NEP Form tio.2 _

2008
: 1. AGENCY NAME:
NATIONAL ARCHIVES OF THE PHILIPPIN '
- _ ES DEPARTMENT OF ENERGY
RECORDS DISPOSITION SCHEDULE 2, ADDRESS: |
Energy Center, Rizal Drive, Bonifaclo Giebal Clty.
Taguig, Metro Manila
3. SCHEDULENO. 4. DATE PREPARED
1
5.ITEM NO. 6. RECORD SERIES TITLE AND DESCRIPTION ‘ 7. RETENTION PERIOD , 8. REMARKS
. Active Storage Total
OFFICE OF THE SECRETARY RECORDS
CONSUMER WELFAREAND PROMOTION
OFFICE
1 COMPLAINTS 2years "' | 2years | Afteractedupon/ settied
2 CONSUMER WELFARE MONTH ACTIVITIES FILES tyear || ayear
Event Programs - B
Speaker Profiles
3 DIRECTORIES OF ENERGY STAKEHOLDERS 1 yéﬂl’ | Afterupdated
4 ENERGY RELATED EDUCATIONAL MATERIALS 1year
Brochures /Leaflsts/ Pamphiéts/ ﬁﬁﬁéfﬁ
5 SPEECHES ERMANENT
INTERNAL AUDIT OFFICE .
6 AUDIT FILES = :
Audit Héjsbrts - e “|:5years | Sysars | 10years
. Electricity Sales Auditof Powst- . =~
o . Plants/ Generation Companles
* Financlal Auditof Completed
- Phojects under ER 1-94
internal ;. . :
Fuel éﬂﬁéﬂ?ﬁﬁﬂu :
Performant8 Efaliiatiai of
Annually Contracted Services
Performance Evaluation of DOE
~ Offices _
Audit Working Paper 3 years 2 years 5years
Letter of Engagement ‘2 years 2years
Monitoring Sheets 1year iyear
Status of Projects Administered by DOE, R E ; NG D
NPCand IPP *’AN 2§ _(Hé’ DR
Summary of Deferred Cﬂntﬂbu_tlnns — rﬁ(/__»
under ER 1-94 b =('ZL ol e
) IS -
7 AUDIT PROCEDURES/ GUIDELINES ' PERMANENT L' _

IMPORTANT: Pursuant to Sectlon 18, Article 1], RA 9470 s. 2007, "No government department, bureau, agency and instrumentality shall
dispose of, destroy or authorize the disposal or destruction of any public records, wmch are In the custody or under Its control except with theﬁ
prior wiitten authority of the Executive Director.” ‘
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2008

5.1TEM
NO.

- 6. RECORD SERIES TITLE AND DESCRIPTION

7, RETENTION PERIOD

Active | Storage

Total

8. REMARKS

10

11

12

13

14

15

16

17

INVESTMENT PROMOTION OFFICE _

ENDORSEMENTS

Board of Investment
Certificate of Indorsement
Energy Project Financlal & Technical

Detalls

Department of Justice
Certificate of Indorsement
List of Forelgn Employees
Project Profile

ENERGY COMPANY PROFILES

ENERGY INVESTMENT KITS

ENERGY INVESTMENT PROMOTION FILES
Feedback _

Invitation

ENERGY INVESTORS’ GUIDEBOOK

ENERGY RESOURCES DEVELOPMENT
BUREAU RECORDS

PETROLEUM RESQURCES
DEVELOPMENT DIVISION

AERDMAGNEI’]G MAPs _

ANALYSISJ%TU DIES
Petﬁiﬁ!ﬂphlc Analysis/Study
Reséfvilt Fluld Study
Sourd# fltick Analysis and ingenous Pelrology of

SIdeﬁ‘ﬁﬂ i}ore :

APPLICATIONS FOR
CONTRACTS
Approved

. Disapproved

CHARTS
Data Summary Log
Micropaleontological Analysis
Palynological Analysis

DRILLING FILES
Dally Bulletin
Formation Test Data
Montage

3 years

2 years

PERMANENT

2years

1year

1year

1year

lyééf'

