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MASTERLIST OF N
DOCUMENT FILING SYSTEM RETENTION PERIOD
DOCUMENT TITLE CUSTODIAN LOCATION SPOSAL
CODE FOLDER | SCHEME | acrive |sromace| totar | ™
Management of Records
MAF Form 1 Records Inventory and Appraisal Records Clark Steel Cabinet 2 - Drawer #2 Folder w/ | Chronological permanent
Label by Year
MNAF Form 2 Records Disposition Schedule Folder w/ | Chronological
Records Clerk Stee| Cabinet 2 - Drawer #2 ermanent
idel he I of Val "
NAP Form 3 Guidelines on the Disposal of Valuess Folderw/ | Chronological
Records in Government Agencies Records Clerk Steel Cabinet 2 - Drawer #2 Label by Year permanent
DILG Central Office Records Disposition Schedule Folder w/ | Chronological
rk - #2
Records Cle Steel Cabinet 2 - Drawer ya permanent
DILG RO 13 Inventory of Recards Records Clerk Steel Cabinet 2 - Drawer #3 Follier w/ | Chronological 7 ki 2years
Regional Issuances F i
o Records Clerk Steel Cabinet 1 & 2 Oldersey | Chrandlogii peErmanent
Label by Year
Fi
Central Issuances Records Clerk Steel Cabinet 1 & 2 older w/ | Chronological
Label by Year
Loghoaks of Incoming / Outgoing Communicating Records Clerk Records Clerk Table Data | Loghook w/ ATy % yeiars Zvesit
Eiler Label
tcommg Sorsmunicatim rucking e RecordsClerk | Records Clerk Desktop PC | Data Base . 2 poars
far Cli
LiboowiRoFLIwnte Records Clerk PACD Table ME::::; Wy current year 2 years 2 years
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MASTER LIST OF MAINTAINED DOCUMENTED INFORMATION (INTERNAL)

DOCUMENT CODE DOCUMENT TITLE REVISION
00 | o1 | 02 | 03 | o4 [ o5
Management of Records

QP-R13-FAD-11 Quality Procedure 10.16.17
Q0-QP-R13-FAD-11 Quality Objective 10.16.17
QME-QP-R13-FAD-11 Quality Monitoring and Evaluation 10.16.17
FM-QP-R13-FAD-11-01 Process Summary Logsheet 10.16.17
FM-(JP-R13-FAD-11-02 Loghooks 10.16.17
FM-QP-R13-FAD-11-03 Data Base Communication Tracking 10.16.17

troller Repional OMR
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MASTER LIST OF MAINTAINED DOCUMENTED INFORMATION (EXTERNAL)

DOCUMENT CODE

DOCUMENT TITLE

REVISION

00

01

02 | o3 | o4 [ o5

Management of Records

RA 9470 National Archives of the Phils. Act 2007

NAP Gen. Circular No.1 Rules and Regulations
Governing the Management of Public Records and
Archive Management

NAP Gen. Circular No.2 Guidelines on the Disposal
of Valueless Records in Government Agencies

NAP Form 1 Records Inventory and Appraisal

NAP Form 2 Records Disposition Schedule

NAP Form 3 Guidelines on the Disposal of Valuess
Records in Government Agencies

DILG Central Office Records Disposition Schedule
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DILG - REGION XIII (CARAGA)

QUALITY

OP-R13-FAD-11

Row, Na, EfT. Dhate Pa
) PROCEDURE (QP) s o L
PROCEDURE
| TrLE MANAGEMENT OF RECORDS
SCOPE This process starts from the receipt of documents, maintenance and storage, to
disposal of records in compliance with NAP regulations.
PURPOSE/S ;i} Ejl'lSl.ll'E tl'!e s_v:stemaﬁc control and management of the Regional Records and ensure
regulations’ compliance.
PROCESS DESCRIPTION
L INPUT PROCESS OUTPUT
Documents
Data Base ~
CO, NGAs, /Records L Communication Egg;;‘::‘”.]r mggggég][-énn,
HGUS, FOUs i Trackingf],ug Division/Section,
FOUs, NGAs, NGOs
Step Responsible ] ~
No. i —— PROCESS/ACTIVITY Details References
1 Designated Encode/scan/photo » Receive documents ¢ Data base
| Records copy records and classify communication
. Officer/receiving « For Internal distribution tracking
 Clerk ¢ Check the received |
completeness of » Logbook for the
attachments/ personal and
| enclosures, if any. miscelleanous
| | Inform originating e Print hard copy
| office of of the
| documents/records communication
which are unsigned or tracking for
with incomplete incomming
enclosures for
appropriate action
* Stamped “received”
except personal and
confidential |
documents/records !

