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RECORDS
Any recorded information or data, 

regardless of medium or characteristic, 
made or received by an agency, in 

connection with its functions, operations 
and transactions; preserved as evidence

of its content value.
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2 TYPES OF RECORDS

FACILITATIVE
- records common to all government offices  
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2 TYPES OF RECORDS

SUBSTANTIVE
- records created in line with the unique

functions of the agency   
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RECORDS MANAGEMENT CHAIN

DISPOSITION
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Systematic 
Transfer of 

Non-current
records

Preservation
of 

Permanent
records

Destruction
of Valueless

records

RECORDS DISPOSITION

RECORDS DISPOSITION ADMINISTRATION



“Control your records 
before they control you” 

- Anonymous 
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RECORDS DISPOSITION 
PROGRAM (RDP)

PLAN of ACTIVITIES:

➢ Retention
➢ Transfer
➢ Destruction of Records
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Preservation of
Permanent records

Retirement of
temporary

Non-current records
Destruction of

Valueless records

Retention of
Active records
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REQUISITES OF A SUCCESSFUL RDP

Top Management Support

Program Directive

Organization/Personnel 
Responsible

Phasing of the Program
(Time Table)

➢Records Officer/Custodian
➢Records Management

Improvement Committee
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Example of Directive to form RMIC
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Appraise the records to 
determine the different 

values attached to them

Establish the retention period 
for each record series

Recommend the approval
of the RDS

The RMIC shall do the following:
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ACTIVITIES OF RDP

1. Records Inventory
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Rule 25 Art. 39 IRR RA 9470; 
Inventory of Public Records 

“ALL government offices shall 
regularly conduct an inventory of 
their public records and shall be 

mandated to keep the following in 
their respective registry;”
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Descriptive listing of the 
records holdings of an agency. 

It is usually done by records series.
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RECORDS SERIES

Group of related records arranged under a 
single unit or kept together as a unit because 

they deal with a particular subject, result from 
the same activity or have a special form.
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OBJECTIVES 
OF RECORDS 
INVENTORY
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To identify and locate
the records series
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OBJECTIVES 
OF RECORDS 
INVENTORY To determine the 

volume of the records 
(in cubic meters)

Open Shelf = L x W x H

4 drawer filing 
cabinet = 0.224 cu. m.

1 drawer 
= 0.056 cu. m.
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OBJECTIVES 
OF RECORDS 
INVENTORY To determine the age 

of the records

RECORDS DISPOSITION ADMINISTRATION



OBJECTIVES 
OF RECORDS 
INVENTORY

To find out the present
and future needs of the 
agency in terms of filing 
equipment, floor space 
and records personnel
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We inventory to locate:

UNUSUAL RECORDS
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Turn Over of Records to Successor
(Rule 36, Article 57 IRR of RA 9470)

IMPORTANCE OF RECORDS INVENTORY 
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Serves as guide in the absence of the 
records officer/custodian

IMPORTANCE OF RECORDS INVENTORY 
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Records Management Audit 
(Rule 52, Article 87-88 of IRR)

IMPORTANCE OF RECORDS INVENTORY 
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Disaster Preparedness

IMPORTANCE OF RECORDS INVENTORY 

RECORDS DISPOSITION ADMINISTRATION



Heritage Resources (documents) can be used as 
material for tourism guides, inspiration of product 

designs and teaching modules

IMPORTANCE OF RECORDS INVENTORY 
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QUALITIES OF 
RECORDS INVENTORY

❑ It must cover all records

❑ It must cover the entire 
agency or organization

❑ It must be clear with respect 
to both records description
and disposition instruction
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3 Basic Methods of Taking Inventory 

1By Questionnaire
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2By Consultation

3 Basic Methods of Taking Inventory 
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3 By Physical Inventory

3 Basic Methods of Taking Inventory 
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Physical Inventory
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NAP FORM NO. 1
RECORDS INVENTORY AND APPRAISAL
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Memorandum Circular No. 78, s. 1964

PROMULGATING RULES GOVERNING SECURITY OF CLASSIFIED 

MATTER IN GOVERNMENT OFFICES.