PERMANENT ‘

3years | 2years

1year

PERMANENT

5years

3years

1 year

PERMANENT
PERMANENT

To be filed with appropriate
records series
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NAP Form Ho. 2

2008
S ITEM 6. RECORD SERIES TITLE AND DESCRIPTION 7. RETENTION PERIOD
NO. . : Active | Storage | Total 8. REMARKS
Notices 2 years 2years | Afteracted upon
Intention to Abandon Well ' '
Intention to Drill
P'aﬂS/PrngramS 5.years Byears
Prognosis . PERMANENT
Registered Sub-contracts Agreement with Syears 5years
Service Contractors
13 MANUALS/ PROCEDURES PERMANENT Other coples can be
Drifling disposed of 2 years after
Emergency Response mpdated,
Selsmic )
19 PETROLEUM SERVICE CONTRACTS PERMANENT
20 PETROLEUM SERVICE CONTRACTOR FILES dyears | 2years | Syears A_fter renewed / cancelled /
Acknowledgement Letter explred
Perfermance Bond
Request for Sub Phase Extenslon
21 PROJECT PROPOSALS FROM APPLYING PERMANENT - If iImplemented, otherwise,
AND CURREth SERVICE CONTRACTORS illspose after 5 years
22 REPORTS
Biostatigraphy Interval PERMANENT
. Core Description PERMANENT
Driliship Sateliite Positibiihg 3yéars | 2years | Syears
Evalvation PERMANENT
Geologleal Evaluatierni
Hydrocaibin Potential { I
. Final Well Coriipletion PERMANENT
Formatiiii Testing Service PERMANENT
Gas di1tl Water Analysis PERMANENT
 Produieflon PERMANENT
Progréés PERMANENT
23 SURVEYS PERMANENT
" Drifting
Selsmic Veldeity Siiivay-
Well Velocity Survéy aiitl Calibrated Log Data
Seismic
Marine Mammal
Navigation
Observation Logs
COALAND NUCLEAR MINERAL
RESOURCES DEVELOPMENT DIVISION
24 APPLICATIONS FOR COAL OPERATING CONTRACTS : T
Approved 3years | 2years ; byears To be filed with appropriate
records series
Disapproved 3 years 3years

~
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5. 1TEM
NO.

8. RECORD SERIES TITLE AND DESCRIPTION

- 7. RETENTION PERIOD

Active | Sterage | Total

8. REMARKS

25

26

27

28

29

30

31

32

COAL OPERATING CONTRACTS {COC)
Development / Preduction
Exploration

Sub-contract with COC Holders

COAL OPERATING CONTRACT HOLDER FILES
Accldent Investigation
Performance Bond
Progress / Accomplishment
Safety Monitoring

COAL PROJECT RECORDS

ENDORSEMENTS TO THE PHILIPPINE NATIONAL
POLICE (PNP)

Foreman's Blaster's Permit
Possess and Purchase Explosives

_PERMITS
Export/Import Coal
Safety Engineer/Inspector
Small Scale Coal Mining

REPORTS
Annuat A
Coal Potentiat Area Evaliiétion
Mine Performance Evalu&tith
Production &f GOC Holders/ Sittalt Scale
Perpiftiées (Monthty)

RENEWAHLE ENERGY MANAGEM,
BUREAU RECORDS

SOLARAND |
DIVISION

AFFILIATED RENEWABLE ERE
{AREC) FILES
Memorandum of Agreement and Amendments
Memorandum of Undertaking
Technical/Financial Reports
Annual
Quarterly

ENTER

APPLICATIONS FOR SOLAR / WIND ENERGY
SERVICE CONTRACT -
Approved

Disapproved

PERMANENT
PERMANENT

3years

2 years

5 years

PERMANENT
PERMANENT

After renewed / cancelled /
expired

Ifimplemented, otherwise,
dispose after 5 years from
-date of record

After Incorporated In the
Annual Report

[ SRR -

" pus{arg”

PERMANENT
2 years 2years

3years | 2years | 5years

3years 3years

After consolidated In
the Aitaual Report

To bre filed with appropriate .
records serles
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2008

. 5.ITEM
| NO.

