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1 year

3 yeam

3 yoam

3 yearc

3 years

3 yearo

10 yearE

3 yearr

3 yBars



173?
OFFICIAI GAZETTE Vol, 105, No. tZ

trF:
IIUIBER RECOROS sERIE8 TTILE AiID DETCMMO}I AIJTHOREEO RFIENNOil PEROD

4t

1S

5t

52

t6

60

$1

30

{0

{1

1?

{3

44

16

{6

$3

Bud06tsy CBlilngB

Caah AllocaHon Ceillngs/NoUcer of Cc6h AlocoBon

Cortlloailons of Fundo Avaihbillty

Oenoral Approprlallons Acts

Organlza[onat perlormance 
lndicatri Framevrofl( (OplF)

Phploal Reports of 0peraUons

Sp6daUsupptsmenht Budgets

Wort and Flnanclal plans

ElttANCrAr. Ailp AccoqilING RECOBL8

Absba6rts

Oally Collecllons

Dopwit$ rind Truet Funds, Generil Collectlona
Ifub-Vouchers

Advlcar

Chicks lssuBd & Canc€lhd
RomHance

Annual Slatemants 0l AccounE payablo

Audilo/a Contract Cardr

Auhorllhr for Allewancas

Auhorka[ons

Orertme

Purctraee ol Equlpmonupmp€rty
Transfer of Fund

travel

Otrers

Bank Elips

DWslrB

Remlttances

BlllE

3 yean

3 yean

1 y8at

3 yoans

Pcmanenl

3 yarrr

3 years

3 years

10 years

10 years atar setttad

5 yBarE

5 yoar8

5 yserB

2 yesn

4 yearu

10 yaan

PEBIvt NENT

3 yaars

2 yaar8 attor tsmlnated

1 year afrar ixplred



[ftncu 23, 2009 OFFIChL GAZETTE
1733

IIET
tulttER RECORDE SERIEE ITruAID DEIONFImfl

AUTHOREED REIETIIIOTT FERhO

05

57

0l

50

60

s8

69

a2

6g

B{

0s

Bondlng FIes

Ac{lon

Appllcatlons/RaquBrk

Flddlty/SurBty Bond
: hdsmn ty k luue ol Due Warrant

Eoots ot Flnal En[
General Ledgen
BubsHtary Ledgers

Books olOriglnal Enhy
Cgh Dlsbursornont Joumals- Cesh JoumaE

Gaeh Rec.elpts Joumala
Chec* Dlsbrrreameni Joumals
9onor8lJoumgls
Joumak of Angtystr of Obl.paUon
JoumalE ot Blll Randomd
Joumals of Check lwuad
Joumah ol Collocthn End Deporn
Jorrmds ot Dlsbur*mcnt by D,lrbuckrg

Oficar

Carh flow Chartc

Certficster

. 
SoHlement end Balances

Shorhgag

CIElmg

lnsuranc€

Heslh B€nefits

Hospihl

Checks and ChBe* Shbs

Oally Cash Ftow

Oally $htanunt of Go[ec-tbns

Exponm Ledgers

Flnandal ShhrnonE.
Btlanoe SloEb
lncoira $tet8flEnb
thilornonts of Cash Flo.rs (turnual)
SlaBnenls of Operauon