“SECURITY OF CLASSIFIED MATTER IN GOVERNMENT 
DEPARTMENTS AND INSTRUMENTALITIES” 

- for safeguarding official matters affecting the national security, to be 

enforced and observed in all departments, bureaus, offices and 
agencies of the government in all national, provincial, municipal and city 

levels, are hereby promulgated

RESTRICTIONS
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➢ Top Secret

➢ Secret

➢ Confidential

➢ Restricted

➢ Open Access
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Memorandum Circular 
No. 2104-01

ELECTRONIC RECORDS 
MANAGEMENT POLICY



ACTIVITIES OF RDP

1. Records Inventory
2. Appraisal of Records
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RECORDS 
APPRAISAL

It is the process by which 
records are carefully and 
systematically studied and 
analyzed for the purpose of 
establishing their respective 
appropriate values which 
will be vital factors in their 
final disposition.
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OBJECTIVES OF APPRAISING RECORDS

To establish a reasonable and acceptable 
retention period for various types of 

records

To identify records (a) with no value      
(b) that can be transferred and (c) with 

permanent value
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APPRAISAL OF RECORDS INTO 2 CATEGORIES

Agency’s 
Point of 

View

Archival 
Point of 

View
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BASIC CONSIDERATIONS

Temporary
or

Permanent

Administrative
Fiscal
Legal

Archival

APPRAISAL OF RECORDS
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ACTIVITIES OF RDP

1. Records Inventory
2. Appraisal of Records
3. Establishment of Retention Period
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How long the records should be retained
in the agency to satisfy both the
administrative and legal requirements

ESTABLISHMENT OF 
RETENTION PERIOD
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RETENTION 
PERIOD

- Specific period of time
established and approved by 
the National Archives of the  
Philippines as the life span of 
records, after which they are 
deemed ready for 
permanent storage or 
destruction.
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RETENTION PERIOD FOR TEMPORARY RECORDS 
MAY BE EXPRESSED IN TWO WAYS

1. A fixed period after records in the series or
system are created e.g. – 2 yrs; 5 yrs; 10 yrs.

2. A fixed period after a predictable event. The
wording depends on the action involved e.g. – 2
years after acted upon; 10 years provided post-
audited, and finally settled.
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EXAMPLES
“after completion”

(as of a study, project, audit)

“after publication”
(as of monthly reports)

“after sale/transfer”
(as of personal or

real property)

“after superseded”
(as of administrative

directive)
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ACTIVITIES OF RDP
1. Records Inventory
2. Appraisal of Records
3. Establishment of Retention Period
4. Development of RDS
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RECORDS DISPOSITION SCHEDULE

A written account of the action to 
be taken with respect to all records 

maintained by the agency.
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A RECORDS DISPOSITION SCHEDULE
Should:

Cover all records 
created and 

maintained by 
the Agency

Provide an accurate 
description of each 

record series

State the number of years 
each record series must be 

kept before transfer or 
destruction
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Sample of an Approved RDS
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BENEFITS OF RDS

Ensure that records needed for legal, fiscal and 
administrative purpose will not be destroyed 

prematurely
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BENEFITS OF RDS

Allows records that are  no longer useful to be 
destroyed legally
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BENEFITS OF RDS

Helps reduce the space and equipment necessary 
for filling records, thus, saving money
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BENEFITS OF RDS

Provides information for a vital records protection plan
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BENEFITS OF RDS

Ensure the preservation of records with historical
and research value
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BENEFITS OF RDS

Determine what and when records may be 
transferred to inactive storage
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BENEFITS OF RDS

Assists  with making reformatting decision
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KINDS OF SCHEDULES

GENERAL SPECIFIC
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NAP General Records
Disposition Schedule (GRDS)

RULE 29, ART. 45 IRR
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LGU General Records
Disposition Schedule

RULE 29, ART. 45 IRR
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AGENCY Records
Disposition Schedule

