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PROCEDURE (QP)

Eff. Date

:.?.ﬁ‘%EDURE MAINTENANCE, STORAGE AND DISPOSAL OF DOCUMENTS/RECORDS
This process starts from the receipt of documents, maintenance, storage, and disposal
SCOPE of Documents/Records in compliance with National Archive of the Philippine (NAP)
regulations.
To ensure the systematic control and management of documents/records and facilitate
PURPOSE traceability and enable easy retrieval based on the NAP regulations.
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
Catalogue of
Documents/Records
Inventory of Certificate of Disposal of
Documents/Records Records
MAINTENANCE,
zgglf; (/) (i:li‘fy‘}o of STORAGE AND
i DISPOSAL OF DAC/NAP/COA/
Divisions/ S| DOCUMENTS/RECORDS | ESESSSSSSS)  Records Officer
Section/Units

DESCRIPTIVE STATEMENT: The Records Officers receive, analyze and classify and records/logs
documents/records and provide each Division/Section/Units with copy of General Records Disposition
Schedule as basis in the conduct of the respective inventory of documents/records for
maintenance/storage/disposal. Records Officer facilitates the disposal of documents/records upon receipt
of turned-over non-current records and approval of request for disposal from the National Archives of the
Philippines (NAP).

Step Responsible

N PROCESS/ACTIVITY Details References
0. Personnel ,
A | Maintenance and Storage of Documents/Records
1 Records Officer Classification and | Sort, set in order, shine
(RO/PO/CD/CLGOO | Storage of Records standardize and sustain all
of Cotabato City) document information
Analyze, arrange/classify
document information by
Category in a

Chronological/alphabetical/
sequence (scanned and hard
copies) (Department Order,
Memoranda, Memorandum,
Circulars, Advisories,
Circulars, Regional Orders,
Memorandum Circulars,
Letters, Endorsements)

e Scan the issuances and e Database for
save to designated Issuances
electronic folders.




Republic of the Philippines Document Code
DILG - REGION 12 (SOCCSKSARGEN) QP-R12-FAD-11

00 710.01.17 20f 5

PROCEDURE (QP)

Step Responsible

PROCESS/ACTIVITY Details References
No. Personnel

e File original issuances to
designated filing folder
and shelves.

e Encode the (Subject,
Title, Date) of the
Issuance in the database
system

e File the
documents/records
methodically in
designated filing
cabinets, shelves or
boxes properly labeled
and identified.

e Maintain records thru
conduct of regular
inspection to ensure
adequate protection and
preservation of it.

2 Monitor Records e Appraise records by e NAP Form 1-
conducting inventory of (Records
documents/records Inventory and
annually by file station Appraisal)

or cabinets in accordance
with the NAP General e NAP GRDS
Records Disposition
Schedule Common to All e DILG RDS
Government Agencies
(GRDS)and DILG Records
Disposition Schedule
(RDS).

e Accomplish the NAP
Form No.1 (Records
Inventory and Appraisal)
and NAP Form No. 3
(Request for Authority to
Dispose of Records) and
establish /update
retention and disposition
period of records.

3 Conduct File Break e Atthe end of the e NAP GRDS
calendar year, conduct
file break in accordance e Agency RDS
with the GRDS and the
RDS.
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Step Bespousibie PROCESS/ACTIVITY Details References
No. Personnel
Segregate files that

meets the minimum
period of retention and
bundle for disposal.

Conduct disposal of
records at least every
two years.

B | Disposal of Records

REQUEST FOR DISPOSAL
1 Records Officers
(RO/PO/CD/CLGOO
of Cotabato City)

Receipt of Records and
Preparation of request
for authority to
Dispose of Records

Record the receipt of
turned-over non-current
records and classify
whether valueless or
permanent records.

e List of non-
current
Records

e NAP Circular

No. 1&2

For permanent records,
include in the Listonnon- | e NAP GRDS
current Records and
store accordingly.

e Agency
For wvalueless records, Records
confirm that the Disposition
indicated retention Schedule
period is already
exceeded as per GRDS of | e Listof
NAP and agency RDS. Disposable
Once confirmed, list, Records
bundle and measure in
cubic meter ready for
disposal.