* For offiical confidential .
documents/records

If for
distribution/mailing/ |
hand carry, keep the
packaging/envelope
intact and log
accordingly and
forward to concerned
personnel |




4\ DILG - REGION XIII (CARAGA)

QUALITY
PROCEDURE (QP)

QP-R13-FAD-11

Rev. Mo,

EMT. Dt
101617 |

Page
2of6

R&spohsihle
Personnel

PROCESS/ACTIVITY

Details

References

e For oﬂ‘i:dul non- '
confidentialdocuments/r
ecords:

* Read, analyze scan,
encode and initial the
document and put
control number in the
received data base
communication
tracking

= Classify as to:

Regional

FOls

NGAs

NGOs

Confidential &

personal

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

2 Designated
Records

Officer /receiving
Clerk

| Released distribution

for documents

# For internal distribution of | =
documents/records and
issuances to identified
concerned division or
personnel after .

= For external distribution of
documents/records and -
issuances such as:

co .

FOUs

NGAs

NGOs

LGUs

Transmitttal
letter as
receiving copy
or file

Registered mail

or thru LBC
Thru Email or
Fax

on Personnel

3 |Des1gnated

Officer /receiving
Clerk

Assign control
number

| Assign a serial numberto | »

the following regional
issuances and indicate as
follows:
* Regional Order ‘
¢ Regional Memo !
Circular :
Office Order

Regional
Issuances
Logbook (with
basis serial
nubering)

= Logbooks

L
* Memorandum [ :
v,
é Eﬂnf‘&

Messenger/Lias |




DILG - REGION XIII (CARAGA)

QUALITY
PROCEDURE (QP)

10.16.17 Jofe |

[
Step | Responsible | .o, cpcs/AcTIVITY Details References |
No. hml - |
e Stamped “Released” the '
documents/records
# Log the release
documentsfrecords with
tracking number if
registered mail or private
N courier
4 Designated Maintain « Scan the issuances and e Data Base
Records Files/storage save to designated communication
Officer /receiving etectronic folders. tracking
Clerk | = File copies of original .
issuances of the Regional |
| Office to designated I
| folders -
| » Secure backup of scanned |
| issuances. I
|
5 Designated Inventory of files e Appraise records by | « NAP Form 1
Records conducting inventory of records !
Officer/receiving documents/records inventory and
- Clerk annually by file station or appriasal
cablnets In accordance inventory Form
: with tne NAP General e NAP National
i records disposition inventory Form
i schedule commeon all gov't 2012
' agencies (GRDS) and DILG |
records disposition
schedule (RDS)
» Accomplish the NAP Form
No. Records Inventory and
Appraisal and NAP
National Inventory Form
2012 and establish /update
retention and dispgsition
period of records
6 | Designated Receive turned-over e Record the receipt of e List of non-
| Records non-current record turned-over non- current '
Officer /receiving current records and e Records
Clerk Receive and classify
whether valueless or e NAP
permanent records. Circular
; No. 1&2
; * For permanent
records, include in « GRDS
the List on non- Common
current Records and to
| store accordingly. 5 allGovern I

-




DILG - REGION XI1I (CARAGA)

QUALITY
PROCEDURE (QP) “ 00 | 101617

QP-R13-FAD-11

Step |  Responmsible | opocpss/acTIVITY Details References
No. Personnel
B ment
e For valueless * Agencies
records, confirm that
the indicated * Agency
retention period is Records
already exceeded as * Dispositio
per GRDS of NAP and n Schedule
agency RDS. Once
confirmed, list, # Listof
bundle and measure Disposable
' in cubic meter ready = Records
' | for disposal.
7 | Designated Request authority to | = If sufficient volume or » Letter-request
Records Dispose of Records weight of records for
| Officer/receiving disposal is met, prepare e Memo-
Clerk request for NAP transmittal
! authorization to dispose
records with Letter- = NAP Form No.
Request and Memo- 3 “Request for
transmittal. Authorityto |
| Dispose of
| # Submit request to SILG Records
orauthorized
representative for
| - signature. .
i 8 Authorized Approve Request ¢ Sign Request for e Letter-
Representative Authority to Dispose request
Records.
s Memo-
+ Return requestto transmittal
Records Section.
e NAPForm |
“Request
for
Authority
to Dispose
—— ] | of Records
9 Designated Record and Release | * Log the approved * Signed
Records the Request request. NAP Form
Officer/receiving “Request
Clerk + Forward the Letter- for
request and NAP Authority
Form to NAP. to Dispose
of
Records”
and Letter-
request




DILG - REGION XIII (CARAGA)

