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CARAGAREGION

SCHOOLS DIVISION OF SIARGAO

Office of the Schools Division Superintendent

t Schools

January 23,2025

tendent

DTYISION MEMORANDUM
No._ _ _i_ s,2O25

To

CONDUCT OF AITI{UAL IITT/ENTORY OF RTCORDS FOR CY 2024

Assistant Schools Division Superintendent
Functional Division Chiefs
Curriculum Implementation Division (CID) Personnel
Schooi Governance and Operations Division (SGOD) Personnel
Office of the Schools Division Superintendent (OSDS) Personnel
Elementary and Secondary School Heads
Division/ Schools Records Custodian
All concerned
This Division

1. In view of IRR of RA 9470 ot-herwise known as the National Archive of the
Philippines Act of 2OQV, the agency is hereby directed to "conduct periodic
examinotion of agencA files at least once a Aear to identifu ualueless records
that can be requested. for disposal".

2. Per RM No. 135, s. 2A21 conduct of inventory of record shall be done every
first quarter of the year. Thus, all schools and units in the Division Office are
required to submit inventory report on or before March 14r 2026.

3" $oft copy of forms will be sent online for your reference and compliance.

4" Immediate dissemination of and strict compliance with this memorandum is
hereby directed.
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Assistai

o.
tendent

Oflicer-in-Charge I 'l,ot
Office of the Schools Division

Encl: As stated
Reference: Il?R of RA 9470
To h^ inciicated in the Perpetual In.dex under the following subjects:
RTL I,RDS TNVENTORY NAP

OSI)S/momosay
or /23/25

Address: Brgy. Osmefia, Dapa, Surigao del Norte, 8417
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