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Republic of the Pnlippines

Department of Education

'SCHOOLS DIVISION OF PAMPANGA

January 27, 2026

DIVISION MEMORANDUM
No. 056 , s. 20206

INVENTORY OF PUBLIC RECORDS
(covering the period January 1, 2025, to December 31, 2025)

To: Assistant Schools Division Superintendent
Division Chiefs
Functional Unit Heads
Education Program Supervisors
Public Schools District Supervisors
Public Elementary and Secondary School Heads
Public School Administrative Officers Il / Registrars
School-based Non-Teaching Personnel
All Others Concerned

1. Pursuant to Regional Memorandum No. 014, s. 2025, titled “Inventory of Public
Records,” all public elementary and secondary schools, including Senior High Schools,
are hereby directed to conduct and submit an Inventory of Public Records covering
the period January 1, 2025, to December 31, 2025.

5 The conduct of the inventory aims to:
a. Establish a public access registry and identify DepEd personnel accountable for
records management;
b. Examine, identify, and consolidate the list of all SDO and school records to
ensure an effective records tracking system.
c. Assist in the proper classification and preservation of records with permanent
and enduring value;

d. Mitigate the effects of disasters through preparedness and digitization of records;
and

e. Guide offices and schools in planning retention periods and in implementing an
enhanced Records Disposition Schedule (RDS).

3. Hence, all concerned offices and schools shall conduct a physical inventory of
records and accomplish the prescribed NAP Inventory Form (Enclosure No. 2). The
accomplished report shall be submitted through hardcopy at the Records Unit and
online, via this link: https://tinyurl.com /IOPR-2025.
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4. All concerned offices and schools shall submit the accomplished Inventory
of Public Records on or before February 27, 2026. Submissions beyond the said date
shall be subject to existing rules and regulations.

S. The following guidelines shall be observed in the submission of reports:

a. The School Administrative Officer /Registrar/Designated School Records Officer/
Custodian shall undertake the inventory of all documents and records held by
the school.

b. The same officer shall ensure the completeness and accuracy of the inventory
and submit the accomplished report through hardcopy to the records unit and
to the provided link.

c. A scanned copy of Enclosure No. 2 (NAP Form 1), duly signed by the School
Administrative Officer/Designated School Records Officer/Custodian and
approved by the Schocl Head, shall be uploaded in the same link.

d. All inventory of records gathered from each school shall be compiled, reviewed,
and consolidated per District or per approved school cluster by the designated
School Records Officer/Custodian. Only the consolidated inventory, duly signed
by the School Records Officer/Custodian and approved by the School Head, shall
be submitted in hard copy to the Records Unit. Individual or uncollated
submissions shall not be accepted.

6. To ensure proper guidance and compliance, the Division, through the Records
Officer, shall provide technical assistance to schools and offices as necessary.

7. Attached to this Memorandum are the updated NAP General Records
Disposition Schedule (RDS), volume of records guide, and a sampie accomplished
NAP Form 1, which shall serve as references in completing the inventory. Records not

listed in the RDS may still be included as additional record series for proper
documentation.

8. For information, wide dissemination, and 100% compliance.
TSI
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PTTARE AR ROMEO M. ALIP, PhD, CESO V
[ Schools Division Superint nt
Ib JAN 27 2026

Encl.: As stated
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{Enciosure No. 2)

NAP yand jeal Form 2004
T RARE OF OFFRE: T SRR eI < YL O D
NATIONAL ARCHIVES OF THE PHILIPPINES
Pambansang Sinupan ng Plipinas 3. SACTIONAINIT: 5 EMAL ADORESS.;
9. ADORESS PERBON-NCHARGE OF FILED: ATE PREPARED:
RECORDS WE"TORY AND APPRNSAL ¢. ADDRESS: T. N-CHARQE OF 8. DATE PREPARED:
10, PERIOD 17.TimE | 18. UTILITY
. mnu‘cmm“nmn AND | coverEn: | 11.vouws] 12RECORDS |4, pugmcnoua| 14 LOCK nmnnu 16.FREQUENGY | 44 pupuicanon| vaLse | vaLuE 18, RETENTION PERIOD 20. DISPOSITION PROVISION
INCLUSIVE DATES} (T | AdnWPAJAR  Acive | Storege | Total
¥
LEGEND: .
TIME VALUE: T - Temporay P - Permanent
UTIITY VALLE: Aden - Adminietrative ¥ - Fiscal L - Legel Arc - Archivel
PREPARED BY: ASSISTED BY: APPROVED BY:
- Name and Poattion NAP Records Management Analyst Chief of the Division/Department
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(Enclosure No. 1)

