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D.r!q - REGTONXTTT ICARAGA)

QUALITY
PROCEDURE (QP)

R13.FAD.11
Document Code

Rer. No. ElT. Datc

PROCEDURE
TITLE MANAGEMENT OF RECORDS

SCOPE This startsprocess from the ofreceipt maintendocuments, ance and to releasestorage,and of records lndisposal with NAP ations.regul

PURPOSE/S To ensure the systematic
NAP regulations' complia

control and management ofthe Regional Records and ensure
nce.

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT

Data Base
Communication
Tracking/Log

CO, NGAS,

LGUs,NGOs,

FOUs

Documents

/Records RECIPIENT /
cusToMERS (ORD,
Division/Section,
FOUs, NGAs, NGOs

ROUTED

Step
No.

Responsible
Personnel PR0CESS/ACTMTY Details References

1 Designated
Records
Oflicer/receiving
CIerk

Received distribution
of
documents/records

RECORDSAND CLASSIFY

e For Internal distributian
a. Checkthe

completeness of
attachments/
enclosures, if any.
Inform originating
office of
documents/records
which are unsigned or
with incomplete
enclosures for
appropriate action

b. Stamped all
documents with
..RECEIVED"

(date,time,signature
/initial)

*except personal
communications

*for confidential
documents/records
outside the envelope
and keep the
packaging/envelope

RECEIVED DOCUMENTS

intact and

o Data base
communication
tracking

o Logbook for the
miscelleanous

o Softcopyof
save & scanned
documents in
desktop

o Hard copyof
selected
documents

Pagc
00 70.16.17 7of6
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D.ILG - REGION XIII ICARAGA)

QUALITY
PR0CEDURE (QP)

R13.FAD.11
Document Code

\0.76.17 2of 6
PageRcr. No. ElT. Dntc

Step
No.

Responsible
Personnel PROCESS/ACTTVTTY Details References

accordingly and
forward to concerned
personnel

c. Read, analyze,scan,
the document and
classi$z as to:

e Regional
o FOUs
o NGAs
o NGOs
o Confidential&

personal
d. For receiving emails

ensure that all be read
for the day and all
attached files be save
and acknowledge

o Encode documents/records
on Data base
communication tracking
except personal and
miscelleanous for logbook
only

r Route to concerned
Section/Division
/Personnel

z Designated
Records
Officer/receiving
Clerk

Released
distribution for
documents

o FOR INTERNAL
a. identifiedconcerned

division or personnel
o FOR EXTERNAL
a. Identiff the addressee

with complete and exact
address with original
attached documents

b. Photocopyofreceiving
file

c. Stamped the documents
With "RELEASED"

[datgtime,signatu re/ini
tial)

d. For mailing [LBC or
Postal) ensure that the
tracking number
/registered number is
recorded to logbook.

e. For hand carry
documents ensure that

o Transmitttal
letter as
receiving copy
or file

r Registered mail
or thru LBC

o Thru Email or
Fax

o Messenger/Lias
on Personnel

00



DrLG - REGIONXITT ICARAGA)

QUALITY
PR0CEDURE (QP)

Document Code

PageRer'. No. fff, Date

Step
No.

Responsible
Personnel PROCESS/ACTMTY Details References

the

3 Designated
Records
Officer/receiving
Clerk

Assign control
number

o Assign a serial number to
the following regional
issuances and indicate as
follows:

o Regional Order
o Regional Memo

Circular
o Office Order
o Memorandum

r Stamped "Released" the
documents/records

. Log the release
documents/records with
tracking number if
registered mail or private
courier

o Regional
Issuances
Logbook fwith
basis serial
nubering)
o Logbooks

4 Designated
Records
Officer/receiving
Clerk

Maintain
Files/storage

o Scan the issuances and save
to desi gnated etectronic
folders.

o File copies of original
issuances of the Regional
office to designated folders

o Secure backup ofscanned
issuances.

| ' D't' B""
communication
tracking

5 Designated
Records
Officer/receiving
Clerk

Inventory of files . Appraise records by
conducting inventory of
documents/records
annually by file station or
cablnets ln accordance with
tne NAP General records
disposition schedule
common all gor't agencies
IGRDS) and DILG records
disposition schedule IRDS)

o Accomplish the NAP Form
No.l Records lnventory and
Appraisal and NAP National
lnventory Form 2012 and
establish/update retention
and dispqsition period of
records

o NAP Form 1

records
inventory and
appriasal
inventory Form

r NAP National
inventory Form
2012

6 Designated
Records
Officer/receiving

Receive turned-over
non-current record

Record the receipt of
turned-over non-
current records and

a a List of non-
current
Recordsa

!P-Rl3-FAD-11

00 70.76.17 3 of 6



DrLG - REGTONXTTT ICARAGA)

QUALITY
PROCEDURE (QP)

R13.FAD.11
Rer. No. Eff. Date

Step
No.

