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Serles 2009
m;?nn ~ RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIGD
MANAGEMENT RECORDS ,
! | Acknowisdgment Receipts To ba filed with appropriate records sories
2 Bmmummmwphampuqm (About or by the agency) | 1 year provided 1 copy Is retined or
' reference
3 Calendars/Schadules of Activities or Evants 1 year
4 Cartificates of AppearanoelCIamnoes 1 year
5 Certifications 1 year
8 Charts PERMANENT
Functional
Orgenizational
1 Comespondences '
Non-routine To be filed with 8ppropriata records series
Routine 2 years after acted upon -
8 | Delivary Recaipts 2 yoars
f Directories of Employeea/Officlais 2 years afer suparseded
10| Feasibitty Stucios PERMANENT it implementsd, oerwise
_ : dlsposoaﬂsrsmmﬁumd'aleufmom :
11| Gate Pesses | & months
12 | inquires 2 years fier acted upon
13 Issuances ' 4
Issued by or for the head of agency . PERMANENT
~ documenting policiesfuncionsy -
! programs of the agency
Imedbyorforﬂlqhaadofagemy _ 2 years after supersaded
reflecting mutinary information or
instrucion
4| Usta 1 year after updatad
' ~ Assoclations :
Commitiees
Cooperatives
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NI:IAEE:':ER 1 RECORDS SERIES TITLE AND DESCRIPTION . AUTHORIZED RETENTION PERIOD
conl. 14 7 Lists 1 year afler updated
' Donors _
Mailng : K :
Transmittal To ba filed with appropriate records saries
Cthers : _
16 | Logbooks | . _
Incuming!Outgoing Comespondences 2 yeats after dale of jast entry
Visitors
Ordinary 2 years afler date of jast entry
viP PERMANENT
Others 2 years after dalg of last enlry
18 | Manuals PERMANENT
17 Meétings!Procéedlngs Filag
Agenda year
Minutes ‘
Board/Executive Committes PERMANENT
Staff ‘ 1 year
Notices 1 year
18 | Officisl Gazettes - PERMANENT
19 Permits 1 yeér after renewadlexplréd
20 Plans _
Aclion/Work 3 years after Implemanted
Others PERMANENT if implemented, olhamisa ‘
- dispose 5 years from date of record
21| Press Relesses (About or by the agency) - PERMANENT
22 | Programs
Others PERMANENT if implamented, olhenvise
dispose 5 years from dale of recoid
23 Proposals. _PERMANENT if implemented, otherwise
dispose 5 years from déte of recorg
{24 | Publications (Record Set) 'PERMANENT
25 Rearganization Records - PERMANENT ,
26 | Reporls _
: Annual/Special PERMANENT
Others 2 yaars after- incorporaled in the Annual
.Report
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NUMBER - RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RET ENTION PERIOD
27 Requasts 2 years afler acted upon
28 Slips 1 year'
- Locator
Permisslon
Routing
28 | Speeches (Record Sel) PERMANENT -
30 Standard Operating Procedures (sopy . . PERMANENT
T8 Telegrams 1 year afler acted upon
32 Tn'p;Tickels ‘ 1year
. BUDGET RECORDS
33 Allotment Ffla§
Advices of Allotment (AA) 3 years
Agency Budgst Matrixes 3years
Allotment Releasa Orders 3yenrs
General (GAR_O)
- Special (SARQ)
Obligation RequasySlips (ALOBS) Ayears -
Plan of Work and Requests for Allotment 3 years
Registries of Allotment & Obligations (RAQ) 10 years
Capital Qutlay (RAOCO) '
Financial Expensas (RAOFE)
Maintenance & Other Operating
Expenses (RAOMO)
Personal Services {RAOPS) :
Requests for Obligation of Allotment (ROA) 3 yaars
* Statements of Allotment, Obligations & 3 years
Balances (SAOR) o
Statements of Appropriations, Allotment & 3 years
Advica (SAAA) T
3y Annual Budgets A years
35 Budget Eslima_tas lnclliding Analysis Shests Jyears
and Estimates of Incoma -
36 Budget Expenditures 5 years
' Programs
Sources of Financing -
a7 Budget Issuances ( Those used as aqlhoﬂty 10 years
for agency transactions) :
38 | Budget Sheet Analysis 3 years
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52 Authorizations
Overtima

Purchass of Equipment/Property
Transfer of Fund

Travel

Others

53 - Bank Slips
Daposits

Remitances

B4 Bills

N:::ER RECORDS SERIES TITLE AND DESCRIPTION AUTHORIiED RETENTION PERIOD
39 Budgatary Cellings 3 years
40| Cash Allocation Ceilngs/Notices of Cash Allocation 3years
41 Certifications of Funds Avaitability "1 yaar
42 | General Apprapriations Acts Jyears
43 | Organizational Performance Indicatcr F'“ranwwork (OPIF} | Permanent
4 Physical Raports of Operations 3 years
45 | SpacialSupplementa! Budgets 3 years
46 Work and Financial Plang 3 years