2 RD/ ARD /PM/ Review and Request If sufficient volume or e Letter-
CLGOO of Cotabato | Approval weight of records for request
City disposal is met, prepare

request for NAP e NAP Form
authorization to dispose No. 3
records with Letter- “Request for
Request. Authority to

Dispose of
For PDs/CD/CLGOO of Records

Cotabato City, Submit the
list to RO for inclusion of
the request

Submit request to
Regional Director or
authorized
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Sl\t]ff R;:fs";‘;:;lle PROCESS/ACTIVITY Details References
representative for
signature.
3 |RD Review and Approval Sign Request for Letter-
Authority to Dispose request
Records, if in order.
NAP Form
Return request to “Request for
Records Section, if found Authority to
deficient. Dispose of
Records

4 | Records Officers Record and Release Log the approved Signed NAP
(RO/PO/CD/CLGOO | the Request request. Form
of Cotabato City) “Request for

Forward the Letter- Authority to
request and NAP Form to Dispose of
NAP. Records” and
Letter-
request
PROCESSING OF DISPOSAL

5 Records Officers Receipt of Authority Receive and log NAP Form
(RO/PO/CD/CLGOO Authority to Dispose. No. 3 -
of Cotabato City Authority to

Prepare Request for Dispose of
Public Bidding and Records
Supporting Documents

and submit to Disposal

and Appraisal Committee

(DAQ).

6 Disposal and Conduct Public Refer to procedure on QP-R12-FAD-
Appraisal Bidding Procecurement of Goods 04
Committee (DAC). and Services and NAP

Guidelines

7 Chief, Conduct actual Conduct actual disposal Records of
FAD/PDs/CDs; Disposal to be witnessed by NAP, Disposal
Records Officer; COA representative and
COA and NAP DILG-CO representatives. Official
representatives; Receipt
Cashier Sign the records of

disposal
Records Officer: Remit
sale to Cash Section who
will then issue Official
Receipt.
8 | Records Officers Prepare Fill-up NAP Form “Certificate of
Certificate of Disposal “Certificate of Disposal” Disposal of
indicating the records Records”
series, manner, date and
place of disposal, volume
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Step Responsible

PROCESS/ACTIVITY Details References
No. Personnel

of record disposed and
the amount of sale and
official reciept number.

e Retain the original copy
and provide 1 copy to
NAP and another copy to
COA

9 Process Owner Maintain record e Mainftain Records in e Masterlist of
accordance with the Records
Control of Records
Procedure and the
Masterlist of Retained
Documented Information

Definition of Terms:
e Issuance-communications/issuances prepared/issued by DILG Central office and other agencies

e File Break or cut-off period- termination of a filing activity for a particular file and the beginning of
a new filing period.

Legal References:

¢ DILG Circular No. 2016-03 dated January 27, 2016 re Guidelines and Procedures on Disposal or
Records and Use of Records Dispotion Schedule (RDS)

e NAP General Circular No. 1 & 2 and GRDS 2009 (Rules and Regulations Governing the Management
of Public Records and Archives Administration, Guidelines on the Disposal of Valueless Records in
Government Agencies and General Records Disposition Schedule)

e NAP General Circular No. 4 (Guidelines on National Inventory of Records and Archives)

e NAP Form 1 - Records Inventory And Appraisal

e NAP Form 2 - Records Disposition Schedule

® NAP Form 3 - Request for Authority to Dispose of Records (Revised 2012)