Responsible
Personnel PROCESS/ACTTVITY Details References

Clerk Receive and classiff
whether valueless or
permanent records.

a For permanent
records, include in the
List on non-current
Records and store
accordingly.

o For valueless records,
confirm that the
indicated retention
period is already
exceeded as per GRDS
ofNAP and agency
RDS. Once confirmed,
list, bundle and
measure in cubic
meter ready for
disposal.

a NAP
Circular
No.1&2

a GRDS

Common
to
allGovern
rnent
Agenciesa

a Agency
Records
Dispositio
n Schedule

a

a List of
Disposable
Recordsa

a Letter-request

a Memo-
transmittal

a NAP Form No.
3 "Request for
Authority to
Dispose of
Records

7 Designated
Records
Officer/receiving
Clerk

Request authority to
Dispose of Records

r If sufficient volume or
weight of records for
disposal is met, prepare
request for NAP
authorization to dispose
records with Letter-
Request and Memo-
transmittal.

o Submit request to SILG
orauthorized
representative for

8 Authorized
Representative

Approve Request a Sign Request for
Authority to Dispose
Records.

a Return request to
Records Section.

a Letter-
request

a Memo-
transmittal

a NAP Form
"Request
for
Authority
to Dispose
of Records

9 Designated Record and Release a Log the approved a Signed

Document Code

P*gt
00 70.16.77 4of6



QP-B13-FAD-11
Document Code

10.16. 7
PagcRer. No. f,ff Drte

Step
No.

Responsible
Personnel PROCESS/ACTTVITY Details References

Records
Officer/receiving
CIerk

the Request request.

a Forward the Letter-
request and NAP
Form to NAP.

NAP Form
"Request
for
Authority
to Dispose
of
Records"
and Letter-

10 Designated
Records
Officer/receiving
Clerk

Receive Authority to
Dispose ofRecords

o Receive and log Authority
to Dispose.

. Prepare Request for Public
Bidding and Supporting
Documents and submit to
GSD, Procurement Section.

NAP Form No.
3

"Authority to
Dispose of
Records"

a

11 GSD,
Procurement
Section, Bids and
Awards
Committee

Conduct Public
Bidding

o Refer to procedure on
Public Bidding.

o Procurement
thru Public
Bidding

12 Designated
Records
Officer/receiving
CIerk

Request the Disposal
Date

r Submit Contract with
Winning Bidder to NAp and
request for the Disposal
Date.

Contracta

13 Designated
Records
Officer/receiving
Clerk

Receive NAP
Resolution for

Disposal of Records

o Receive and log NAP
Resolution for disposal of
records.

o Coordinate and inform
schedule of disposal to
participants.

a NAP
Resolution for
Disposal of
Records

t4 Chief, GSD;
Records Officer;
COA and NAP
representatives;
Cashier

Conduct actual
Disposal

r Conduct actual disposal to
be witnessed by NAP, COA
representative and DILG-
CO representatives.

o Sign the records ofdisposal

r Records Of{icer: Remit sale
to Cash Section who will
then issue Official Receipt.

a Records of
Disposal

a Official
Receipt

1S Designated
Records

Prepare
Certificate of

r Fill-up NAP Form
"Certifi cate of Disposal"

NAP Form No.
6 "Certificate

a

DrLG - REGTON XrII ICARAGA)

QUALITY
PROCEDURE (QP)

oo 5 of 6



DILG - REGTONXTTT ICARAGA)

QUALITY
PROCEDURE (QP)

DEFINITION OF TERMS:

Number Sequence System- documents are arrannged by number series annually with
corresponding title of the issuances, documents/records.

a

LEGAL REFERENCE:

a National Archives of the Philippines Act of Z00T

R13.FAD.11
Document Code

6of6
Rer. No. Ef[ Datc Page

Step
No.