6. RECORD SERIES TITLE AND DESCRIPTION

7. RETENTION PERIOD

Active

Storage

8. REMARKS

3

34

35

36

37

38

39

40

41

ACCREDITATION FILES :
Manufacturers, Fabricators and Suppliers of RE

{Renewable Energy) Equipment and
Components

"DEVELOPER FILES

Annual/ Quarterly Progress
Certificate of Registration
Performance Bond

Reportorial R_equlrements of Service Contract

FIELD REPORTS
Assessment {Viability / Feasibility)
Physical Inspection (Site Assessment)
Monitering
Technleal Assistance

SOLAR AND WIND EH.ERGY PROGRAM

Reports
Narrative
Quarterly/Semestral

Status -
Technical

RESEARCH AND DEVELOPMENT FILES
Research P4jiérs/ Studies

RURAL ELEGTRIFICATION PROJECTS
 Projéét Accomplishment/ Completioi
Ciiifimerclalization
Prbiiiotion
Tethiiology
Survey of ftirdl Energy Household Leigi

SOLAR / WIND ENERGY SERVIGE CONTRACTS

BIOMASS ENERGY MANAGEMENT
DIVISION ‘

ACCREDITATION FILES

Biofuels .
Manufacturers / Suppliers of RE Equipment .

APPLICATIONS FOR REGISTRATION FOR OWN USE
Approved ' '

Disapproved

3 years

3 years

2 );ea s

‘2 years

2 years

Total

Syears

5years

2 years

PERMANERNT

PERMANENT

2 yoiis

: 2 years

3 yédrs

. 2years

2 years

PERMANENT

5 years

3years

Byears

3 years

3 years

3 years

5 years

2 years

B years

2 years

2 years

10 years

5 years

10 years

Hyears

5years

3 years

2 years

After renewed / cancelled /
explred

if implemented; otherwise,
dispose after 5 years front
date of record

Aﬁer consolidated In the
Annual Report.

After encoded in the
database

Aﬁer expired / terminated

SR

To be fited with appropriate
records serles
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2008
5. TEM — RETENTION PERIOD

A 6. RECORD SERIES TITLE AND DESCRIPTION LE X

NO. - Active | Storage | Total B. REMARKS

42 BIOMASS RENEWABLE ENERGY OPERATING Syears | 5years | 10years | After expired / terminated

CONTRACT S (BREOC) : ‘
43 POSHION PAPERS / COMMENTS PERMANENT Other supporting documents
{Blefuels / Blomass) can be disposed of after
Enacted Law 5years
Propesed Bllls (House / Senate) '

44 PROJECT PROPOSALS PERMANENT | IfImplemented, otherwise,
dispose after 5 years from
date of record

45 ~ REPORTS

Annual
Monitoring
Monthly / Quarterly
Resource Assessment
46 RESOLUTIONS OF NATIONAL BIOFUELS
BOARD (NBB)
ENERGY UTILIZATION MANAGEMENT
BUREAU RECORDS
ENERGY EFFICIENCY AND GONEEIMA
DIVISION
a7 NATIONAL ENERGY EFFICIEN&VEND ERMANENT . If Implemented, otherwise
CONSERVATION PROGRAM (NERG dispose after 5 years from
o ' date of record '
48
2 years 2 years
2 years 2years
‘PERMANENT
g PER M ANENT _
Monthly / ﬁhﬁﬁ& B years 5 years
Energy Monitoring Syears | 5years
49 REQUESTS FOR ENERGY AUDIT 1 year iyear After acted upon
50 TECHNICAL INQUIRIES ON ENERGY 9 years 2 years
CONSERVATION EQUIPMENT - _g;:,?—m— - *“‘”‘— T D
51 TECHNOLOGY PROMOTION AND ASSESSMENT o i v
Annual Conservation Program 5 years Syears). |~ gL 1 lief’
Monitoring and Evaluation Report on Energy PERMANENT
Consumption of Industrles :
Quarterly Energy Consumption 5years B years
Vatidation of Reports Submitted 2 years 2years | Aftervalidated
N /Jﬂ
Page 6 of 20 pages
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2008

5.1TEM
NO.