ElNANgmL AND ACCOUNTING RECORDS

47 | Abstracts '
Daily Collactions 5years’
Deposits and Trust Funds - 5 years
General Collections 5 years
Sub-Vouchars 2years _

48 | Advices |
Checks Issued & Cancelled 4 years
Remittance 10 ypars

40 Annual Siatements of Accounts Payabls PERMANENT

50 Auditor's Contract Cards 3 years
5 Authorities far Allowances

2 years after terminaled

1 year afler expired

10 years

10 years after seitlad

- Vou, 108, No. 12
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| "‘mg  RECORDS SERIES TITLE AN DESCRIPTION

AUTHORIZED RETENTION PeRIOD

85 | Bonding Filas

~ Action :
Applicalions/Requests
Fidelity/Surety Bong

. Indemnity for issus of Due Warvant

56| Books of Final Enty-
General Ledgers
Subsidiary Ledgers

57 Books of Origlnal,Enhy
Cash Disbursemant Joumais
- Cash Joumals

Cash Receipts Joumals

Check Disburssment Joumals
General Journals

Journals of Analysis of Obligation
Joumnals of Bl Rendereg

Joumals of Chack Issued

Joumals of Collection and Deposit
Joumnals of Disbursemant by Disbursing

Officar
88 | CashFlow Charts

59 Cortificates
Settamant and Balances
Shortages

60 Claims
Insurance

Health Benefits
Hospital

81 Checks and Chack Stubs

62 { Daily Cash Flow
63 Dally Statement of Collections
84 Expense Ledgers

s Financial Statements
: Balance Sheats
Income Statements

~ Btatemants of Cash Flows (Annyal)
Statements of Operation

Syaar;
3 years

Smmmruxﬂmdlhnnlmu

3 ysars

PERMANENT

- PERMANENT

PERMANENT -

10 years provided POS:-suditad, finglly

3etied and not knvolvad in any case
10 years aftar satiied

10.years after settind

10yaaﬁpmvidadposi—amﬂhd.h_guy
sewodandnothvolvedlnﬂwwn

3 years

5 yoars

PERMANENT

PERMANENT -
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|MiMots|  RECORDS SERIES TrL AND DESGRIPTION AUTHORIZED RETENTION PERIOD
66 Indices of Payments _
CredHors 5 years . :
Employses : 18 years after refired/separated
Sundry Paymants by Checks/Warranis F'E_RMANENT
67 Joumal Entry Vouchers ' 12 years provided post-audiled, finally
_ : setlled and not involved Ih eny case
88 | Uists of Remittances PERMANENT
: Loans
Pramiums
69 Logbooks of Genera Funds 3 years after date of Jagt entry
70 Monthly Settlements of Monthly Subsidiary 2years
Ledger Balance
71 Notices , 3 years after setijed
Disallowancas
Suspansions
72 | Official Cash Books PERMANENT
1| Oficlal Cash Books for Bank Cash Bock PERMANENT
74 Ofﬁclai Receipts 10 years provided Post-audited, finally
seltled and nat involved In any cise
5 Orders of Payment i 10 yaars |
78 Payrolls 10 years provided post-audited, finally
- settled and not invoived in any case
n” Payroll Payment Slips/Pay Slips 10 years
78 Quarterly Statamants of Charges to Accounts 10 years
Payable
19 Registry Books of Checks Released PERMANENT
80 | Registers PERMANENT
' Checks/Warrants
Checks/Warrants Control
81 Reliefs from Accountability 10 yéars pravided a copy Is fled with
Decisions 2014 files
Requasts
82 | Reports |
Accountablfities for Accountable Formg 3 years afler cash had been examined
- Cash Dishursements 10 ysars . -
Cash Examinations 3 years provided post-auditad, finally

