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DIVISION MEMORANDUM
No. 253 , 5. 2018

2018 DIVISION ANNUAL INVENTORY OF RECORDS

TO: All SDO Personnel

1. Pursuant to the implementation of the Republic Act No. 9470, otherwise known as The
National Archives Act of 2007 and relative to DepEd Memorandum No. 133, s. 2016
entitled Mational Inventory of Public Records, an inventory of all records must be done in
order to:

d.

b.

C.

d.
.

establish access registry and to identify accountable or responsible employees for
records management:

examine and identify the records of all government agencies in order to have a
systematic and easy tracking;

help in classifying and preserving records which are of permanent and endunng
value;

preparation for the effects of disaster and digitized records inventory; and
implement an approved Records Disposition Schedule (RDS3)

2. All unite / divisions within this Office must undertake inventory of all documents / records
using the form in Enclosure No. 1 which can be downloaded from the Division website -
www . depedesidm.webs.com. to be submilted to the Division Records Section on

December 20, 2018.

3. Forimmediate dissemination and strict compliance.

GERMELINA H. PASCUAL, CESOV
Schoolg/Division Superintendent

website: www.depedesidm.weebly.com * e-mail; sanjosedeimonts.city@deped.gov.ph * telefax: (044) 815-2815
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NATIONAL ARCHIVES OF THE PHILIPPINES

Parnbansang Sinupan ng Filipinas

NATIONAL RECORDS INVENTORY
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9. RECORDS SERIES TITLE AND 10, PERIGD COVEREDY
DESCRIPTION IMCLUSIVE DATES

11 VOLUME

12. RECORDS MEDIUM

13. RESTRICTION/S

14, LOCATION
OFf RECORDS

15. TIME
VALUE

16. RETENTION
FERIOD

17. REMARKS
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9, RECORDS SERIES TITLE AND 10, FERIOD COVERED! 12. RECORDS 14. LOCATION 15. TIME | 16. RETENTION
DESCRIPTION iNcLusive DaTES | YO'UME|epiom | 13RESTRICTION!S OF RECORDS g e 17. REMARKS
TO BE ACCOMPLISHED BY THE CONCERNED GOVERMNMENT AGENCY
PREPARED BY: APPROVED BY:
Name and Position Chief of the Department/Division
a TO BE ACCOMPLISHED BY THE NATIONAL ARCHIVE S OF THE PHILIPPINES -
EVALUATED BY: NOTED BY:

Name and Position

RMSD Chief
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PROCEDURAL/INSTREUCTIONAL GUIDE:

{1y NAME OF OFFICE
The office where the inventory iz being undertakan.

2} DEPARTMENT/DIVISION
The departmeantdivision of the office.

{3} SECTION'UNIT
The administretve or operating sectioriunit of the office.

{41 TELEPHOMNE NUMBER & (5) EMAIL ADDRESS
The contect number of the personlemployee in charge of files. Email addrass rmust be the official electronic mail of the offica.

i§) ADDRESE
Indicate the specific address of the office such as floor rumber, budding, street, city/'municipality and provines,

71 PERSOMN IN CHARGE OF FILES
The person/emnployee having control or custody of the records/fles/documents.

i5) DATE PREPARED
The date whan the inventory of records hed been accomplished.

{9} RECORDS SERIES TITLE ANDO DESCRIPTICN
The entry of record seres e shall be properdy filled out. If the record is a substartive record or & recond with archival value or one which could not be found in the General Reconds Disposition
Sehedule (GROS). 8 brief descnpticn or definition of the records shali be noted in the remark column, (2.4, for substartive record: Batch Control Sheets — are lists of taxpayers). Include: other reconds
that may not ba in the records series enumerated above.,

(10) PERIOD COVERED! INCLUSIVE DATES
Indicaie tha period covensd by the record series from the sarliest to the latest wear whan the records are crested’'neceived by the government agency. (&g 1990 - 2011). Mote gaps

(111 VOLUME
Tha mass of the records should be somputad snd expressed in cubic meters. The formula for volume in cublc maters: Volume = length x width x height {in meters). In case the bulk of the records
could be counted by sacks, box, bundlas or wherever the records are siored, then it should be indicated in the invertory list. (&g 2 cum, = 50 bundles)

{12) RECORDS MECIUM
The medium of the records should be specifiad - whether the records are in paper format, microfil . electrenic. ed/dwd, maps, drawings, computer printout orin any forms. {e g. for Notara! records:
Faper & microfilmm)

{13) RESTRICTION
Recards are to be classified as open acoass of resfricted acoass resords. |f the government office has no guidelines pertaining to the restrictions of its record holdings, all recorcs of that office ane
considened opan sccess. Festricted records shall be classified as confidential. restricted, secret and top secret records. (a9, for 201 Files: Confidentiad)

{(14) LOCATION OF RECORDS
The location of records should be specified with such cesignetions a5 office ares. offsite o in MAF. (eg. Room 917 Vaull 1 Cabinet Za}

(18) TIME VALUE
Recards shall be categorined e= lemporary or permanan! records. Temporary records have & specific retention pericd and may be disposed of. Permanent records may not be disposed of gs these
shoubd be refzined for safekeeping. (e.g. for Vouchers: Temporary, Cheok Register: Permanent)

{18) RETENTION PERICD
if the time value of the reccrds is temporary, the specific retenticn period should be indicated and checked against the GROE, Agency RDS or against any other guidelines pertaining to the disposition
of the specific recon series, When the records' time value is permanent. these will be no limit to its retention period, If the records had no approved retenfion perod. the Records Officer/Cusicdian
shall meke an appropriate proposal to the NAP and epproved by the supervisor about the suggested relention pariod. {e.g. for Vouchers that have spproved retention perioc: 10 years; Batch Control
Sheets that has no approved retention period: Suggested = 10 years)

{(17) REMARKS
State g brief dascription’explanationhistory of the raccrds series § net found in the Agency RDE/GROS,
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