LIST OF DEPED RECORDS OFFICERS/CUSTODIANS

ANNEX “A*

SDO/SCHOOL

NAME

POSITION

Contact Number/Detaits

E-mail Address

Prepared by:

Approved by:




NAP Recards lovedtory and Appralsal Form
2004

e i i s S e e ot
1. NAME OF OFFICE: 2. DEPARTMENT/DIVISION/: 4. TELEPHONE NO.:

NATIONAL ARCHIVES OF THE PHILIPPINES BACOLOR SOUTH DISTRICT -
Pambansang Sinupan ng Pilipinas ELISE BELEN ES-BACOLOR SOUTH DISTRICT  [3TSEcTionUNIT: 5. EMAIL ADDRESS.:
N/A schooler

RECORDS INVENTORY AND APPRAISAL 6. ADDRESS 7. PERSON-IN-CHARGE OF FILES: 8. DATE PREPARED:
BACOLOR, PAMPANGA JUAN A. DELA CRUZ FEBRUARY 4, 2025

N/A

10. PERIOD 17, TIME 18, UTILITY
S RO e = "N® | covereD/ |.voLumel "% RESORDS 14 restricmiows| 1 LOCATION | 15 FREGUENCY |4 pupuicamion| VALUE VALUE PRI G g
INCLUSIVE DATES (T/IP) Admv/F/L/Arc Active Storage Total
Admnlsirative Valie
{ADM) ~ 1ecords of this
[value sernve as
agministrative tools 1o
accemplish the mission of]
the organzation
{Directives and
Issuarces. Office
Methods and Procedures,
Correspoidence,
Raeports).

Archival Value [Arc) -
refers to the histurical ot
research signfficance of
retords o docunen's
which may be desived
- daly, weekly tram tecords such as the
aper torma ¥. Otfice 3 - .
papet lofmat, Ex. O 5 Sroe montily, annually.  [Name of office creation and development
Listing of documents microfitm sheff, Office area - samiannusty within permanent  fotan agency, its policies
see altached DepEd and NAP GRODS for should be based on the |see attached{electornic, cd dvd, jopen access of cabinet, Office area = o (P} or and piocedures that .
: 3DO/Sct y 3 RDS
reference year possesed in the  |template maps, drawings restricted - box, Storage quatedy, bi-waekdy, 18DO/Sdhool temporary  [could be used as basis of refer to RDS refer 1o RDS Jrefer taRDS {refer to RDS
< : ) bi-monthly, every wheare duplicate of | 7
office computed printott Room - shelf by iy rnk ceciord o aluei ket 1] research. (Racords
of In any forms Storage room- box |0 o, OF & el dealing wth agency
needed developmant
ofganzation functions
pokcies, standard
operating piocedures),

Fiscal Value (F) - those
which serve as tools in
discharging the fnanrcial
obligations of the agency
{Payrolie. Vouchers
Official Receipts. Budget
Estimates).

Legal Vatue (L) - those
which state legal
decisions and opinions
efther of 2 permanent or
chaactes

LEGEND:
TIME VALUE T - Temporary P - Permanent
UTILITY VALUE Adm - Administrative F - Fiscal L - Legal Arc - Awchial

PREPARED BY: ASSISTED BY: APPROVED BY:

ED NAME OF TME BCHOOL HEAD

SIOMATURE OVER PRINTED NAME OF ADIVRECGISTRAR/NON-TEACHING PERBONNEL LEAVE THIS BLANK ATURE OVER PRIN

Name and Position NAP Records Management Analyst Chief of the Division/Department
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(Ericlosure No.3)

Pambansang Sinupan ng Pilipinas
RECORDS DISPOSITION SCHEDULE

NATIONAL ARCHIVES OF THE PHILIPPINES di'iﬁii VIE:

Records Management Operations Manual

DEPARTMENT OF EDUCATION

B aoorEss:

Ultra, Pasig City

% REMARKS

Storege Toted

1 ACKNOWLEDGMENT LETTERS /
RECEIPTS

2 ATHLETICS/SPORTS FILES
Afhigies’ Profies

Letters/Endorsements

Results

Souvenir Programs

3 AUTHORITIES TO TRAVEL

Emgloyees
Ofiicials

Teachera/Principsia/Asst. School
Division Superintendents / Division
Superintendants

4 AWARDS AND COMMENDATIONS

] BOARD / COUNCIL FILES
Memaranda

Originai Letiers

Reports

Resolyutions

6 CALAMITY RECORDS

7 CERTIFICATES OF APPEARANCE

8 CERTIFICATIONS

Caerifications, Authentications end
Verifications (CAV)
Certificates of Graduation
Oiplomes
suummmmmmnmwmwn
Special Orders
Employment and Salary
Enroliment

Good Moral Character (issued by the
Superintendonts)