seftled and not involved in ény case
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mf:;‘m - RECORDS SERIES TITLE AND DESCRIPTION 'AUTHORIZED RETENTIGN PERIOD
cont. 82 | Reports ,
. Collecting & Disbursing Officers 10 years provided post-audited, Anally
Checks Issusd & Cancelied ssttied and not involved in ahy case
Collections & Deposits '
- Disbursements A
Dally Cash Reports 3 years
Liguidations 10 years
Monthly income 10 years )
. Overdrafts and Misuss of Trust Funds 5 years afler case had been settiad or
’ N ‘ terminated .
Petty Cash Replenishments 10 yaars provided post-audited, finally
settled and not involved in any case
83 | Schedules of Accounts Receivables 3 ysars
M Statements
Accounts
- Current 3 years
Payable 10 years
Receivabls PERMANENT
Common Funds: 10 years
Financial Conditions 10 yoars
Profits and Losses PERMANENT
Raconciliations 10 years
85 Summaries of Unliquidated Obfigations and 10 years
. Accounts Payabla
86 | Sundry Payments 10 years
a7 Treasury Checking Accounts of Agency (TCAA} 10 years -
L] Treasury Drafis 10years
89 Treasury Warrants 10 years provided post-audiiad, finally
. . settled and not Involvec_l in any case
80 | TralBalances and Supporting Schedules N ‘ '
Cumutiative Results of Operations-Unappropriated PERMANENT
-Final Annual Trial Balances
Accounting's Copy 10 years after Annual Financial Repart
. had been published
Auditor’s Copy PERMANENT o
Regional Office Copy 10 years after Annual Financial Report
: had besn published :
* Monthly/Quarterly Trial Balances 2 years aftar consolidated in the Annual
. ’ * Financlal Repert
Preliminary Trial Balances '
Accounting's Copy 10 years after Annual Financial Report
had been published
Audilor's Copy PERMANENT 7 7
Regional Office"s Copy 10 years afer Annual Financial Rapon
_ had been published
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WMper|  RECORDS SERIES TILE AND DESCRITTION .| AUTHORZED RETENTION PERIG
81| Vouchers, including Bils, involces & Otier 10 years provided post-auditad, finlly
Supporting Documents ' setlied and not involvad in any case
Disbursements - forCOA & Aooour_lﬂm Office/Departmeany
Joumals nit. AY othar eoples
Petty Cash . o dispose after 1 yaar,
Reimbursemant Expanss Recsipts
- Travelling Expenses ‘
.92 | Withholding Tex Certificates 4 years afer superseded
93 | - Annugl Summary Reports for Replacement * Gyears
' Program for Non-Eiigibles '
84 | Appliostions
Employment ; 1year S
,LemofAbsanoeandSupporung Documents 1yaaraﬂsrmordodlnt_helewam
Relief of Accountablity & yeary after separatediretinad
Retiremant/Resignation . 1 ysar
Attendance Monttoring Sheets 1 year
Authorities/Requests to Creats or Fij 2 yoars aflar vacant positions had boen
- Vacant Positions . fikied up
87 | Certifications 1 year
' Employment
Residency -
Sarvice
Others ,
9 | Comparative Data Mabix of Employees 2y
9 | Duly Thme Records 1 1.y8ar afler dat hiad been povted iy
100 | Employes interview Reconds Tyoar |
101 | Handwriting Specimens/Signature PERMANENT
102
103 | Leave Credt Cards 15 years aler saparatadiretred
104 | Lists of ENlgibles/Non-Eligibles | 1 year after updated
105 | Logbooks o
Nﬂvs&DepammofEmphym 2'years afler date of last entry
Altendance : 1mmwﬁadmmd,mm
are posted inthe leavacard -
Clearances issued 2ymﬂhrdshafhﬂm
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NUMBER

RECORDS SERIES TITLE AND DESCRIPTION

AUTHORIZED RETENTION PERIOD

108

107

108

109

110

"2

118

1"t

"3
L

115

Madical Certificates in Support of Absence
on Account of linessMatemity

‘Membership Files
GSIS
Pag-ibig

* PhilHealth

. Performance Files |
Appraisal
Evaluation
Rating Cards
Target Worksheatipf

Panmissions o Engage In Business/Private
Practice/Teach

Persoival Dats Sheats (Cumleulum Vias/Resums)

Personnel Folders (201 Filgs)
Appaintments
Acceptance of Resignation
Approval of Retirement .
Awards :
"~ Benefit/Gratulty
Certificates
Eligibility
Rural Service
Training/Seminar Attended
Change of Marital Status/Name
Clearance {latest)
Designations/Datalls
Oaths of Office
Personal Data Sheet (latest)
Position Descriptions
Reinstataments
~ Service Records (updated)
Statements of Duties ang Responsibilities

