working day) (>1 working Remarks

NUMBER RECEIVED |  COUREER/ | ROUTED | INTERNAL | EXTERNAL | _COURIER/ nacd

HANDCARRY) HANDCARRY)

This|document ISJUNCONTROLLED when DOWNLOADED dnd/or PRINTEP.

Always refey 10 the Documented Informatipn Management System jor the Lontrofled Lopy

TOTAL

Lhremrsaie_ SUtli o LI Rtk ot Sl A e

Process Owner Division Chief

T TADS SR OU S GRS 57T AR DR ST I R _
sgd.) (sgd.) (sgd.)

EDgA . PANTOJA %NORA A. VELASC%[ ATTY JENAT JAVAREZ
r A p

ASHeputy QMR

Process Owner Division Chief




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

MASTER LIST OF MAINTAINED |FM-SP-DILG-01A-02

INTERNAL DOCUMENTED INFORMATION Tevo | oow [P
Name of Bureau/Service/Office/Procedure: AS-GSD, ROs, POs, FOs
REVISION
DOCUMENT CODE DOCUMENT TITLE
00 01 02 03 04 05
Records Management
QP-DILG-AS-RO-15 Records Management Quality Procedure 06.15.21 08.16.21 03.01.23
QO-QP-DILG-AS-RO-15 Records Management Quality Objectives 06.15.21 03.01.23

QME-QP-DILG-AS-RO-15 Records Management Quality Monitoring and Evaluation 06.15.21 03.01.23
FM-QP-DILG-AS-RO-15-01 Mom.tormg Form of Re.cewed Communications from 06.15.21

Couriers/Personal Delivery

Monitoring Form of Received Communications (within the
FM-QP-DILG-AS-R0-15-02 Department only) (DELETED) 06.15.21

ThisdoTument 15 UNCONTROLLED when DOWNLOADED andJor PRINTED.

FM-QP-DILG-AS-RO-15-03 Receiving Slip (Exeyaaller to the Documented Information Managemen Sysgﬁl%érgl}e Cotjtrolled Copy
FM-QP-DILG-AS-RO-15-04 Distribution List Internal 06.15.21
FM-QP-DILG-AS-R0O-15-05 Transmittal of Registered Mail 06.15.21
FM-QP-DILG-AS-R0-15-06 Transmittal of Ordinary Mail 06.15.21
FM-QP-DILG-AS-R0-15-07 Transmittal of Express Mail Service 06.15.21
FM-QP-DILG-AS-R0-15-08 Request Form 06.15.21
FM-QP-DILG-AS-R0-15-09 Transmittal of Communications Mailed thru Private Couriers 06.15.21
FM-QP-DILG-AS-R0O-15-10 File Control Slip 06.15.21
FM-QP-DILG-AS-R0O-15-11A 06.15.21

Records Management Process Summary Log Sheet
FM-QP-DILG-AS-R0-15-11B 06.15.21 08.16.21
FM-QP-DILG-AS-R0O-15-12 Transmittal of Non-Current Records for Disposal 06.15.21
FM-QP-DILG-AS-RO-15-13 Certificate of Clearance to Release Document 06.15.21




REVISION

DOCUMENT CODE DOCUMENT TITLE
00 01 02 03 04 05
FM-QP-DILG-AS-RO-15-14 Confidentiality and Non-Disclosure Statement (CNS) 06.15.21
FM-QP-DILG-AS-R0O-15-15 Request for Messengerial Service 06.15.21
FM-QP-DILG-AS-R0-15-16 Inventory of Records 06.15.21
FM-QP-DILG-AS-R0-15-17 Official Receipt for Classified Matter 06.15.21
FM-QP-DILG-AS-R0-15-18 Physical Documents Request Form 06.15.21
FM-QP-DILG-AS-R0O-15-19 Records Management Monitoring Log Sheet(for RO/PO/HUC) 08.16.21
FM-SP-DILG-07-02 Client Satisfaction Survey Form (DELETED) 06.15.21
FM-SP-DILG-07-03 CSS Summary Log Sheet (DELETED) 06.15.21
FM-SP-DILG-07-04 CSS Monitoring Log Sheet (DELETED) 06.15.21
FM-SP-DILG-07-07A Client Satisfaction Survey (On-site) (English Version) 02.01.23 01.01.24
FM-SP-DILG-07-07B Client Satisfaction Survey (On-site) (Filipino Version) 02.01.23 01.01.24
FM-SP-DILG-07-08A Client Satisfaction Surgey (_Op}jne) (§ng}llsh [Y%ﬁ‘ipngn - 1 “Q%EHJZB ol i“_()‘1.01.2'4
FM-SP-DILG-07-08B Client Satisfactinmng;;ée;(éﬁlji-l;e::);t;i’ili;miln;;ﬂeftsinu]v 1 Managemerft Sys02u0bi28e Coptradedd @y
FM-SP-DILG-07-09 CSS Data Sheet 02.01.23 01.01.24
FM-SP-DILG-07-10 Client Satisfaction Report 02.01.23 01.01.24

(sgd.)

ROMAR'B. PANGANIBAN

ASEC. ESTER A. ALDANA, CESO 11

SR AR GRS e

(sgd.)

Central Document Controller

Overall Deputy QMR




s\ DEPARTMEN H ERIOR AND LOCAL GOVERNMENT
»\ DEPARTMENT OF THE INTERIOR LOCAL GOVERN DD COLE 02

MASTER LIST OF EXTERNAL DOCUMENTED INFORMATION Rev.No. | EiDate | Page

00 06.15.21 lofl

Name of Bureau/Service/Office /Procedure: AS-GSD, ROs, POs, Fos

DOCUMENT CODE DOCUMENT TITLE REVISION/EDITION

QP-DILG-AS-RO-15 (Records Management)
NAP Form No. 1- Inventory and Appraisal

NAP Form No. 2 - Records Disposition 2008
Schedule

NAP Form No. 3 - Request for Authority to 2012
Dispose of Records

NAP National lm’ﬁm‘}\ﬁ%ﬁ@&m@m@nmnm Lt 12012
NAP Circulgaia.dth B the hooumoiot iormalon Hormrement-Svetemfortheom o

NAP Form No. 5 - Authority to Dispose of | RGeSy SteTT TOT e LOTTOIER 0P
Records

NAP Form No. 6 - Certificate of Disposal of
Records

_ A W TR AR AT
(sgd.) (sgd.)

ROMAR’B. PANGANIBAN ASEC. ESTER A. ALDANA, CESO II

Central Document Controller Overall Deputy QMR