"6. RECORD SERIES TITLE AND DESCRIPTION

7. RETENTION PERIOD

. Active

Storage Total

8. REMARKS

52

53

54

55

57

59

80

61

62

 MINUTES OF MEETINGS

ALTERNATIVE FUELS AND ENERGY
TECRNOLOGY DIVISION

ACCOMPLISHMENT REPOﬁTS

ALTERNATIVE FUEL ACCREDITATION FILES

COMPANY PROFILES

EMERGING TECHNOLOGY FILES
‘Assessment of New Technology

Materials on Emerglng Technologles
Presentation Materials on Emerging Technologles

~ FEASIBILITY STUDIES ON NEW TECHNOLOGIES

LISTS

‘Auto-Liguified Petroleum Gas (LPG) Service
Stations

‘Auto-LPG Taxi Fleets

Compressed National Gas (CNG) Bus Operatofs

Project Review Committe

Technical Planning and ﬂféﬁéh Committee
Technical Wnrmng Gmuﬁf,

'PROGRAMS
Auto-LP@;", .
Cleay Bévélopment Mechanlsﬁi
Eleuﬁ Vehicies

Natiitdi Gas Vehicle Program for Publlé ih‘ﬁ :
(n&ifbbr)

sunvnsorﬁﬁgisﬁnznvsmcwmmmm
usens B BARANGA Y/MUNICIPAI.IIY '
PROVINCE/ REGION

OIL INDUSTRY MANAG,
RECORDS

OIL INDUSTRY COMPETTTTON AND
MONITORING DIVISION -

ACCREDITATION TO THE FUEL BIOETHANOL
PROGRAM

Application

Certificate of Accreditation

ACKNOWLEDGEMENT OF NOTICETO IMPORT /
EXPORT OIL WITH SUPPORTING DOCUMENTS

§years Syears

3years | 2years | 5years

2 years 2 years

2 yéars

3years Syears

2 years - 5 years

PERMANENT

1lyear 1 year

3 years 2 years 5 years
PERMANENT

2 years 2years

After incorporated In the
Phil. Energy Plan

After renewed / terminated

After updated

if implemented, otherwise,
dispose after 5 years from
date of record.

After data have been
tabulated and encoded In
the database

Ryt K
sy 2013 (W
‘(L,LDI\'—?’I‘U

=]

