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11Bepartmrnt of Q.:bucation 
CARACA RECIO 

SCHOOLS DIVISION OF SIARGAO 

To: Assistant Schools Division Superintendent 
Functional Division Chiefs 
Curriculum Implementation Division (CID) Personnel 
School 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 

CONDUCT OF ANNUAL INVENTORY OF RECORDS FOR CY 2025 

l. In view of IRR of RA 94 70 otherwise known as the National Archive of the Philippines
Act of 2007, the agency is hereby directed to "conduct periodic examination of agency flies
at least once a year to identify valueless records that can be requested for disposal.". 

2. Per RM No. 135 s. 2021 conduct of inventory of records 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 13, 2026.

3. NAP Form 1 is attached to this memorandum.

4. Immediate and wide dissemination of this Memorandum is desired.

Encl/ s: NAP Form 1 
Reference/ s: As Stated 
To be indicated in Perpetual Index under the following subjects 

RECORDS INVENTORY NAP 

OSDS/ REAgatep 
01/07/2026 

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

Contact No.: 09190040217 

IIACOHC PIUPfHJlS 

Website: sdosiar�ao.com 

M siargao@deped.gov.ph Ii DepEd Siargao



 

 

NATIONAL ARCHIVES OF THE PHILIPPINES 
Pambansang  Sinupan ng Pilipinas 
RECORDS INVENTORY AND APPRAISAL 

AGENCY   
                      

ORGANIZATIONAL UNIT TELEPHONE NO.: 
 
      

ADDRESS       
                       

PERSON-IN-CHARGE OF FILES 
 
                                 

DATE PREPARED 
 
  

RECORDS SERIES TITLE & DESCRIPTION 

 
PERIOD 

COVERED 

 
VOLUME IN CUBIC 

METER 

 
LOCATION OF 

RECORDS 

 
FREQUENCY 

OF USE DUPLICATION 

 
TIME VALUE  

T / P 

 
UTILITY VALUE 
Adm / F / L / Arc 

RETENTION PERIOD 
DISPOSITION 
PROVISION Active Storage Total 

   
                    

    
                    

    
                    

    
                    

    
                    

                        
                        
                        
    

                    
                        
                        
                        
    

                    
                        
LEGEND:   

          

TIME VALUE:               T   Temporary P - Permanent 
          

              UTILITY VALUE:     Adm - Administrative  F  -  Fiscal L   -  Legal Arc   - Archival 
        

            
            

PREPARED BY: 
  

ASSISTED BY: 
    

APPROVED BY: 
 

                 
  

      
   

Name and Position 
  

NAP Records Management Analyst 
  

Chief of the Division/Department 
 

NAP Form No. 1 
 



Annex 34 

(Endo&ura No. 1 k> DM No.. 01_003, i;.. 2026) Records Management Operations Manual 

NI\ 1 IONAt. AROUVES Of ntE PHIUl'l'INES 
,,.mba�ng S.nupan ng Pl/it,ina:. 

RECORDS OISPOSmON SCHEDULE 

J. SCHUlUU Ml. 

S ITFMNO 

1 

2 

3 

4 

5 

6 

7 

8 

2 

I RE&OIID SERIES TlnE ANO Dti$Clt-TIOH 

AQ!!!tl!STRAIJ2� l MANAQEM&;NT 

ACKNOWLEDGMENT LETTERS/ 
RECEIOTS 

A rt-U.IITICS/'SPORTS FILES 
Alt!leles' Protlle!I. 
Lette1"$11;ndo�emenlS 
Results 
Souvenir Programs 

AUTHORffiES TO TRAVEL 
�)ff$ 
O�ls 
TeacnenlPrlr\dpal$IAssL School 

C>vision Superintendents I Ol111s.on 
Supennle"ldents 

AWARDS AND COMMENDATIONS 

BOARD I COUNCIL FILES 
Memoranda 
Or,glnat Letle,-s 
Rcp<ir1s 

ResOIUtlOI\S 

CALM'ITY REC�OS 

CERTIFICATES OF APPEARANCE 

CERTIFICATIONS 
Certifications, Au'lhenbcalions ena 

Veri6ca:1Dns (CAV} 
Cert1fica1es of Greduabon 
Diplomas 
Student Report Cards (Form 137 J 
Special Orders 