1 yoar

2 ysars

2 yeors
1 year
1 yoar

PERMAN%RT
PERMANENT

To be fMled with appropriate
record saries

1yesar | Afisr gradysted

2 years

2 years
1 year
1 yoar

IMPORTANT: Pursuant 10 Section 18, Asticle iil, RA 941
MWWMMﬂyﬁm&muodduhyaammnl»
cmhﬂuuﬂmhqﬂﬂmm#hﬁtnﬂhﬁﬂm
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NAP Form No. 2

5. ITER NU.

6 RECORD SERIES TITLE AND DESGRIPTION

Active Swrepe Total

8. REMARKS

10

"

12

13

14

15

15

7

18

20

CHARTS
Organizational/Functional
Process Flow

CREATON OF DIVISION AND DISTRICT
OFFIE RECORDS

COMMTTEE FILES
Invstigating
Tax Force

COMMINICATIONS/CORRESPONDENCES
Nin-Routine

outine

DRECTIVES / ISSUANCES
Issued by the Head of Agency

Issued by the Head of Agency
reflscting routinary information

DIRECTORKES OF PERSONNEL /
SCHOOL OFFICIALS
Advisories
Bulletins
Circulars

INQUIRIES / QUERIES
Non-Routine

Routine

LISTS
Monuments/Shrines (National)
Offictals {Local/MNationa)

MANUALS

MEETING FILES (ExeCom/ManCom)
Committee Raports
Minutes of Meetings
Policles
Resolutions

Other Reiated Documents
MESSAGES / SPEECHES

PERMANENT

1 yeor! 1 yoar

PFRMANENT

PERMANENT

2years " | 2years

PERMANENT

2 yogars 2 years

1 yoar 1year

PERMANENT
PERMANENT

PERMANENT

To be filed with appropriate
records series
ARer acted upon

After superseded

After superseded

To be filed with appropriate
records series
After acted upon

Aftor updated

Page 2 of 18 Pages




'
1 NAP Form No. 2

« v

S. ITEM NO.

8. RECORD SERIES TITLE AND DESCRIFTION

21

B

8 N

35

Press Relgases

SEMINAR ! WORKSHOP { CONVENTION
INVITATIONS

SOLICITATIONS
SPECIMEN SIGNATURES
TRAVEL / VISIT FILES

Foreign

Local

Goneral Services

FUEL CONSUMPTION REPORTS
JOB ORDERS

STATEMENTS OF ACCOUNTS/BILLS
(PASS, PLDT, Electric, Water)

TRIP TICKETS
UTILITIES AND SERVICES RECORDS

VEHICLE INSURANCE AND REGISTRATIONS

VEHICLE MAINTENANCE AND OPERATIONS

RECORDS

Procurement Service and
Supply/Property Records

ACKNOWLEDGMENT RECEIPTS OF

PERMANENT

PERMANENT

4 yaar

1 ysar

1 ysar

1 year

PERMANENT

1 year

1 yoar
1 yoar

Syears

1 yoar
1 year
1 year
1 year

1yoar

1 year

1 yoor
1 year

5 years

1 yoar
1 yaar
1 yaar

1 yoar

3 years

1 yoar

dyears

¥ implemented, atharwise,
dispose afler 5 years from
dale of racord

Afler seltied

After renewed

After equipment had been

Pago 3of 16 Pagee
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NAPFomNG.2
vy m "..

& RECORD SERIES TITLE AND DESCRIPTION

7. RETENTION PERIOD

Total

5. REMARKS

37

40

41

43

INVENTORIES AND INSPECTION REPORTS
OF UNSERVICEABLE PROPERTIES

INVENTORIES OF SUPPLIES AND
PROPERTIESFIXTURES

LEDGER CARDS
Equipment
Supplies

PROCUREMENT FILES
Abstracts
Bids / Canvasses
Evaluations of Quotalions
Sid Evaluations
Contracis
invitations to Bid
Minutes of Pre-Bid Conferencs
Modes of Procurement {Resolution)
Natices of Award
Noticas to Proceed
Programs of Work

REPQRTS

Loss

Waste Matarials

inspection and Acceptence
REQUISITION AND ISSUE SLIPS (RIS)

TRANSFERS WITHOUT COST

FINANCE MANAGEMENT

CERTFICATIONS
Last Paymenis
Lost Checks

1 yeor

1 yoar

2 years
§ yoars

5 yaars

1 year

4 yours
1 yoor

P

1 yoar!