A
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5. ITEM | 7. RETENTION PERIOD |
\ 6. RECORD SERIES TITLE AND DESCRIPTION - 8. REMAR
RO. : Active | Storage | Total MARKS
63 APPLICATIONS FOR REGISTRATION TO ENGAGE
IN THE OIL BUSINESS
Full-compliant PERMANENT
Non-compitant 3years Iyears
64 COMPANY PROFILE OF OIL INDUSTRIES 2years |2 years | . After updated
65 PETROLEUM PRODUCTS PRICE UPDATES PERMANENT
Adjustment
Notice
66 REPORTS 2years | - 2years | Consolldated reports
' il Statistical s are permanent
Petroleum Products Inventory (Weekiy/ Monthiy)
67 REQUESTS FOR THE ISSUANCE OF DOE ENDORSEMENT B years /| 2years | After acted upon
~ BOI Registration / Incentive Avallment o S |
SEC Registration to Engage In Business
OIL INDUSTRY STANDARDS AND
- MORITORING DIVISION
68 ACKNOWLEDGEMENT OF NOTICETO IMPORT 2 years
WITH SUPPORTING DOCUMENTS
Additives
Lubes
Specialty Products
89 APPLICATIONS FoRREeismA‘ﬁﬁh WITH 2 years
suproRTING (OBUMENTS
tmport Aifives, Lubes and §iiﬁéi§l
Pmduﬁiﬁ
Engﬁﬂé In used on Recycling ,
I-‘ii!labompuant PERMANENT
Néif:EmpHant 3years - 3years
70 DEPOT PROFILES 2 years 2 years
11 | FUELADDIIVES AcCREDITATION / HEGiSTRATION FILES
Application - B 3years | 2years | Syears
Certificate '
Permanent PERMANENT
Provisional 3years ] 2years l Syears
Memorandum of Approval PT RMANE i‘l T T ng% A 51 ol
; AR 5 SR
72 PHILIPPINE NATIONAL STANDARDS (PNS) PERMANENT LE':__'_M.___ S (55774.’_.
Petroleum Product - | Eaed | ['a [Qr.i“
Process and Facliities o 7
73 PNS DELIBERATION FILES 3 years 3years | After approval/
Comments on National Circulation promuigation of the
Minutes of the Meeting standards
Notices of Meeting
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2008
3.1TEM 7~ RETENTION PERIOD
, 6. RECORD SERIES TITLE AND DESCRIPTION - 8. REMARKS
NO. Active | Storage | Total
74 POSIT!ON PAPERS / COMMENTS (Standards) PERMANENT Other suppurﬁng documents
Enacted Law ~ can be disposed of 5 years
Proposed Bllls (House / Sente) after the law has been
amended
75 REPORTS -
Monitoring » 2 years 2years | Consolidated Reports are
Denaturlng of Blo-ethanol permanent
Petroleum Product Quality Monitoring 1 '
Sampiing and Inspection of Facllities
Statistical (Lubes, Additives and Blofuels) 2 years 2years
76 REQUESTS FOR THE ISSUANCE OF DOE ENDORSEMENT 2years 2years | After acted upon
SEC Registration to Engage in Business '
RETAIL MARKET MONITORING AND
SPECIAL CONL‘EIM'S DIVISION
77 CASES . 2years Original coples filed and
Decislons/ Orders/Resolutions - malntained by the Legal
Liquid Petroleum Products Case Folders " .| “Senvices
Liquified Petroleum Gas Case Folders '
78 INDUSTRY PLAYERS FILES 5years | 10 years | After termination of
Registration to Engage In the LPP dealership agreement
Retalling Business with € except for records which
Compliance (COC) / Sﬁﬁ‘ﬁﬁms Complian are transferable to the
" Certificate (SCC) and Bijpporting Documents new dealer.
79 PETROLEUM PRODUCT Pmcéi‘lﬁhnonme TABLES 3years | 3years | Consolidated records are
RN i permanent
80 posITIon ﬁAi’ERS/commems (Reiﬁilltiﬁj ~ PERMANENT Other supporting documents
Enaitéil Laws - : can be disposed of 5 years
: Pmpﬁﬁéd Bllls (House / Senate) after the law has been
amended
81 PROGRAMS . PERMANENT Ifimplemented, otherwise,
Gasoline Stat dispose after 5 years from
Memnrandﬁﬁ\ i’if date of record
0fl Deregulation Manaﬂg"g'
82 REPORTS Jyears | 2years | Syears
Callbration
Feld lns_.pection
83 REQUESTS FOR THE ISSUANCE OF DOE ENDORSEMENT 2 years 2 years After acted upon
* SEC Registration to Engage in Business
- NATURAL GAS MANAGEMENT DIVISION
84 GUIDELINES ON NATURAL GAS P!|ER MAN Ei‘lT
85 NATURAL GAS INFRASTRUCTURE / FACILITIES PERMANENT

AND SUPPLY FILES

Page 9 of 2() pages
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5. TTEM ,
K 8. RECORD SERIES TITLE AND DESCRIPTION 7. RETENTION PERIOD

Active | Storage | Total

8. REMARKS

Application to Construct, Operate, Maintain,
Rehabilitate, Expand and Modify (COMREM)
Natural Gas Infrastructure / Facllitles and
Gas Supply