Responsible
Personnel PROCESS/ACTMTY Details References

Officer/receiving
Clerk

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

o Retain the original copy
and provide L copy to NAP
and another copy to COA

of Disposal of
Records"

\6 Designated
Records
Officer/receiving
CIerk

Retain records o Retain all records
generated in accordance
with Control of Retained
Documented Information
Procedure and Masterlist of
Records

o Control of
Retained
Documented
Information
Procedure

o Masterlist of
Records

_)

Records Clerk Director

SERONAY
Regional

A.F CESO III

Process Owner Regional QMR Top Management

Reviewed B

00 10.16.17

Prepared By Approvecl By



DILG CENTRAL OFFICE

qUAUTY
oBJECTtvE (QOl QO-QP-R13-FAD-11

10.01.15

Document Code

PageRev. No. Eff. Date

BUREAU/SERVTCE FINANCE AND ADMIN. DIVISION

QUATITY PROCEDURE
MANACEMENT OF RECORDS

Key Performance Indicators tKPr)

Function
Obiective Target Indicator/Formula

(tfapplicable)

Frequency of
Monitoring

Results

Responsible for
Monitoring

Applicable
Documents [e.g
Communication
TrackingSystem

Database,
o Management of

Records(Receipt
Release, and
Storage)

r Disposal of
records

r Timely action on
Documents
received within
1 working day
upon receipt

o Timely request
for NAP
authority to
dispose record 5
working days
upon receipt of
SILG/Authorized
Representative
on Authority to
Dispose

o Timely
preparation of
certificate of

within

o 5Sworkin
g days

r 5Sworkin
g days

o 70Ao/o o Total no. Ofdocuments received
and routed within 1 day upon
receipt

o Total no.0fdocuments released
and log within 1 day upon receipt

r Date received ofSlLG/Authorized
Representative on approved
Authority to Dispose

o DateofRequest(NAp)

o No. ofdays elapsed

o Certificate ofdisposal - lndicating
the records series, date official
receipt/number/amount/Date of
conduct and place ofdisposal,
volume of records and

o Sth working day
ofthe ensuing
month of
submission

e s5 working days
on preparation
of certificate of
disposal

o Monthly

o Monthly

o Designated
Records Clerk

o Designated
Records Clerk

o Designated
Records Clerk

. Managementof
Records (Receipt,
Release, and
Storage)Process
Data base and
Logbooks

r NAPform request
for authority to
dispose

r Certificate of
Disposal

00 7of2



DILG CENTRAT OFFICE

qUALITY
oBJECTtvE (qO) QO-QP-RI3-FAD-11

2of 2

Document Code

Rev. No. Eff. Date

Function

Key Performance Indicators (I(PD

Frequency of
Monitoring

Results

Responslble for
Monitoring

Applicable
Documents (e.g
Communication
Tracking System

Database,

Obiective Target Indicator/Formula
(ifappticable)

5 working days
upon actual
conduct of
disposal

signafures of witnesses

r Date of Certificate of Disposal

r Date ofActual Disposal

o No. ofdays elapsed

DONALDA. SERONAY
Chief Admin. Officer/OIC - Assr

Regional Director

LITIBETH A. FAMACION, CESO III
Regional Director

pk"rr Owner Regional QMR
Top Management

Page
oo 10.o1_1s

Reviewed By



DItG
DITG CENTRAL OFFICE

PROCESS qUAIITY MONITORING
AND EVALUATTON (arUr1

QME.QP-R13-FAD.11

lot2

BUREAU/SERVTCE FINANCE AND ADMIN DIVISION

PROCEDURE
TITLE MANAGEMENT OF RECORDS

oBtECTTVE
STATEMENT

1.

2.

3.

4.

100% of released outgoing documents acted within 1 working day upon receipl
Timely request for NAP authority to dispose records within five (5) working days upon receipt of SllG/Authorized representative's approved
authority to dispose.

100o/o of received incoming documents acted within 1 working day upon receipt

ration of Certificate of within five actual conduct of sal.

CURRENT PERIOD

INDICATORS Feb Mar Oct Nov Dec Total
1: 1000/o of received Documents acted within 1wo recelu

A Total no. of incoming documents received within the
day.

Total No. of incoming documents routed within the
day.

C Formula: A x 100
B

Target Result: 100o/o

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

NDICATORS Feb Mar Oct Nov Dec
2= 700o/o of released Documents acted within 1

A Total no. of outgoing documents released within the
day.

B Total No. of outgoingdocuments logged & numbered
within the day.