)
epared b eviewed b Approved b

= (5 o~
MARIANGLEMAS. T -BASCOS | DENNIST. SUCOL LAILYN A%, CESE REYNALD(G M. BPUNGUB , CESO IV
“Rrocess Owher ) Deputy QMR Regional QMR Management \Z
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OFFICE FINANCE & ADMINISTRATIVE DIVISION - RECORDS SECTION
g},’rﬁlw PROCEDURE | /A |NTENANCE, STORAGE AND DISPOSAL OF DOCUMENTS/RECORDS
Key Performance Indicators (KPIs) Frequency of Responsible for | Applicable Documents
Function Objective Target Indicator/Formula Monitoring Results Monitoring (e.g. Tracker,
i i Monitoring Log Sheet,
(if applicable) Report, Memo, etc.)
e Maintenance, e Request for e Submission of request by April 30 to NAP e Annual e Records e Monitoring Log
Storage and Authority to dispose 1 Officer Sheet, Memorandum
Disposal of records to NAP or Letter
Documents/Records submitted by April
30 of every Calendar
Year
e Disposal of records | 90% e Disposal of records made within thirty (30) | ¢ Annual e Records
made within thirty days from receipt of Authority from NAP Officer

(30) days from
receipt of Authority
from NAP

e No. of Disposals activities within 30 days
from receipt of authority

7 (PO/CO/RO) - No of Office with no
disposal
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EVALUATION (QME)
OFFICE FINANCE & ADMINISTRATIVE DIVISION - RECORDS SECTION
PROCEDURE TITLE MAINTENANCE, STORAGE AND DISPOSAL OF DOCUMENTS/RECORDS
1. Timely request for Authority to dispose records to NAP submitted by April of every Calendar Year
OBJECTIVE STATEMENT 2. Timely disposal of records made within thirty (30) days from receipt of Authority from NAP
CURRENT PERIOD
INDICATORS CY XXXX CY XXXX CY XXXX TOTAL

Objective 1: Timely request for Authority to dispose records to NAP submitted by April of every Calendar Year

A | Request to NAP submitted by April 30 of each CY | |

B | Gap Analysis: (In case the objective is not met, put your analysis

why it is not met)

Objective 2: Timely disposal of records made within thirty (30) days from receipt of Authority from NAP

A | No. of Disposals activities within 30 days from receipt of

authority

7 (PO/CO/RO)

No. of Office with no disposal

Formula:_A x 100
B-C

Gap Analysis: (In case the objective is not met, put your analysis

why it is not met)

Target Result: 90%

m| O |OfwW

Note: Forunmet targets, concerned QMS Secretariat shall initiate correction and corrective action using the Corrective Action Report (CAR) and attach it to this form.
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Process Owner Deputy QMR

' Prepared by: Reviewed by: Approved by:
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i 2y A& % /
MARIAGLEMA S. TALUA-BASCOS DENNIS T./SUCOL LAILYN A. ORTIZ, CESE REYNALDGQ BUNGUBUNGKWCESO IV
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MAINTENANCE, STORAGE AND DISPOSAL OF DOCUMENTS/

RECORDS Process Summary Logsheet (PSL)

QUALITY OBJECTIVE: Timely disposal of records made within thirty (30) days from receipt of Authority from NAP

FREQUENCY OF MONITORING: SEMESTRAL

COVERED PERIOD
Due Date of Submission

| Document Code

FM-QP-R12-FAD-11-01

i

OBJECTIVE NO. 2 RESULTS

Target=Once

No. Control No. RO/PO/CO Date Received Date of Disposal in every o e REMARKS, IF
Authority Activity Three (3) UNMET
years
1
2
3
4
5
6

TOTAL
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MAINTENANCE, STORAGE AND DISPOSAL OF DOCUMENTS
RECORDS Process Summary Logsheet (PSL

10.01.17

Prepared by: Noted by:

Process Owner Deputy QMR

Approved by:
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Division: FINANCE AND ADMINISTRATIVE DIVISION (RECORDS SECTION)
MASTER LIST OF INTERNAL DOCUMENTS