RULE 28, ART. 44 IRR
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ACTIVITIES OF RDP
1. Records Inventory
2. Appraisal of Records
3. Establishment of Retention Period
4. Development of RDS
5. Preparation, Submission and Approval of 

RDS
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APPROVAL OF RDS

RDS prepared in NAP Form No. 
2 (Records Disposition Schedule)
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APPROVAL OF RDS

RDS prepared in NAP Form No. 2 
(Records Disposition Schedule)

Approval of Agency Department 
Head or Authorized Representative
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APPROVAL OF RDS

Development of Records Disposition Schedule
RECORDS DISPOSITION ADMINISTRATION

RDS prepared in NAP Form No. 2 
(Records Disposition Schedule)

Approval of Agency Department 
Head or Authorized Representative

Review of Records Management 
Improvement Committee



APPROVAL OF RDS

Approval of RMIC Chairman and 
Agency Head
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APPROVAL OF RDS

Approval of RMIC Chairman and 
Agency Head

Review of the RMEC Sub Committee
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APPROVAL OF RDS

Approval of RMIC Chairman and 
Agency Head

Review of the RMEC Sub Committee

Review of the Records Management 
Evaluation Committee (RMEC)
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RMEC Review
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RMEC Review
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APPROVAL OF RDS

Approval of RMEC Chairman
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APPROVAL OF RDS
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APPROVAL OF RDS

Approval of RMEC Chairman

Review and Approval of Deputy 
Executive Director
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APPROVAL OF RDS

Approval of RMEC Chairman

Review of Deputy Executive Director

Approval of the Executive Director
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Sample of an Approved RDS
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ACTIVITIES OF RDP
1. Records Inventory
2. Appraisal of Records
3. Establishment of Retention Period
4. Development of RDS
5. Preparation, Submission and Approval of 

RDS
6. Application/Implementation of RDP
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Activities in the Implementation of RDP

Preservation of 
Permanent Records

Transfer of 
Non-current Records

Disposal of 
Valueless Records

Retention of 
Active Records

RECORDS DISPOSITION ADMINISTRATION



PRESERVATION 
OF 

PERMANENT RECORDS
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“Archivists makes it last longer” 

- Anonymous 
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Preservation of Records
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TRANSFER
OF 

NON-CURRENT RECORDS
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A systematic movement of non-current records
from high cost office space and equipment
into a low cost controlled storage area.

Transfer of Records
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DISPOSAL 
OF 

VALUELESS RECORDS
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Rule 30 Art. 46 IRR RA 9470; 
Disposal of Public Records 

“NO government 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 for

the Executive Director of NAP
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RECORDS 
DISPOSAL

- act of removing 
valueless records from 
existing agency files or 
storage areas and getting 
rid of them by selling, 
burying or sale after 
shredding or other ways of 
destroying them.
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MODES OF DISPOSAL

RECORDS DISPOSITION ADMINISTRATION

http://www.google.com/imgres?imgurl=http://static.coco.sensis.com.au/20120517t161325n00f0165/58_document_destruction_th.jpg&imgrefurl=http://www.yellowpages.com.au/see/business-records-destruction-category&h=185&w=300&tbnid=LKlv88AmDsmMtM:&zoom=1&docid=MmCOIWlnytce8M&ei=SnQ3U5WnJNGZiQfsxoCoCw&tbm=isch&ved=0CHkQhBwwDQ&iact=rc&dur=519&page=1&start=0&ndsp=17


MODES OF DISPOSAL
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MODES OF DISPOSAL
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DISPOSAL PROCEDURES

STEP

1 Determination of valueless 
records for disposal
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DISPOSAL PROCEDURES

STEP

2Prepare NAP Form No. 3 –
Request for Authority to Dispose of Records
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NAP Form No. 3
Request for Authority 
to Dispose of Records
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Rizal Technological Avenue

Boni Ave., Mandaluyong City
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November 28, 2024                  123-45678        ab@cde.com
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NAP
General Records

Disposition Schedule
(GRDS)
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DISPOSAL PROCEDURES