1yesr

PE

1 year

1 yoor

1year

Syears

5 years | 10 years

1 year

4 years

1 year

RMANENT
2 yoars
1 your

1year
RMANENT

1 yoar

After property has been

Aftar updated

Aftor equiprment had been disposed

Provided project is completed
and settied

ARer ypdated

Afer property hes been

Page 4 of 18 Pages




1]
NAP Form No. 2
2048 d

5. IVEM NO.

& RECORD SERIES TITLE AND DESCRIPFTION

Jotsl

0. REMARKS

47

49

50

5%

CHECKS
Automated Payroll Deduction Systerm
Expenses
Capitel Outigy
Personal Services
Maintensnce and other Operating
Expenses ( MOOE)

Funds
Provident
Realignment
Trensfer
Trust/Special Purpose

FINANCIAL STATEMENTS
Balance Sheets
Statoments of Operation/income

NOTICES OF CASH ALLOCATIONS
PAYROLLS / PAYROLL SHEETS

REMITTANCES (GSIS, HMDF, PhilHealkh}
Advices
Liste

Loans
Premiums

REPORTS

Financial
Cash Flow
Statements of income and Expenses
Statements of Government Equities

Lists of Due and Demandable Accounts
Payable (LDDAP)

tiquidations

TAXES
AdvalorervDuty

Exemptions
Expanded Value Added Tax
income

Withholding Tax Certificates

VOUCHERS, INCLUDING BILLS,
INVOICES & OTHER SUPPORTING
DOCUMENTS

Disbursements
Joumnais
tiquidations
Petty
Reimbursement Expense Receipts
Traveliing Expenses

Swuy
5 yoars

]

C )

I

17 ] LR B K N

PERMANENT

5 yoars

5 yoars

PLRMANENT

yeary

10 years

3 years
10 years

10 ynars

5 years

3 yoars
10 years

Provided post-audited, finally
settied and not involved in

any case

Provided post-audited, finally
seltied and not invoived
in ahy case

Afer Annual Financial Report
has been published

After supersaded

Provided post-audited, finally
seltisd and not invoived
in any case

Page 3af 18 Pages
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NAP Form No. 2

S ITEX NO.

6. RECORD SERIES TITLE AND DESCRIPTION

Totel

B. REMARKS

58

&7

&

61

62

8

Accounting Records
AUTHORITIES FOR ALLOWANCES
Clothing
Cost of Living Alowance (COLA)

Herdship
Reprasentation and Transportation
Allowance (RATA}

BOOKS OF FINAL ENTRIES
Genesral Ledgers
Joumaig and Analysis of Ladgers
Subsidiary Ledgers

BOOKS OF ORIGINAL ENTRIES

Joumals of Checks issued
Joumnals of Collections and Deposits
Journals of Disburssment by Disbursing
Officers
CONSOLIDATED ANNUAL AUDIT REPORTS
NOTICES OF TRANSFER ALLOCATIONS

QUARTERLY STATEMENTS OF CASH
ADVANCES

TRIAL BALANCES AND OTHER REPORTS
Cumulative Results of Operations-
Unappropriated
MonthlyiQuasterly Trial Balances

Preiiminasy/Final Amual Trial Balances
Accountant's Copy

Auditor’s Copy
Regional Office Copy

Pre/Post Closing Trial Balances

Budget Records
AGENCY BUDGET MATRICES
BUDGET CIRCULARS AND ISSUANCES

BUDGET PROPOSALS & SUPPORTING
DOCUMENTS

GENERAL APPROPRIATION ACTS

MONTHLY CASH PROGRAMS

3 years
S yeurs
3M

5 yoors

S years

5 years

$ years

2 years

RMANENT

RMANENT

RMANENT

1 yaar

10 years

RMANENT

2 years

10 years

RMANENT

10 years
5 yoars

3 years
10 years

3 years

3 yaars

3 yoars

After tsrminated

Afler consoiidated in the
Annual Financial Report

After Annusgl Financlal Report
has been published

After Annual Financial Report
has been published

After Annual Financial Report
has been published

Page G of 18 Pages
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NAP Farm No. 2

S. ITEM NO.

6. RECORD SERIES TITLE AND DESCRIPTION

8. RERARKS

67

n

72

7

74

75

78

OBLIGATION REQUESTS
PHYSICAL AND FINANCIAL PLANS
PROGRAMS OF EXPENDITURES
Local
National
REGISTRIES OF ALLOTMENT

SPECIAL ALLOTMENT RELEASE
ORDERS (SARO)

SUB-ALLOTMENT RELEASE ORDERS
(Sub-ARO}

Cash Records
FIDELITY BONDS / BONDS
OFFICIAL CASH BOOKS

Coflections
Disbursaments

OFFICIAL RECEIPTS

RECORD BOOKS FOR CHECKS
RELEASES

REPORTS
Advices of Checks lasued and Cancallad
Cash/Check Disbursements
Checks issued and Cancelled
Cotiections
Summaries of Checks Relsased and