l0 Ycsr! prwkhd port-afifl.d, nndy

,^ loucd^tnd not lrrrcfuld h rry crrc
ro yEI! eiH rcu.d

l0 yean attorrcf.l*

l0 yeu! provldrd poeeudld,lFllty
r€il.dqlrd not hvDlyad Er rrycrn

3 yeera

PERMANENT

PERIIANEI{T

5 yc*r

FERMAT{E}IT

PERMANENT

crplnd/hnnlnrhrl

PERMAT.IENT

s Yorru
3 yearr

i yrgr rlbr
3 ysr

[i_



1734
OFFICIAL GAZETTE

Vor. 108, No. 12

ITEiI
HUIIBER RECORDS SERIES ITrLE AT{D OESCRIPTTOI{

AUIHORIIED RETENTIOII PEffIOD

67

70

71

8t

8t

66

88

09

72

I3

t1

r5

ta

lr

78

79

EO

lndices of payments

Credltors

Employees

Sundry payments by ChecksMananls

Joumat EnEy Vouchers

Lisls of Reminances

Loans

Premiums

Logbooks of Generat Funds

MonthJy Sefllemenrs of Monthly Subsidlary
Lodger BalBnce

Ruports

AccountablltHes for AccounlaHe Forms
Caah Dlsbumements

Carh Examinations

No[cer

Dlaallowances

$uspenrlons

Officiat Cash Books

Offclal Gash Books for Bank Cash Book

Oftclal Recelpls

Orders of payment

Payrolls

Paymll Payment Slips/pay Stips

Ouartedy Statem8nts ot Charg6s to Ac@Unts
Payable

Rogbhy Books ol Checks Released

Regislers

Chackslwanants

ChEckdWanantg Contsol

Rolleft from Accountabllity
Oacisions

Rquests

5 years

1S years aller retimd/sopaEbd

PERMANENT

1? year€ provlded port-audlled, linally
eefiled and nol Involved ln any caoe

PERMANENT

3 years after dale of la6t enlry

PERMANENT

PERMANENT

'10 ya_ars pmvldod pqEraudltad, nnafly
B€Uled and nol lnyolved ln any ciie

10 y6qr$

'10 yearu provided pgEFaudiled, finally
s€nbd and flot Involved ln any case

10 yeam

10 y6ars

l0 years provlded a copy lo llteo wirh
201 flss

3 yearc aior cash had besn erarilned
10 years

3 yBar8 pmylded porlaudlted,0naly
setUsd and mt Involvcd ln any Gaso

2 years

3 years aner settled

PERMANENT

FERMANENT



MencH 23, 2009 OFFICIAL GAZETTE
1735

ITEII
I{Uf,BER NECORDS EERIES TTTLE A]tD DESGRPTMil AUTfl ORIIED RETEl{NOil FENK)D

oonl.8?

E3

0{

85

BO

87

AB

E9

00

Repru
. Collec$ng & Disbunstng Oficere

CheclG lssuBd & Canco[Bd
Colleclions & Doposits

Disbursements

Dally Cash Reports

Llquldailons

Monhly lneome

OverdraG and Mieuse ofTrust Funds

Schedutes ol Accounls Receivables

Summaries of Unliquldated Obllga[ons and
Accounts payable

Treasury Checktng Accounts of Agonol fl.CMl

Tilal BatEnce3 Bnd Suppoillng Sch€dulos
qtmulaWo Results of Oporationo-Unapproprlated
Flnal Annual Trial Balances

Acmun$ng,s Copy

Monlhly/Quarterly Trlal Balanc€s

$undry Payments

Petty Cash Replanlshments

Audilo/s Copy

ReglonelOffice"e Copy

Sblemenrs

Accounls

Cunent

Payable

Recelvable

Comrnon Fundg.