Plantilla of Personnal

Position Allocation Lists
Position Classifications and Pay Plans

RﬁmmendaﬁbnisMs

ayemanerabﬂnmhadbm
- recorded in leave cards

15 years after sspamtad.uvllrad

1 year
1year

5 years,
1year

2 years afer expired

1'year after suparsedad _

. 15 years after separalad/relirgd

PERMANENT while other copies diﬁ_posa

after 3 vears
3years
5 years after Suparsedad

1 year after acled upon ¢

05{3?61T~8
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Nokosl  RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
117 | Repors
- Examinations 2 yearg
Personnsi Acﬁcns PERMANENT
118 Requests ) 1 year after aétad upon/cleared
Accumulated Leave Cradits
Approval on Promotions
Bonding Omcialstmpluyaas
Changes of Status
Reinstatements
Transfers
19 | Salary Standardizatios Records 5 years afler superseded
120 | Stafing Patiems PERMANENT
121 | Service Cards PERMANENT
122 | Statements of Assels and Liabilties 10 years
LEGAL RECORDS |
123 Administrative Cases ‘ 7 years after finally settied except .
' ' Decislons which ara Permianent
124 Affidavits 1 yaar sfter purpose had been sarved
126 | Anicles of Incorporation/By-Laws - PERMANENT
128 Complaints/Protests 5 years afler sattled
127 Conlracts 5 years afler renewedfterminated andlor
‘ ' finally settiad
128 Decigions PERMANENT
129 Deeds PERMANENT.
Donatlon
Sale
130 Legal Opinions PERMANENT
© 131 | Memoranda of Agreement/Undarstanding PERMANENT
132 | Petitions § years after setfled _
133 Resolutions PERMANENT
134 | Speclal Powers of Attomey 1 year after pumpose had been sarved
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NUMBER RECPRBS SERIES TITLE AND DESCRIPTIO ON AUTHORm Rl'ramou PERIOD
135 | Subpoenas 3 years o to be fled with approprigte
Ad Testificandum case ' )
Duces Tecum - '
P TAND SUPPLY R
138 | Acknowiedgment Recelpt fo Equipment (AREY 1 yes ale squipment hsd bosa reumed.
Memorandum Receipts of Equipment (MRE), - ‘
Senil-Expendahie and Non-Expandable Properties
137 Annual Pmcmér'mnts 3 years
Plans
Programs
138 | " Bids and Awards Committas Flles 5 years after contract of winnsr had
Abstracts been lamminated/sattiad, cthers dispose
Invitations after 1 year
Minutas.
Pre/Post Qualifications
Publl’ca!ilons
Resdlutions
138 Bills of Laqlng 2 yoars afer delivery had been accepted
140 Bin Cards/Stock Cards on Supplies 3 years after date of last entry
- 141 | Canvass of Prices 10 years i attachad to voucham
’ - otherwise, disposa after 2 yaars
42 | Equipment Ledger Cards 2 years after equipment had been disposed
s Inventory and Inspection Reports of Unserviceable 1 year after property had been disposed
' Properties _ :
144 | Inventories of Equipmenusﬂppllas IR year aftsr updated
145 | Invenlory Tag Cards 1 year after updated
146 | Invoices / Receipts 3 years after issuance of clsarance had
Accountabls Forms been terminatediaer property had -
Properties/Transfer of Properties been returned
147 Inveices of Delivery an Supply Open-End 5 years
Order Contracts '
148 | Job Orders 1 year
148 Lists of Supplles Under Sttpiy Open-End § yoars
150 | Monthly Reports of Supplies and Materials Issued 1 year
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mﬁ:én RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD

181 | PropertyGards - PERMANENT

162 Pﬁrchﬁse f}rdef_s | 4 years

153 Purchaes Requests 1 year

154 | Queries on Prices of Adicles, Additional 1year

Funds to Meet Quotations
155‘ Reports of Waste M_ateriais ~ 2 years
. L'sé Requisition and Issye SIJpsIRequIsition [ssua 1 year br file with a’ppmpriaia recbrds

: Vouchers o series

187 | Shipping and P'acidng Lists on ltems Purchéaad; 1year

158 | Supphers Identification Carﬁﬁcatés with 2 years after renewed -

Procurement '

150 Supplies Adjustment Sheets - | 1 year after post-audited
180 Supplies Avaitabliity Inquiries 1 year

161 . | Supplles Ladgé‘r Cards . 5 yearsr

182 1 Supplies Pumhésa Joumals 5 yaars>

ING RECORT

183 Cslendars 1 year aftar superseded

154 Course Designs/Qutines/Syltabi 1year after supamdad _

165 | Masteriists ‘ PERMANENT

Participants
Beminars Conducted/Coordinated ‘

168 Resoum Sp‘aaker Profilas - 1 year after supersaded

187 | Scherdules of Training/Seminar 1 year after superseded-

' Survey Evaluation Questionneres 1 year afer datn had baen svaisied

168 Trqlnlnﬁ Handouts 1year after superseded

170 | Tralning Programs/Plans - 3 years_ after superseded

171 | Training Reports Zyears -

172 Wmtshop Resuits 1 YW: '