Cancetled
Proportional Vacation Pay

HEALTH AND NUTRITION SERVICES
HEALTH AND NUTRITION REPORTS
Annual
Monthly / Quanterty
LISTS
HEALTH AND NUTRITION Personnel
Distribution of Medicines & Suppiies

MAGNA CARTA OF PUBLIC HEALTH
WORKERS

S yoary

G yaars

5 years

3 years
3 years

5 years | 10 years

$ yoors

3 yoars

3 yoars

1 yoar
RMANENT

Syears | 10 years

Syears | 10 years

Syears | 10 years

RMANENT
2 years

1 year

RMANENT

After renewed

After post-audited, finaily
settied and not involved
in any case

After date of last enlry

After updated

Page 7ol 18 Pages




+  NAP Fom No. 2

*

S ITEM NO.

6. REGORD SERIES TITLE AND DESCRIPTION

7. REVENVION PERIOD

Totat

81

87

&

a1

93

MEDICAL / DENTAL RECORDS OF
PERSONNEL  ATHLETES
Dertal / Medical Cards
Health Profiles
Laboratory Results

SCHEDULES OF NURSES AND
. DENTISTS ~

SPECIAL PROJECTS / PROGRAMS
Dental Health Programs
Medical and Nursing Haalth Programs
Nutrition P

HUMAN REBOURCE MANAGEMENT
SERVICES (PERSONNEL SERVICES)

ANNUAL SUMMARY REPORTS FOR
REPLACEMENT PROGRAMS FOR
NON-ELIGIBLES

APPLICATIONS / RECOMMENDATIONS
FOR EMPLOYMENT

APPLICATIONS FOR LEAVE OF
ABSENCES

Matemily
P&nmn! {Solo Parent)

Patemity
Privilage/Special
Rehabilitation
Sick

Study

Tominal
Vacation
Viclence Againat Women and
Children (VAWC)
Details
Stations
AUTHORITIES TO FILL VACANT POSITIONS
CLAIMS ON EMPLOYEES COMPENSATION
CERTIFICATES OF ELIGIBLES
CONTRACTS TO TEACH

DALY TIME RECORDS
EQUIVALENT RECCRDS FORMS

WITH TRANSMITTAL
JOB ORDER CONTRACTS

PE
PE

2 yoars
1 yoor

PE

5 years

1 your

1 year

2 yeors
S yesrs
2 yoars

Sya-s:

'1yur

5 yoors

1 year

S years

FMANENT
RMANENT

2 years
1 year

&!MA.N ENT

5 yaars

1yoor

1 yoar

2 yoars
10 yoars
2 yoars

5 years

1 year

5 years

1 yoar

After updated

dispose after 5 years from
date of record

Afer separated/retired of
concernad employes

Aftor recorded in Leave Cards

After posltion has been filled up

After renewed / terminated and
noted in Service Cards

After data have been posted in
Leave Cards and post-audited

After separated from office

After lerminated

Page 80! 18 Pages




© 2008 ¢

NAP.FomNG. 2

S.MTEMNO.| 6 RECORD SERES VITLE AND DESCRPTION . 8. REMARKS

94 LEAVE CARDS Syears!| 10ysars | 15years| Afler separatedietired of
- concemnsd employee

&

LETTERS OF INTRODUCTION 2 yuu, 2 yemrs

96 MEDICAL CERTIFICATES DUE TO 3 dyears | After abzsences have been
ILLNESS

recorded in Leave Cards

97 MEMBERSHIP FILES PERMANENT
GSIS
Pag-ibig
PhilHealth
Others

98 MONTHLY REPORTS OF SERVICE "2 yoars| 2 yoors
AND ATTENDANCE / ABSTRACTS OF
ABSENCES

a8 NEW APPRAISAL PERFORMANCE

SYSTEMFILES

Performance Appraissis/Evaluations/ 1 yoar 1year
Rating Repod . _
Performance Raling Cards 5 years Syears | After renewedterminated
Performance Target Worksheets 1year 1 year

100 | NOTICES OF ASSIGNMENTS 1year 1 yoor
Lists

Details

Stations

101 PERMITS TO STUDY/TEACH 1year fyaar | Aferranewedterminated

102 PERSONNEL FOLDERS (201 FILES) Syears | 10years{ 1Syears] After retired/separated
Appointments :
Approvais of Retirement
Awards

Designations :
Dropping from the Rolls (AWOL)
First'Last Day of Service Certifications
Longevity

“ Notices of Salary Adjustment (NOSA)
Notices of Stag incremont {NOBI}
Oaths of Office .