QU ALITY P-R13-FAD-11
PROCEDURE (QP) 101617
Ste Responsible :
Hﬂ’_‘ e 1 PROCESS/ACTIVITY Details References
10 | Designated Receive Authority to | e Receive and log Authority | e NAP Form No.
Records Dispose of Records to Dispose. 5
Officer /receiving | “Authority to
Clerk , * Prepare Request for Dispose of
| Public Bidding and Records”
Supporting Documents
and submit to GSD,
‘ |  Procurement Section.
| | — e a——
11 GSD, [ Conduct Public | » Referto procedure on | » Procurement
Procurement Bidding | Public Bidding. thru Public
Section, Bids and Bidding
Awards 5
Committee | R
12 Designated | Request the Disposal [ * Submit Contract with . » Contract
Records Date |  Winning Bidder to NAP '
Officer/receiving | and request for the
Clerk ' Disposal Date.
13 | Designated Receive NAP ¢ Receive and log NAP = NAP
Records Resolution for Resolution for disposal of Resolution for |
Officer/receiving Disposal of Records records. Disposal of
| Clerk Records
. + Coordinate and inform
| schedule of disposal to ”
participants.
14 | Chief, GSD; Conduct actual ¢ Conduct actual disposalto | e Records of
. Records Officer; Disposal be witnessed by NAP, COA Dispaosal
| COA and NAP representative and DILG-
representatives; CO representatives. = Official
Cashier e Sign the records of Receipt
disposal
* Records Officer: Remit
sale to Cash Section who
will then issue Official
Receipt.
| |
| : | |
15 | Designated Prepare » Fill-up NAP Form | » NAPForm No. |
| Records Certificate of Disposal “Certificate of Disposal” 6 “Certificate |
| Officer /receiving indicating the records of Disposal of
Clerk series, manner, date and Records”
place of disposal, volume
of record disposed and the

amount of sale and official |
reciept number.




DILG - REGION XIII (CARAGA)

UALITY P-R13-FAD-11

ROCEDURE (QP) i S S
Responsible | PRDEI'SSI;C'HWW ' ) Details | References
Personnel -. L 5

» Retain the original copy
and provide 1 copy to

NAP and another copy to
COA |
|16 Designated i Retain records | » Retain all records = Control of
Records generated in accordance Retained
Officer /receiving with Control of Retained Documented
Clerk Documented Information ‘ [nformation
Procedure and Masterlist Procedure
of Records » Masterlist of
| Records
e SP-R13-02

DEFINITION OF TERMS:

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

LEGAL REFERENCE:

e National Archives of the Philippines Act of 2007

Il'
5
4

BERNAD ABAYDAY DONA SERONAY

Admir. Aide V1 / Records CAO/0IC-Asst. Regional
Officer-Designate Director I
Process Owner | Regional QMR |




DILG CENTRAL OFFICE

QUALITY

QO0-QP-R13-FAD-11

OB]ECTIVE (QO) Rev. No. | Eff. Date Page
DIVISION/FOU Finance and Administrative Division, Records Section
QUALITY PROCEDURE ' 1 \NAGEMENT OF RECORDS
TITLE L S — =
[ - Key Performance Indicators (KPI) ' [ ~ Applicable
) o = Documents (e.g.
Frequency of
Responsible for | Communication
Function Indicator/Formula Monitoring
Monitorin Tracking System
Objective Target (if applicable) Results 8 D:t:g FS}
A . o - | - Loghook, etc)
* Records » Timely action = 90% ¢ Total no. of documents acted * Monthly * Records Officer | e Central Records
Management on Documents upon within 1 day upon receipt Management
(Receipt, received within / Total No. of Documents (Receipt,
Release, and 1 working day received. Release, and
Storage) upon receipt. Storage)Process
Data base and
Logbooks
» Timely request | » <5 working e 5th working » Records Officer | « NAP form
* Disposal of for NAP days # Date received of da}r of the request for
records authority to SILG/Authorized ensuing month authority to
dispose record Representative on approved of submission dispose
5 working days Authority to Dispose
upon receipt of
SILG/Authorize ' » Date of Request (NAP)
d
Representative e No. of days elapsed
on Authority to
Dispose
» <5 working » <5 working * Records Officer
e Timely days days on ¢ Certificate of | o, b
__preparation of » Certificate of disposal - preparation of Disposal ", “oqf'c,



DILG CENTRAL OFFICE Document Code

QUALITY

UBJECTIVE.(QO) Coo T osewr | gon
5 Key Performance Indicators (KPI) Applicable
it st e stk ct. s B ] Documents (e.g.
TISMOREY 0F Responsible for = Communication
Function Indicator/Formula Monitoring
Objective Target (if applicable) Results Monitoring Tra;l:l;%as;r:-tam
{ S o S [ Logbook, etc.)
certificate of Indicating the records series, certificate of
disposal within date official disposal
5 working days receipt/number/amount/Date
upon actual of conduct and place of
conduct of disposal, volume of records
disposal . disposed and signatures of
witnesses

e [ate of Certificate of Disposal

» Date of Actual Disposal

! ¢ No. of days elapsed

|"I'|'|"-I|'|'I.1 By

DDNALﬁ;ﬁﬂNAY LILIBE

: _ CAO/OIC - Asst. Regional Director | R
Process Owner Regional QMR Top Management