CORRESPONDENCES (ROUTINE) – 2 years after acted upon

2023 – 2 years = 2021 below are disposable

2000       - 2021

DISPOSABLE

2022         -

NOT DISPOSABLE

present

Previous year

– retention period  

=  Latest year disposable
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CORRESPONDENCES

ROUTINE

8 2000 – 2021 2 years, acted 

upon
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NAP
General Records

Disposition Schedule
(GRDS)
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DISPOSAL PROCEDURES

VOUCHERS – 10 years provided post-audited, finally settled

2023 – 10 years = 2013 below are disposable

2000       - 2013

DISPOSABLE

2014         -

NOT DISPOSABLE

present

Previous year

– retention period  

=  Latest year disposable
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VOUCHERS93 2000 – 2013 10 years,  

post-audited, 

finally settled
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This is to certify that the above-mentioned records are no longer 

needed and not involved nor connected in any administrative

or judicial cases.

Pedro Makatao

Executive Director
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Boni Avenue, Mandaluyong City

November 28, 2024 123-45678 abc@def.com

7

91

COMMUNICATIONS (ROUTINE)

VOUCHERS

2000-2020

2000-2012

2 years, acted  
upon

10 years, post-
audited, finally
Settled

RIZAL TECHNOLOGICAL UNIVERSITY

Sample:
Accomplished 
Form No. 3
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DISPOSAL PROCEDURES

STEP

3 Evaluation of Request for 
Disposal
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Sample:
Evaluation Report
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DISPOSAL PROCEDURES

STEP

4Issuance of Authority to 
Dispose Records
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Sample:
Authority to Dispose 

of Records
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DISPOSAL PROCEDURES

STEP

5 Notification of Approval 
of Request
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Sample:
Notification
of Approval
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DISPOSAL PROCEDURES

STEP

6Segregation and Custody
Of Valueless Records
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DISPOSAL PROCEDURES

STEP

7 Actual Disposal
Witnesses (a) Agency (b) COA (c) NAP
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DISPOSAL PROCEDURES

STEP

8 Proceeds of Sale
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DISPOSAL PROCEDURES

STEP

9Issuance of Certificate 
of Disposal
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Sample:
Certificate of 

Disposal
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DISPOSAL OF DAMAGED PUBLIC RECORDS

NAP General Circular 2 Rule 13
Requirements:
▪ Official report

Non-usability and extent of damage  
Information on what other agency 
records can data be found

▪ Photo documentation

▪ Request for Authority to Dispose 
(NAP Form No.3)

▪ COA Certification 

▪ Conduct of Inspection (RMSD, APD)
Damaged records by 

typhoon Yolanda
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OFFENSES (Article VI, Section 40)

A person who, willfully or negligently, damages a
public record or disposes of or destroys a public
record other than in accordance with the
provisions of this Act or contravenes or fails to
comply with any provision of this Act or any
regulations made under this Act shall be deemed
to have committed an offense.
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PENALTIES (Article VI, Section 41)

❖A fine of not less than P500,000.00 but not 
exceeding P1M or;

❖ Imprisonment of not less than 5 years but not 
more than 15 years and/or;

❖both fine and imprisonment;
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PENALTIES (Article VI, Section 41)

❖Perpetual disqualification from public office;

❖Forfeiture of his salary and other lawful 
income.
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POINTS TO BE EMPHASIZED

1. Disposition of Records is not only
Disposal of Records

2. Agency RDS and NAP GRDS are Legal 
Bases for disposition of public records

3. Establish or update your RDS by 
inventorying your record holdings

4. RDP should be implemented by every 
government  agency

5. Creation / reconstitution of RMIC is 
important for a successful RDP
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POINTS TO BE EMPHASIZED

6. All government agencies are covered 
by RA 9470

7. An Authority to Dispose Records shall 
be issued by NAP. These are necessary 
for check and balance.

8. Damaged public records needs to be 
requested for an issuance of Authority 
to Dispose by NAP 
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“The preservers of history are as heroic 
as its makers” 

- Pat Neff
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THANK YOU !!!
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