103 PERSONNEL SERVICES ITEMIZATION PERMANENT Other copies dispose after
AND PLANTRLA OF PERSONNEL | 3 yoars

Page 9 of 18 Pages




NAP Form No. 2
, o 2008 -,

S ITEM NO.

6. RECORD SERIES TITLE AND DESCRIFTION

TYotat

8. REMARKS

104

106

108

107

108

109

110

111

112

113

114

118

POSITION 7 ITEM FILES
Conversion
Creation
Degioyment
Extension
Reclassification and Transfer
Requests for Position

PROMOTION RECORDS
PUBLICATIONS OF VACANT POSITIONS
Filling up of Positions
Protest Renking
Recommendations
RECORDS OF SERVICE CREDITS
SCHOLARSHIP FILES
Onthe-Job Trainees
Students
Teachers
SEPARATION ORDERS / EXTRACTS OF
RETIRED/TRANSFERRED/SEPARATED
PERSONNEL
SERVICE CARDS
SERVICE RECORDS

STATEMENTS OF ASSETS AND
LIABRITIES

LEGAL SERVICES

2 ysors

2 yoors

2 years

1 year

2years

4 yours
1 yoar

2yeaars

Zyears

2 years

1yeor

2 yoars

4 yoars

1 yoar

PEIRMANENT

2 yoars

Sysars | 5years

2 years

10 years

PEIRMANENT

4 years | 3 years

S yoars

7 yoars

5 years

After follow-up/approvel

Afer vacant position has been
filled

After vacant position has been
fed

After recording in the level

After finishing the term
Afier finishing the course

Afer updated provided a copy
is Incorporated in 201 Files

Afer finally settied sxcept
Decisions which are Permsnent

Afer finalty settied

Pege 10 of 18 Pages




.+ NAPFomNo.2

6. {7TEM NO.

& RECORD SERIES TITLE AND DESCRIFTION

Totsl

8. RENARKS

116

17

118

119

120

121

122

123

124

125

128

127

128

CONTRACTS OF SERVICES (Contract
Records including Correspondences/
Releted Papers)

CORRECTIONS OF NAME / BIRTH DATE
Personnel
Students

DEEDS {Acquisition of Books/Taaching
Alds and Vehicles)
Donations
Sale

MEMORANDA OF AGREEMENTAUNDERS TANDING

PHYSIGAL FACILITIES AND SCHOOL.
ENGINEERING SERVICES

ASSESSMENTS OF SCHOOLS

EDUCATIONAL FACILITIES MANAGEMENT
MANUALS

INVENTORIES OF SCHOOL BUILDINGS
AND FIXTURES

SUMMARIES OF ESTIMATED COST
OF REHABILITATION

Basic Education information Services

GOVERNMENT INFO SYSTEM BASED
SCHOOL PROFILING SYSTEM
PROJECTS

REQUESTS FOR DEMOLITION AND
REPLACEMENT OF SCHOOL
BUILDINGS

SCHOOL BURLDINGS / FURNITURES®
PLANS AND SPECIFICATIONS

SCHOOL BUILDING PROGRAMS
Listings of RED and BLACK Schools
Budget Aliocations
Requaests for Consiruciion
School Based Repair and
Maintenance Scheme
Stte

» Ownershi
SURVEYS OF WATER & ELECTRICITY
FACILITY ASSESSMENT PROGRAMS

S yoars

5 yeors

1 year

S yoars

PE

f —

PE

§ years

PEAMANENT

5 ysars

PERMANENT

PE@MANENT

PERMANENT

5 ysars

1 year

S years

PERMANENT

MANENT

MANENT

S years

PERMANENT
PERMANENT

PERMANENT

Afer renewedAerminated/
and finally settied

After superseded

Page 11 of 18 Pages
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NAP Form No, 2

- 2008 .

6 ITEM NO.

4. RECORD SENES TITLE AND DESCRIPTION

7. RETENTION PERIOD

8. REMARKS

129

130

131

132

133

134
135

PLANNING SERVICES

BASIC EDUCATION INFORMATION
SYSTEM (EMIS) MODULES
Moduile {
Chontele identifications

Modute It

PERFORMANCE INDICATORS
Achievement Rates
Cohort / Survival Rates
Compietion Rates
Dropout Rates
Literacy Rates
Participation Rates
Promation Rates
Pupii-Classroom Ratios
Pupi-Desk Ratios
Pupi-Textbook Ratios
Retantion Rates

PERFORMANCE MEASURE FRAMEWORKS
BY REGIONS AND BY QUARTERS

PROFILES
Govemnment Secondary Schoot
Profiles (GSSP)
Private Schaols

REQUESTS FOR ITEM POSITIONS

REPORTS
Accomplishments
Annual
Central

PERMANENT

PEkMANENT

Syears | Syears { 10 years

3 years 3 years

PERMANENT

2 years 2 years

PERMANﬁNT

After acted upon

Page 120l 18 Pages




§. ITEM NO.