Evaluation

Memorandum of Agreement / Understanding
Permit

. Reportorial Requlréments
Safety Inspection/Supervision

86 NATURAL GAS PROGRAMS
Capacity Buollding

Expanded Use of Natural Gas
Infrastructure Development
Market Development

Supply Expanslon

PERMANENT It implemented, otherwise,
o dispose after & years from
date of record

87 | NATURALGAS PROJECTS : - PERMANERYT
" Feasibillty Studles | 1
Master Plan

Memorandum of Agreement
Memorandum of Understanding
Technical Assistance
Terms of Reference

If implemented, otherwise,
dispose after 5 years from
date of record

88 POSITION PAPERS / COMMENTS (Nélural Gas)
' Enacted Law
Proposed Bills (House / éﬂate)

PERMANENT Other supporting documents
can be disposed of 5 years
after the law has been
amended

89 Pnocsemnﬁﬁi Mlﬂtmss OF THE Mﬁtmuas
Bilatdril

PERMANENT
Inlei’ﬁﬁﬁonal Cooperation PERMANENT

Stediiiig Committee PERMANENT
Techhlial Working Group 3years | 4years | 7 years.

90 | REPORTS iii:. . |
Natural Ga¢ ¥ oy - 3years | 4years | 7years

- Gas Power Plar&
Gas Sltuationer

Annual : PERMANERNT . :
Semestral 3years | 2years | Syears | Afterconselidated Inthe

Annual Report
Natural Gas Utillzation ‘ o 3years | 2years | Syears

91 TECHNICAL REFERENCE MATERIALS " Gyears | Syears | 10years

92 TECHNICAL STANDARDS PERMANENT o ?ﬁ“j‘"{“‘m E D
Ancillary Facliity - ] LY

Distribution Code - A5 r 2013 ...
Distribution Related Facility , ILLU [ [)Q ( /
Supply Code .

Transmission Code . : . Y
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5. ITEM
NO.

6. RECORD SERIES TITLE AND DESCRIPTION

7. RETENTION PERIOD

Active | Storage | Total

8. REMARKS

93

94

95

96

97

99

100

101

INFORMATION TECHNOLOGY AND
MANAGEMENT SERVICES RECORDS

INFORMATION TECHNOLOGY DIVISION

COMPUTER AND NETWORK,/ INTERNET USAGE
POLICIES

INFORMATION / DATABASE SYSTEM SERVICE

Inventory List of IS / DB System

System Development
Application Systems Design
Business Rules / Operating Procedures
Project Notification / Status Report (E-mall)
Sample Outputs / Reports
Systems / Database Program Source Codes
Terms of Reference {TOR) '

System User's / Adminlstrater's Manual

NETWORK SERVICES FILES
Certification of Internet Services
* Contract of DOE-Intemet Service Provider (ISF)

DOE Network Diagram
nventory of DOE LAN ICT equipment
" LAN Advisories

Network User's / Admini§tititor's Manual
Request for Network Servicés
Terms of Reféténce (TOR) fof iSP

REQUESTS

Applicdtion Development / Web Page / Wali:
Postiii System and Network Services /
Systeni Davelopment

WEB ssmn CES FiLEE
Certification / Nullﬁeatlun of Postings (E-mall)

INFORMATION SERVICES DIVISION

AREA SURVEY RETURNS
Maps
Technical Description

COMPﬂTER MAINTENANCE SERVICE AGREEMENTS
EVENT DOCUMENTATION ACTIVITIES FILES
Phote/Stillimages
Video

INFORMATICN AND COMMUNICATION TECHNOLOGY
(FCT) TECHRICAL SPECIFICATIONS

PERMANENT

lyear 1year

PERMANENT

PERMANENT

1 y&ar
5 yedrs Syears
iyear
1year
1year

1year
1year
~ 1year
PERMANENT

‘1year
1year

1yeaft
1year

2 years

2 years

1year 1lyear

PERMANENT

5years 5 years

PERMANENT

2 year 2years

iyear

After renewed / terminated
and finally settled

After superseded

After superseded

After service is bidded
out successfully

After acted upon

| LG TR I Y

LR '![”3 4
o (uo(la(ut( *

& A5

e

After terminated

After updated

o U
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