REVISION
ENT CODE DOCUMENT TITLE - > ;
A oo | o1 | 02 03 | 04 [ o5
MAINTENANCE, STORAGE AND DISPOSAL OF DOCUMENTS/RECORDS
QP-RO12-FAD-11 Quality Procedure: Maintenance, Storage and Disposal of 10.01.17
Documents/Records
Q0-QP-R12-FAD-11 Quality Objective: Maintenance, Storage and Disposal of 10.01.17
Documents/Records
QME-QP-R12-FAD-11 Quality Monitoring and Evaluation: Maintenance, Storage and Disposal of 10.01.17
Documents/Records
FM-QP-R12-FAD-11-01 Process Summary Logsheet: Maintenance, Storage and Disposal of 10.01.17
Documents/Records
FM-SP-R12-03A-01 Master List of Internal Documents: Maintenance, Storage and Disposal of 10.01.17
Documents/Records
FM-SP-R12-03B-01 Master List of External Documents: Maintenance, Storage and Disposal of 10.01.17
Documents/Records
FM-SP-R12-03C-01 Maste.r List of Retained Documented Information: Maintenance, Storage 10.01.17
and Disposal of Documents/Records
FM-SP-R12-02-01A Risk Registry (Objective): Maintenance, Storage and Disposal of 10.01.17
Documents/Records
FM-SP-R12-02-01B Risk Registry (Process): Maintenance, Storage and Disposal of 10.01.17
Documents/Records
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Division: FINANCE AND ADMINISTRATIVE DIVISION (RECORDS SECTION)

MASTER LIST OF EXTERNAL DOCUMENTS

REVISION
00 | o1 [ o2 | 03 [ o4 05

DOCUMENT CODE DOCUMENT TITLE

MAINTENANCE, STORAGE AND DISPOSAL OF DOCUMENTS/RECORDS

DILG Circular No. 2016-03 dated January 27, 2016 re Guidelines and
Procedures on Disposal or Records and Use of Records Dispotion Schedule (RDS)

10.01.17

NAP General Circular No. 1 & 2 and GRDS 2009 (Rules and Regulations
Governing the Management of Public Records and Archives Administration,
Guidelines on the Disposal of Valueless Records in Government Agencies and
General Records Disposition Schedule)

10.01.17

NAP General Circular No. 4 (Guidelines on National Inventory of Records and

Archives)
NAP Form 1 - Records Inventory And Appraisal 10.01.17
NAP Form 2 - Records Disposition Schedule 10.01.17

10.01.17

NAP Form 3 - Request for Authority to Dispose of Records (Revised 2012) 10.01.17
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Division/Unit: FINANCE & ADMINISTRATIVE DIVISION - RECORDS SECTION

Document Code

FM-SP-R12-03C-01

MASTERLIST OF RETAINED DOCUMENTED INFORMATION

FILING SYSTEM

RETENTION PERIOD

DOCUMENT CODE DOCUMENT TITLE CUSTODIAN | LOCATION DISPOSAL
FOLDER | SCHEME | ACTIVE |STORAGE| TOTAL
MAINTENANCE, STORAGE AND DISPOSAL OF DOCUMENTS/RECORDS
Process Quality Monitoring &
Evaluation: Maintenance, Storage
-QP-R12-FAD- ' 2
QME- ZFal-11 and Disposal of Documents / S years
Records
Process Summary Logsheet: . ) .
FM-QP-R12-FAD-11-01 Maintenance, Storage and Disposal Records Filling | Disposal of Sequential 2 years 2 years |shredding/re-
of Documents / Records Officers Cabinet Records use
2 years 2 years
Inventory Records after after
audit audit
Request Authority to Dispose 2years |3years |5years
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RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION: INISTRATIVE D -
PROCEDURE: RAGE AND
RELEVANT RISK ASSESSMENT RISK CONTROL PLAN
INTERESTED EAISTING ACTION
VANT
OBJECTIVE HeEH PARTIES (refer | POTENTIAL RISK | RISK TRIGGER EEELH RS Lo RISKIRVEL RISK | oo pis | PLANGF
ISSUE(S) ; (Positive or Negative) | CONTROL | IMPACT | LIKELIHOOD |DETECTION | RATING S,NS | CONTROL ’ risk rating | RESPONSIBLE | TIMELINE | RESOURCE
to IP Matrix for MEASURE (LM, H) AcTioN | Priority NoJ i
Requirements) significant)
o Timely request for
Authority to dispose |Delayed Delayed disposal delayed processing
records to NAP submission of of Overlapping of |forthe issuance of |Designate
submitted by April  |inventory documents/record |tasks authority to dispose |alternate
ofevery Calendar  |reports S by NAP
Year
«Timely disposal of Divisions/Sectio Disposal of Provision
aren
records  made k?I‘GIAE;’W e ns/Units/Field |unconducive documents which  |of 3 3 2 = o4 NA . e £ e g
within thirty (30) s Offices/NAP/DIL |workplace might not be done  |temporary
Guidelines ;
days from receipt of G-CO for disposal Storage
No enough
space
designated for
Records/
RISK ASSESSMENT: Rﬁ‘lrslxtfl G RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3-Moderate; 4-Major; 5-Extreme 1-25 L Low & Not Significant No further action required {Retain risk by in| 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely; 5-Almost Certain Mo E Not Significant Alert level but no further action required for n 2
DETECTION 1 -Very likely, 2 - Likely; 3 - Low, 4-Ri / >40 e Significant Control (e.g. Treat/Mitigate Transfer, Terming 1
Risk Rating = Impact X Likelihood X Detection /
Recommending Approval: Approved by:

Prepared by:

Reviewed hy:
<

LAILYN A%CESE

Regional QMR

IAN ENTE
Risk Réyiew Comm}ttee Head
\-—J

R F HA-BASCOS
\.__Process Owner)

3

Rgdional Director

DeputbeR
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RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION: DMINI 1 -
PROCEDURE: MAINTENANCE. STORAGE AND DISPOSAL OF DOCUMENTS/RECORDS
RELEVANT RISK ASSESSMENT RISK CONTROL PLAN
INTERESTED e ACTIoN
OBJECTIVE RELEVANE PARTIES (refer | POTENTIAL RISK | RISK TRIGGER CONSEQUENCE RIsK RISK LEVEL RISK | ooy risk | PLAN OF
ISSUE(S) i (Positive or Negative) | CONTROL | IMPACT | LIKELIHOOD |DETECTION| RATING S,NS | CONTROL |, riskrating | RESPONSIBLE | TIMELINE | RESOURCE
to IP Matrix for MEASURE (L, M, H) action | Frioniyy NoJ .
Requirements) slgnificant)
» Timely request for
Authority to dispose |Delayed Delayed disposal delayed processing
records to NAP submission of of Overlapping of |forthe issuance of |Designate
submitted by April  [inventory documents/record |tasks authority to dispose |alternate
of every Calendar reports s by NAP
Year
«Timely disposal of Divisions/Sectio Disposal of Provision
awareness R " 3 3
records  made :;?IYJVAP ns/Units/Field |unconducive documents which  |of 3 a7 N5 HA 8 Ha NA NA M
within thirty (30) it Offices/NAP/DIL |workplace might not be done  |temporary
Guidelines !
days from receipt of G-CO for disposal Storage
No enough
space
designated for
Records/
RISK ASSESSMENT: Rx,';'lf, o | RISKLEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3-Moderate; 4-Major; 5-Extreme 1-25 Low Not Significant No further action required (Retain risk by in 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely; 5-Almost Certain 26-40 MODERATE Not Significant Alert level but no further action required for n 2
DETECTION  1-Very likely, 2 - Likely; 3 -Low, 4-Rt >}) 5 S Significant Control (e.g. Treat/Mitigate Transfer, Terming 1
Risk Rating = Impact X Likelihood X Detection /

Prepared by: Reviewed by: Recommending Approval: Approved by:
[
< b 3
MARJA GLEMA S. ".' HA-BASCOS OL IAN JON TE LAILYN % CESE REYNALDO M. 6 , CESO IV
Process OM Deputy aﬂ\{ Risk Reviﬂv Cbmﬁitt* Head Regional QMR Regionél Director \