cont, 135

136

137

138

139

140

141

142

143

ACCREDITATION AND EQUIVALENCY
TESYT RESULTS

ANSWER SHEETS
Used

Unused
ADMINISTRATIVE-BASED DATA (MIS)

ANNUAL ACTION PLANS
Lists of Target Chents
Target Areas

CAPABILITY BUILDING PROFILES

PROJECT FRES
Bakik-Paaraian Para sa Out-of-School
Adutt (BP-OSA)
Community Leamving Center (CLC)
Leaming Support Deitvery System (LSDS)
Literacy Service Contracting Sciweme

TEST BOOKLETS

Elementary Level
Secondary Leve!

Promotionat Division
{Elementary and Secondsry Divisions)

ACHIEVEMENT TEST RESULTS
Division Achievement Tasts
National Achiovemant Tests

Elementary
Secondsry

PERMANENT

6 months 6 months

8 months 6 months

PERMANENT

PERMANENT

PERMANENT
PERMANENT

6 months 8 months

PERMANENT

ARer consclidated in Annual Report

ARer consolidated in Annual Report

Providoed results have been
tabutated and kept permanantly
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5. ITEM NQ.

& RECORD SERIES TITLE AND DESCRIPTION

7. RETENTION PERIOD

Brorage Toed

4. REMARKS

cont. 143

144

145

146

148

149

150

151

152

153

154

185

156

157

ACHIEVEMENT TEST RESULTS
Regional Achievement Tests
School Achievement Tests

BOOK FILES
Comments on the Evaluation of Books
Requests for Certifications

CERTIFICATIONS
Enroliment
Good Marsl Character
Graduation
Report of Rating of Students
Special Orders

CHANGE OF NAME OF SCHOOLS

CLUSTERING / DECLUSTERING OF
SCHOOL DOCUMENTS

CONTESTS AND COMPETITIONS

ESTABLISHMENTS / SEPARATIONS /
INTEGRATION OF SCHOOLS

GOVERNMENT RECOGNITIONS
{PRIVATE SCHOOLS)

INSTRUCTIONAL MATERIALS
Books
Madules
Supplomeniary Readings
Videos/CDs/Cassotte Tapes/Films

NATIONAL CAREER ASSESSMENT
EXAMINATION RESULTS

PHILIPPINE VALIDATING EXAMINATIONS

(NETRC)

PERMITS
Cross-Envoll
Shudy {Forsign Students)

PROMOTIONAL REPORTS
(ELEMENTARY/SECONDARY)

REQUESTS / APPROVALS
Overioad of Subjects for Graduating
Students

Summer Classes
Transfer of Local/Foreign Students
Transiations of Diplemas

SPECIAL PROGRAMS / PROJECTS
impiemented
Not-implemented

PERIMANENT

5 yaars | Syears

1yenr

1 year

PERIMANENT

3yoars | | 3ysars

2years 2 yoars

PERMANENT

PERMANENT

PERIMANENT

PERIMANENT

PEJMANENT

2years | 2 yaars

PERMANENT

1 yoar

1 year

PEﬂMANENT

1 yoear

1 year

After filas have been recorded
After acted vpon

After superseded

Retain 2 coples pemanently in
hard & soft copy. Other
copies disposs 2 years
afler revised.