Financial CondiUons

Prqfils and Lossos
R6concillellons

Treaaury Draie

Treeeury Warrang

Arrdilo/s Copy

Regional Offica Gopy

Prellmlnary Trlal Balancas
Acmunung's Copy

10 yoam pmvidEd posl.Budltd, finelly
ssflled and not ln-votved ln any oaee

3 yeare

10 yeans

10 y€ars

5 yeara afror caaq had been setUod or
termlnatBd

10 year pmvtde{, pfft€udihd, nna[y
sstlled and nol lnvdvod ln any oroo

l0 yoaB

10 y3ers

10 years

10 yoErs Frwlded postrsu6lled, [na[y
s€ttEd and not lnvolved ln any caoe

PERMANENT

10 yeara aier Annual Flnanclal Repc,l
h{d bffi rubltslad

PERIi,IANENT

l0 pars afterArnual Flnandal Repon
had boon publlshed

2 yearr altor coneolld8hd ln he ,$nual
Flnandal Reporr

10 yeam aftEr Annual Flnflncial Ropmt
had bsen publlshed

PERMANENT

10 years aftar Annual Financlal Rapq.t
had bsen publlshsd

3 yosrE

10 yEerE

3 years

10 years

FERMANENT

10 yoars

10 yoars

PERI\{ANENT

l0 yoatr



1736
OFFICIAL GAZENE Vor-. l0E, No. le

lltt
]{tttEn f,EOOIDS SEBIES TME AilD DEiCNPNOil AUfi(IREEO ETtr{IIoII FENO

0t

92

90

s{

05

96

g7

80

00

100

10t

1m

,m

10{

l$

Vil$er1 lndudlrrg Ellls, Involcs & Oher
Supportng Documants

DtOurasrncnls

Jemele
PeEy Carh

HolrDuntmant Exp€n$ Rocsipb
Tnryollng Expfis€s

tMlrhokJng T$( CErS&et6,

HU[A{ 
:RESOUTGE P, EnSOilt{Et

rtl{aoqFmRFCOROS-

Annuil Summarl RopaIts lor Roptacornent
ftogrrm for Non{llglblu

rpilnmu
Eryblnnnt:
Lorvo otAboane and Euppor[ng Doflmglts
Reflsil ofArcounbbUty
RethsnsrUReelgna[on

A[rndcrco tvionltonng ShrcE

AlllhodflBlRoqusctr to Crmts o' Fl[
Vlcrnt poslflons

Ostncathnr

Enpbfncnt
Rrddilrsy
Effvh
O$crt

Compaatva Dela MaHr of Emphyeo

O!ry?}rrR6rdr I

ftibp lnhrvtowRcontt

HAndvrrlfit g Bpoclnnnal$[nebrm

Loglookt
t*rhd & DeprrturB of EnEhy$a
fUnrUmco

Clunno$lealed

Locvr Crttft Csrdg

l.Et oI ElEHXorJI,torFEIgtblog

10F6n prwldad porFsu(ted, fuialll

IryIsrd nst tnvotvnt h any cam
brcoA t Aomun[rp OlcolDeprlrnd/

ThmilSffi,uuntt Atqt rcoflct
dbpoce at!tr I !ru.

4 yEBrs altsr supono&d

15 yiffi EI!ffmp6nhd/Eftd

t parelbrufirhd

I year

I ysrr ansr mcordod ln 0E havo cmts
u ytrur slur ffnqtEdliiumd
1yotr

'l yerr

2 yesn allr v.cart podilonr had been
llled 14

I ylar

2 yorn

I ltsrsltardrb hed bil, p{l{th,
.LmEsrbardpo.t{rflel

?yundrrtah olbrtmW
1 ysB prorur.l lesltr an, unrleltrr$

Empsbdh[rlomoud
2ymn atlrdo& othdffiy

5 yeao

I ysgr :

FERIIANEI{T



Mencu 23, 2009 OFFICIAL GAZETTE
lttT

]TET

TIUIE RECONDE SBIES IMC AID OEBAHPII0il

100

107

r00

rm

fl0

1tt

112

r13

114

116

lrn

l&dhsl Certficatea ln Support otAbroncb
on Accqrnt of lllness/trletomlty
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frruIrel Drts fit6t (Gurrtqlhm \,fllefisurE)

Pcoonnd FoHars (201 Fllsr)
Appofrtmnts
Accephnce ol Ros[naUon
Approval of Ro{rqmant
Awants

B€nsfl/Gr8tulty

Cqlmcabs

Eblbility
Rurel Servicg

Tratnlng/g€mh8r Aflfi dod
Ghango of M*ilal Statu3/Narna
Clearance (latast)

Deelgnalhns/Delails

Oa[rs of Office
Psrsonel Data Sheet (latest)
Poalton Desrlpthns
RBln$atamBnts

SoMco Recorft (updetod)

Staternenb of DufEG illd Rosponalbllhhs

PoslUon AfloceUofl Llsts
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Fbrfuirunoo Fllcs l
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Actumulatad Leave Credtts
Appmval on promotons

Bondlng Oft clals/Enptoy€as
Chanoes of Sbtue
RelnBtatements

Transfers

Salary StandardbaUon Reconls

Staffing Peftems

Seryice Cards

Sbtomonts of AsselE and LlabittUss

AmdayltE

Arllcles Ol lncorpora[on/By-Lawe

Complilnts/pmt6sh

Conhacts

Memorands of AgmamenUUndarslandlng

Atln{nis[ative Cases

Declglons

Legal Opinions

Pelifions

$peclal Porers of AUomBy

Resolu[ons

sRO0LEGAL

Deede
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Sale

Repotls

ExamlnaUons

Personnel Acton$

1 year afier ac.tsd upoddeargd

5 yearc afler superaBdod

PERMANENT

PERMANENT

10 y8ar8

7 yeare aftar flnally ,slilcd .xcept
Declclona whl6 an pdnnrnent

I yesr ater purpoge hed been served

FERIvIANENT
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5 yesrs allor ronowsdlt€rmhatod andor
fnatly seHed
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PERMANENT
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5 years a{ter*tIed