C Formula: A x 100
B

Target Result: 1007o

D In case the o ective is not

Do(ument Code

Rev. No. Eff. Date Pase

00 10.76.77

B



a

DILG CENTRAL OFFICE

PROCESS QUALIW MONITORING
AND EVATUATTON (QrUrl

OME.QP.R13.FAD-11

Rev. No. Eff. Date

analysis why it is not met
Obrec{v.3: Timely r€quest for NAP autho ty to dlspose r€cords within nve (5) woddng days upon r€celpt of Sl LclAuthorlzed representatlve's appmv€d authority to
dlspos€.
A Date received of SI LG/Autho rized rep resentative on

Authority to Dispose Records
B Date of Request [NAP)
c No. ofdays elapsed Target result =< 5 working

days
D Gap Analysisr In case the objective is not meg put your

analysis why it is not met
Obiective 4: Timely preparation of Certificate of Disposal within five (5) working days upon actual conduct of disposal.
A Date of Certificate of Disposal
B Date of Actual [risposal
C No. ofdays elapsed Targetresult=s5

working days
D Gap Analysis: ln case the objective is not met, put your

analysis why it is not met
Note: For unmet taruets, the OMS Secretariat will issue Corrective/Action Report [CAR) dutv sigred bv the DILG-CO DenuW OMR.

YDAY
Records Chief

Director

SERONAY
OIC -Asst.

A. CESO III

Owner QMR
Top Management

Prl rared B Rr:vieiveil B A rrovcd By

Page

oo 10.15.17 2ol 2



D|LG REG|ONXm (CARAGA)

Manaqement of Records Process Summary Lossheet (PSL)

QUATITY OBJECTIVE; 10070 of received documents/communication acted upon, same day upon receipt.
FREQUENCY OF MONITORING: Monthly

FM.QP.R13-FAD-11-o1A

t0-16-17 1 of1

No. DOC. DATE SENDER PARTICUTARS LOCATIONSUB'ECT ORIGIN ROUTEDTO DATE RECEIVED TIME DOC. NO.

Y

"*#^-^
Records (llerk

cess Owners

Admin
,Y

Director
IIIA,

rector

Ton lfanapement

DocumentCode

Kev, No. Ell. Date Page

00

AoDroved Bv



DrLG REGTONXilT (CARAGA)

Manaqement of Records Process Summa rV Loosheet PSLI I
Document Code

00 L0-L6-t7 Lofl

QUALITY OBfECTIVE: 10070 of received documents/communication acted upon, same day upon receipt.
FREQUENCY OF MONITORING: Monthly
CURRENT PERIODT

No. DATE
RECEIVED

SENDER/ORrGrN PARTICULARS ROUTED TO DOC. NO./
LOCATION

REFERENCE

1

2
3

4
5

6

7

I
I
10
1l
t2
13

t4
15
16
17
18
!9
20

SABAYDAY

Desisrfted Rdcords Clerk

/frrocess owner

Pr"e rcd 81,

YOMA
Uhief\Admin. Lltticer

Deoutv OlvlR

ffiRoNAY
,fssistailt Regional Director

I nUoi.rrral ofirR

Ileviewed B

CESO III
TReoinnal Dilector

Top Man#ement

4p roved I

IM-QP-Rl3 -lAlr-11-0r.4

Rev. No. Eff. Date Page



D|LG REGTONXilT (CARAGA)

Manaqement of Records P ro Summarv Loqsheet (PSL)

QUALITY OBIECTIVE: 100%o of released documents/communication acted upon, same day upon receipt.
FREQUENCY OF MONITORING: Monthly
CURRENT PERIODT

FM-QP-RI3-FAD-11-O1B

Docunrcnt Code

00 L0-16-17 1 of1

No.
DATE

RELEASED

ORIGIN( DIVISION/
SECTTON)

PARTICULARS ADDRESS SUBJECT COURIER coNTROt NO./
TRACKING NO.

TOCATION

h(M^*^"
ecorlls f Ierk

)rJn"""

\-l

oo/t
Chief Admin. #ice

W
EA. SERONAY
lotlL -err,. Regional Director

I

Mional QMR

A. cEso lll

Ton danasement

roved

Rev, llo, Eff. Date Page

Rarriprrrorl Rrr



Mana ement of Records Proc

QUAI-ITY OBIECTM: 10070 of released documents/communication acted upon, same day upon receipL

FREQUENCY OF MoNITORING: Monthly
CURRENT PERIOD:

ess Summa Lo sheet PSL
Rrv.llo. E,I. Datc

00 10-16-17 1of1

C0NTROL NO./
NG NO.

suBlEcrNo DATE

RELEASED

oRtGIN( DTVtSION/ SECTION)

III-IIIIIIIIIIIIIIIIIIIIIIII

ry

-
-
-

IEII

-

-

I

-
-
-
-
-
-

I

-

IIII

-

I

IIIIIIII

YOMAlocE DO
n

-Es,El

il

loN, cEso lllLILIB

entT

\pproved lj)

BAYDAYBERNAD
ftc<ianatec{ Recorl

Prdess owr

DrLG REGIONXIII (oARAGA)
FM-QP-R13-FAD-11-O1B

Page

REFERENCE

chiet Atsmrn. Onicer
*V, nlap

A.