After graduation
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7. RETENTION PERICD
S.ITERNO.| 6. RECORD SERIES TITLE AND DESCRIPTION e 8. REMARKS
158 SPECIAL ORDERS OF GRADUATION PERMANENT
159 | SCHOLARSHIP GRANTS PERAMANENT
160 SUMMARIES OF UNITS TAKEN BY 2 yoars 2years
STUDENTS OF PRIVATE SECONDARY
SCHOOLS (Form 8)
181 TUITION FEE INCREASE RECORDS 3yoars Jyears
Applications
Approval
School Level Records
162 ACTION ] DEVELOPMENT PLANS PERMANENT
School improvement Plans
Supervisory Plans
163 ADMISSION TESTS 3 years 3years | After admiited
164 APPLICATIONS 2years 2years | Afer granted
Accreditations
Enroiment
Entrance Examinations
Graduation and Special Orders
Permits/Recognitfons
165 ATTENDANCE SHEETS / ATTENDANCE | 2 yoers 2 yoars
REPORTS (Fom 2)
166 BASIC SCHOOL MANAGEMENT COURSE | 3 years 3 yoars
TERM PAPERS
167 BULLETINS OF INFORMATION PERMANENT
168 CALENDARS OF ACTIVITIES 1year 1year
169 CASES / FEASIBILITY STUDIES / PERMANENT
RESEARCHES .
170 CLASS RECORDS
Anecdotsl Records of Pupils/Students | 5 yaars Syears | Aftor graduated
Clags Cards (Form 138-A) PERMANENT
Class Observation and Supesvisory PERMANENT
Reports (Form 178)
Class Schedules (Form 30) 1 year 1 yoor
Ctass Values Charts 1 year 1
Diplomas PERMANENT
Lists of Honor Gradusies PERMANENT
Nutritional Status of Pupils , | 2years
Repart Cards (Form 138) PERMANENT
Student Permanent Records (Form 137-A) PERMANENT
Summary of Units Taken (Form 9) PERMANENT
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2008
7, RETENTION PERIOD
SMEMNO.| 5 RECORD SERIES TITLE AND DESCRIPTION - ory O ARMARKS
n CLASS AND TEACHERS PROGRAMS PERMANENT
Class Programs (Form 29)
Summaries of information of Teachers
{Fom 31)
Teachers’ Program (Form 30)
172 CONSOUIDATED DATA OF TEACHING/ | 5 yeafs Syears { ARer updated/superseded
NON-TEACHING PERSONNEL {Form 31)
173 COURSES OF STUDY / SYLLABI ERMANENT
174 ENROLLMENT SLIPS 1 1 year
178 GRADING SHEETS 2 2 yoars
178 LESSON PLANS 1 1 yoar
177 LISTS
Accredited Courses/Subjacts ERMANENT
Candidates for Graduation PERMANENT
ENROLLMENT LISTS 2years | | 2years
GreduaiesfHonor Graduates ERMANENT
Schoal Personnel and Officials 1 1ysar | After superseded
178 LIBRARY FILES
Accession Books (PF 148) ERMANENT
Book Cards (PF 149) ERMANENT
Borrower's Cards 1 | | tysar | ARerdate of last entry
Catalogus Cards (PF 150) ERMANENT
178 PERMITS
Govermmment Permits ERMANENT
Govemment ERMANENT
Permits 0 Operate -] Syears | Afer expired
Permits %0 Study 2 2years | Afer graduated
Tultion Fee Increases 5 S years :
180 PROFILES
Schools PERMANENT
Sacio-Economic of Pupiis 5 years Syeers | After gradusted
Students 5 years Syears | After gradusted
Teachers Syenrs | 10 yoars | 15 years | After separated/retired
181 PROPOSED ORGANIZATION OF CLASSES ERMANENTY if impiementad, otherwise
DepEd-MTAP dispose after 3 years
Quiz Bee
Sclence Quiz !
182 RANKING / LISTS OF HONOR STUDENTS) 3 3years | Afer graduatad
183 RANKING OF TEACHER APPLICANTS 1 1year | Aftor updated
184 RECORDS OF STUDENT'S DISCIPLINARY | 2 2years | Afior graduated
ACTIONS

UV ——
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Lm' . .
7. REJENTION PERIOD
S ITEMNC.| & RECORD SERES TITLE AND DESCRIPTION e 3. REMARKS
185 REPORTS
Annusi Reporis PERMANENT
Enroliment and Attendance (Form3) | 2 ysars 2 yaars
Administrators
Principais
Monthly Enroliment (Form 2} 2 years 2 yaars
Nsirative Reporits of Department Heads | 2 years 2 years
Number of Schools/Students/ 2 yoars 2 yoars
Promotions {(Summartzed)
Performance indicators (Yearty Report) PERMANENT
Physical Inventory Reports 2 years | ] 2 ysars
Reports an Promotion PERMANENT
18-A Secandary Schoois
18-E1 Primary Grades |-IV
18-E2 Inlermadiate Grades V-Vi
School Fund/Financial Reports 5 ysers 5 years
Summaries of Monthly Attendance (Form 7)| 2 years 2 yoars
Supesvisory 2 yoors 2 yoars
186 REQUESTS 2 years 2years | Afer acted upon
Additional Courses
Carty Overicad
Inclusion in the Enroliment Lists
Summer Ciasses
Transfer
187 SCHOOL CALENDARS 1 yoar 1 yeor
188 SCHOOL REGISTERS ( Form 1) PEI*MANENT
189 STUDENTS' TEST PAPERS/CLASS 1 year 1 yoar
EXAMINATIONS
190 SUPERVISORY PLANS FOR TEACHERS | 1 year 1 year
191 TEACHERS' SCHEDULES (Form 29) 1year . 1 yoar
192 TEST RESULTS 2yoors 2 years | After consolidation
193 TESTING MATERIALS PERMANENT Other copies, dispose after
1 year
194 YEAR BOOKS / ANNUAL BOOKS PEﬂMANENT
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