PERMANENT

2 yEaE

PERMANENT



Mancn 23, 2009 OFFIGIAL GAZETTE
1789

]IEf
}IUTDEB RECOREB TEHES TlnE Afl D DEISRFIEII

135

t3E

r37

138

l3s

t10

r4l

112
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Blda and Awards commntto Fllgs
Absrse,rs

lnvllalions

[ffnutes

Pr6/Posl eualif,csdons
Publlca[onB

RaeoluUonE

Bllh of Ladtng

Bln Carddslock C.irds on Suppliea

Canvass of prices

Equlpment Ledger Carde

lnv0nlory snd tnepec{on Reports ol Unservtcaable
Ptopertos

lnvantodes of Equipmenusuppllos

lnventory Tag Cardo

Inrrolcee I Rcceipb
Apcounlabls Formo

Pmputcs/Transhr of propefiiea

lnvolcar of Delivery on Supply Opan_End
OrdrrConhad

UaE ol Supplle Under grpy Opsn-fnd

Montrty Reporf d Supplhs afld [htirhl$ lssusd

JobWers

Subpoenas

M TesUllcandum

Ducso TEqJm

Annud Fmcurrarnents
plenr

Program$

3 yett or lo h lilad wlh apprqpfuh

1 y6ar rftor squlFntrtt md bffi rsmfd

E yc*r after oonfm olwlnntr hrl
tffii tomindad/aa$.d, ohon dheoao
ensf 1 y6ar

4 y;s! alLr d€llvcry tnd boar ameptod

3 y6am anrr &le ol hat ontry

t0 !,ean llet*lrqd to youdtorB,

ohrmlas, dl+oco dhr ? yern

2 yeara afisr equlpmcnt tFd bfen dEpoted

1 yoar afbr proprty hill lreen riltpoeaa

l yeeraltsrughhd

1 yEEr altEr uFtEd

3 pam afrer lrruancc otdsannee had
bcen hrmhElodrrior pmpqu hfi,
bosn Gumsd

3 yeore

5 yeHrr

1 year

5 yaae

I yaer

ca66
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.l62

103

1i4

t65

100

1ig

t02

166

1E7

160

t09

lf2

100

l0r

,70
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t63

t6{

r6s

Pmperty Cards

Furctaso Ordem

Fur$raea Raquesls

Qusrlso on Prios of Arflclea, Addifonel
Funds to tlleet euobflone

RepoG of Waste Materials

Raquhlflon and lssus SIps/Requlelflon lscue
Vouchers

thlpdng aod packlng Lists on llemr purchasod

Suppficrc ldentficaUon Certificates wflh
Procurennnl

Supflha Adlustnenr Sheets

Suppf* Availabltity tnquirim

Suppllm Ladgor Cards

$uppllet Purchase Joumalr

TRAilNG RFC9BIE

CCenrhrc

Oormo Der[nCOuUlnee/Syltabl

Magterilab

Pafidpanb
8fir{nars Condueted0oodlnalad

Rosourca Speakupmlfles

Bdulnha ol Tolnhg/$emlnor

8rmruy Evaluatpn eueetorm&er

Tnhlng thndouE

Tm[rlng Prugrams/plana

Trnhhg Ropotu

Wortdrop RarulB

1 year or lll€ v,i$r appmpriale rEcontt
sedes

1 ye8r

2 yoarE anor ran$yed

I ycuefbrpooteudllotl

1 y€€r

5 yoaro

5 yoan

1 yaar allor ouparsalad,

1 yoar aftor ruperm&d

FERIUANENT

1 year after upenoded

I yoaraftoriupencOoO,

I y6r Blbr dqh had bocn svertAlrd

t yoardkaup$ertsd

3 yaars aflaroupenedeO

?yaan

I y6Er

PERMAI'IEI.II

4 yesrE
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