g?ﬁ%EDURE CONTROL OF RETAINED DOCUMENTED INFORMATION
SCOPE This process starts from the identifying retained documented information (records) up
to disposition when retention period is reached.
To ensure that records (retained documented information) are appropriately identified,
PURPOSE/S o
managed, controlled and maintained.
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
[ s CONTROL OF RETAINED CONTROLLED RETAINED
S Documented Information DOCUMENTED DOCUMENTED 'NFORMAT'O: U—
oo INFORMATION
DESCRIPTIVE STATEMENT:

Process owner identifies retained documented information, submits list thereof to the QMS Secretariat and
determines manner of filing, retention period and manner of disposal. QMS Secretariat then subjects the
same to Masterlist of Retained Documented Information.

Sl\tlep e PROCESS/ACTIVITY Details References
o. Personnel
1 | Process Owner Identify retained e Identify the retained e Masterlist of
documented information documented information Records
generated from the
implementation of QMS
processes and record
them in the Masterlist of
Records.
2 Process Owner Define Retention Period | e Define the retention e Masterlist of
and retrieval mechanism Period in accordance Records
with RA 9470, the
National Archive of the e RA 9470 -
Philippines (NAP) Act of National
2007. Archiving of the
Philippines Act of
e Coordinate with Regional 2007
Records Officer.
e Filing Mechanism could
either be chronological,
alphabetical, and
sequential.
3 Process Owner Define storage location e Define storage location | e Masterlist of
in the Masterlist of Records
Records.
e Storage location should
be appropriate to
prevent damage and
pilferage of information
from the records.
4 Process Owner Store records e Store records according | e Masterlist of

to the defined filing

Records
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=g PROCESS/ACTIVITY Details References
No. Personnel
system and retention
period. e Memo transmittal
with the list of
e Upon reaching the records for turn-
retention period, turn- over
over all records to the
Regional Records
Controller (RRC).
Note: To ensure ¢ Confidentiality
confidentiality of records, and Non-
control access of records Disclosure
from other persons/ Statement (CNS)
organizations on need-to- Form
know basis through proper
approvals from concerned
authorities.

5 Regional Archive records e Archive records in e Masterlist of
Records accordance with the Records
Controller defined archiving as per

National Archives of the | ¢ RA 9470 -

Philippines Act of 2007 National

requirements. Archiving of the
Philippines Act of
2007

6 | Regional Request for records e Upon reaching the e Masterlist of
Records disposal defined archiving period, Records
Controller accomplish NAP Form

No.3 and wait for NAP e Certificate of

approval. Disposal of
Records (NAP

e Upon approval, Form No. 6)

accomplish NAP Form

No. 6 for the certification | e Request for

of record disposal Authority to
Dispose Records
(NAP Form No. 3)

7 Regional Dispose records e Disposal of records is e Certificate of
Records supervised and Disposal of
Controller, COA witnessed by NAP, COA Records (NAP
and NAP and Regional Records Form No. 6)
Representative Officer.

s
e NAP, COA and DILG-CO
Regional Records Officer
sign the Certificate of
Disposal of Records.

8 Regional File records e Retain records in e Retained
records accordance with Control Documented
controller of Retained Documented Information

Information Procedure Procedure

and Master List of
Records.

e Master List of
Records
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