FAMACION, CESO III
ional Director




DILG REGION 13
PROCESS QUALITY MONITORING QME-QP-R13-FAD-11

Rev. No. EFff. Date Page
AND EVALUATION (QME) T e P

DIVISION/FOU | Finance and Administrative Division, Records Section
PROCEDURE
TITLE MANAGEMENT OF RECORDS B

1. 90% of received Documents acted upon within 1 working day upon receipt.
OBJECTIVE 2. Timely request for NAP authority to dispose records within five (5) working days upon receipt of SILG/Authorized representative’s
STATEMENT approved authority to dispose.

3. Timely preparation of Certificate of Disposal within five (5) working days upon actual conduct of disposal,
CURRENT
PERIOD
INDICATORS | Jan | Feb | Mar | Apr [ May [ Jun | Jul [ Aug | Sep | Oct | Nov | Dec | Total |
Objective 1: 90% of received Documents acted upon within 1 working day upon receipt.
A | Total no. of documents acted upon within 1 day ‘ ]

upon receipt
B | Total No. of Documents received. |
C | Formula: A x 100 ' Target Result: 90%
B

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

Objective Z: 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
working days | |

D | Gap Analysis: In case the objective is not met, put
, your analysis why it is not met
Objective 3: Timely preparation of Certificate of Disposal within five (5) working days upon actual conduct of disposal.

A | Date of Certificate of Dispus:ii_ ‘

B | Date of Actual Disposal j o




?) PROCESS QUALITY MONITORING | QME-QP-R13-FAD-11 |

Rev. Mo, Eff. Date Page
AND EVALUATION (QME) T
'€ T No. of days elapsed Target result =<5 | ‘ 1|
| workingdays | | | ||
| D | Gap Analysis: In case the objective is not met, put
|| your analysis why it is not met _
Note: For unmet targets, the QMS Secretariat will issue Corrective/Preventive Action Report (CPAR) duly signed by the DILG-CO Deputy QMR. ]

Prepai e By

' o - -
BERNADETTHE. SABAYDAY DONALD/A! SERONAY
| Admin. Aide VI / Records Officer-Designate |  CAO/ OIC -Asst. Regional Director

Process Owner Regional QMR
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DILG REGION 13 FM-QP-R13-FAD-11-01

Management of Records
P L h Rev. No. Eff. Date Page
r 00 10.16.17 lof1

QUALITY OBJECTIVE: 90% of received Documents acted upon within 1 working day upon receipt.

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

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

FREQUENCY OF MONITORING: Monthly
CURRENT PERIOD: October 16, 2017

Legend: AR = Available Record; NRM = No Record Maintained; AD = Already Disposed; R= Released; C = Confidential

Particulars Status, Disposition, and Action Taken
Division/ Date
2 Date Remarks
No. Section In Met
Control Date Document Record/ Racord/ S (indicate the Notes
; Charge AR |[NRM | AD [ CO | R Document | (same (other
Nao. Received | Received Document reason if target is
Released day) day)
Issued unmet)

TOTAL
RESULT %

. ..ﬁ/r__ o
Bmunni%«mmﬂ DONALR Al SERONAY /O

Cry Ny,

Admin. Aide VI / Hecdrds Officer-Designate CAO/OIC -Asst. Regional Director N D"_” )
Process Owner Regional QMR [t




Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERANMENT
REGION XIII (CARAGA) M-QP-R13-FAD-11-02
1559 Matimco Bldg, Km 4., Libertad, Butuan City

caraga.dilg.gov.ph [ Rev. No. Eff. Date | Page
Republic of the Philippines 00 10.16.17 Tofl
LOGBOOKS OUTGOING COMMUNICATIONS
DATE SECTION/FOCAL PERSON ADDRESEE SUBJECT COURIER TRACKING NUMBER
SENDER

LILIBETH A. FAMACION, CESO Il
Regional Director
Top Management

Designate Recardg Officer/Records Clerk




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XIII (CARAGA)

FH-Q P-R13-FAD-11-03

1559 Matimco Bldg, Km 4., Libertad, Butuan City

caraga.dilg.gov.ph Rev.No. Eif. Date Page
Republic of the Philippines i 10.16.17 lof]
Communication Tracking Data Base
Document | Document Origin Sender's Document
in Type Rk i Subject Attachment | Recorded By: Date Time
| &apreamd b oL U LT

ULIBETH%H. CESO Il

Regional Director
Top Management