-TE*^""r 

r/ii'.ii"r

Prepared By Reviewed

SERONAY



QUALITY OFBJECTIVE

DtLG REGtONXilt (CARAGA)

Mana ement of RecordsProcess Summa Lo sheet PSL

: 1' Timely request for NAP authority to dispose records within five (5) working days upon receipt of slLc/Authorized representative,s approved
authority to dispose

FREQUENCY OF MONITORING
CURRENT PERIOD

z. Timely preparation of certificate of Disposal within five (5) working days upon actuar conduct of disposar

No. Date received ofRequest for Disposal
Preparation of Certificate of

Disposal

Date Released wi&in S Working Day

Remarks
UNMET

FM-QP-R13-FAD-11-O1C

R€v. No. P.ge
00 70-16-17

I

BERNA \SABAYDAY
ls CiFrk

Prepared By

r
DO

ChiefAdmih. o o -Asst nal Director
NAY

7
onal QMR

,
LIL HA. cEso r

T

@
1 of1

MET

Reviewed By

/ Rrr

Approved By



NATIONAL ARCHIVES OF THE PHILIPPINEg

Pambansang sinuqan ng Piliqinas

RECORDS INVENTORY AND APPRAISAT

6EEInEffiro NA L uNrr TELEPHOIIE NO.

ADDRESS PERSON.IN.CHARGE OF FILES DATE PREPARED

RECORD5 SERIES TITLE & DESCRIPTIOII PERIOO COVERED
LOCATION OF

RECORDS

FREOUENCY OF
u3E

DUPUCATIOIiI
III/!E VALI'lE UNLITVALIJE RETETNON PERIOD

DISPOSITloN PROVISION
Stor6g? Iotal

TIMEVALUE:

ASSISTED BY APPROVED BY:
PREPARED BY:

Name and Posilion anagement Analyst Chiet of the D

LEGENT



Accomplish in 3 copios

NATIONAL ARCHTVES OF THE PHILIPPINES
Pambansang Sinupan ng Pilipinas

REOUEST FOR AUTHOR]TY TO DISPOSE
OF RECORDS

AGENCY NA"E

ADDRESS:

DATE: TELEPHOT{E t{UITIBER:

RECORD SERIES TITLE AND DESCRIPTION PERIOD COVERED

LOCATION OF RECORDS VOLUME IN CUAlc METER:

PREPARED BY: iName & Signature) POStTtON:

This is to certify that the above menlioned records are no longer needed and
not involved nor connected in any administralive or judicial cases.

Name and Signalure of Agency Hesd
or Duly Authodzed Represehtative

NAP Form No. 3
Revised 2012

GROS'
RDS ITEM

NO.

RETENTION PERIOD
AND PROVISION/S
COMPLTED (lt Any)

CERTIFIED ANO APPROVED BY:



NAP Fofrn No. 2
200a

7. RETENTION PERIOD5_ [Er'' NO. 6. RECORD SERIES TILE AND OESCRIPTIOI{
Slorage Total

6. REMARKS

Page Pages



2008

5. ITEM NO. 5. RECORD SERIES TTTLE AIIO DESCRIPTION
7. RETENTION PERIOD

E. REMARKS
Storage Total

Page _ d_ Pages



NAP FoIm No. 2
2008

9. Prepared by: 'I 1. Recommending Approval:

Name Name

Position Position

10. Assisted by: 12. Approved:

Name Name

Position Position

TO BE ACCOMPLISHED BY THE NATIONAL ARCH]VES OF THE PHILIPPINES

This Records Disposition Schedule

is being retumed for improvement / correciion

is being remmmended for approval

Chairman
Rocords lrrsnagement Evsluation Committee

Date

APPROVED:

Date

Page

Executive Director



NATIONAL ARCHTVES OF THE PHILIPPINES
Pambansang Sinupan ng Pilipinas

RECORDS DISPOSITION SCHEDULE

1. AGEIIICY NAME:

2. ADDRESS:

3, SCHEDULE NO.: 4. DATE PREPARED:

s. tTEu No. 6. RECORD SERIES TITLE AND DESCRIPTION
7. RETENNON PERIOD

8. REIIARKS
Actlve Storage Total

NAP Form No.2
' 2008

IMPORTANT: Pursuant to Section 18, Article lll, RA 9470 s. 2007, "No govemment department, bureau, agency and
instrumentality shall dispose of, destroy or authorize the disposal or destruction of any public records, which are in the
custody or under its control except with the prior written authority of the executive director."

Page_of_Pages