Emplov,nent and Salary 
En� l'MHII 
C00d M01;11 Charilder (issued t¥f the 

Su�intendents} 

t.AGENCYNAME 

DEPARTMENT OF EDUCATION 

2.AIIOIIEU 

4- DATE l'REP.utEO: 

f MlENT)()H PtJIJOO 
l.l'IEMAIIICS 

SID-• , ... , 

To be filed wItn eppropnate 
record sencs 

1 year 1 yeat Arter QI adU3te(l 

2 y8.lfS 2 yeilf?i 

PERMANENT 

I I 
PERMANENT 

2 )'elf$ 2� 

1 year 1 yea( 

1 year 1 l'0-'1' 

IMPORTANT; Purs\Wlt to Section 18 Anicle Ill, RA 9470 s. 2007. •No ll<)Vefnment depanment, bureau agency and 
lt'ISl"U'nentai ty shaU d1$posa or, destroy °' evlhorlLe 1ho disposal or destl\JcllOn of etiy �ic recoro,, w'llch aro "' tho 
custody or 11ndor lls controt except w,th the prior written auth011ty or uie 01.0Cl.itive director." 
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CHARiS
o'lriir.lion lrFu,tdiqr€l
PrEc6$ Flo*

CLE^]RA'{CES
SludrnE/T.Ech.dE np.oyEr
rdtlc! Faca

CREATION OF OIVISION AXO DISTRICT
OFFICE RECOROS

COTf',ITIEE FILES
trrC.llgallng
Ta6t ForE€

CO,IIUNICA IIOaISICORRESPOaTOENCES
Nul-Ror,jnc

Rouiin!

orREcTrvEs 1 tssrJAttcEs
Iilu€d btr th8 H6!d o, Ae6r*y

doolnanli! golicit€. F.ocs&.s,
tt rdarar..ulea tyrd re0n lauont,
p.oeran a ol lra tgric),

l3lued by tha Haat ot Aolnay
ra,lLding rd.*ifl{y mtormatEn

OIRECTORIES OF PERSON EL,
scHooL oFFIC|ALS

Ad{iloria€
Ede0nt
Cirwhrr

INAJ|RIES I OUERTES
tion.RouUno

Rout$G

Ltsls
tiaonurtl.nltJslrir€ (BEBrsll
of6l.t (Locdmrthnct

HA IIALS

UEEfHG FILES (Erlcqr M.ncom)
Cdrrreba Rlportt
if*raa ot irrB&le!
PolichB
Rsobtoar!
Oth . Rdrfid Oocum3!ts

UESSAGES I SPEECSES

tt
PEBMANENT

I y.ar I yBar

PERMAIvENT

PERfulANEH'T'

2 yoars 2 fsar5

PERMANEftT

2 i€Ers ? yeiri

? rrarE 2 yede

2 rta!
1 yraa

2)T -!

I ,Ear

PERMANENTtt
PERMANENT

PERMAf'I NT

ro bc hhd rlui so.o.'alo
rEcofttlt tealeS

Arl€r Ecttd upo.i

Altor supBr$odgd

Aier 3upers€dad

To bB filad '*itt EpFr!g.r.t!
r&o.dt saritt

Arlor actod lpm

Afre. updat€d
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23
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30
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PUBLICATIOa,IS
(ctraid by hEll

l(,vrgr! tEntl
ArtlriEisa
EooLr
Joomds
tlG,ElstEr!
Prata Raha!fi

SEIUNAR I WORXTIHOP' COIII/ENTIOH
rNur^lDt{S

soLrcrIAtoNs

SPECII,IEN SIGNATURES

TRA\|EL 
' 
vrstt Flt€s

rortigt
!4d

Grrj.rSarYEaa

FUEL CSGUFTIO'I REPORT8

JOB OROERS

STAIEIEHTS Of ACCo(Ti TS/E LLS
(PASS, PLDI. EtdL. Wr4

IRIP TICXEIS

UflLMES 
^TO 

SERVICE9 RECORIXi

VA'A.E IEINAI€E AIIT' REG6IRATEB

vE rcr.E nAlxtEriqNcE lr0 opER^n0ls
RECffi)6

Pro{.uaaa?..nl Sarvica and
SlFprt 're.rry llao.dt

ACKTIOI'I/IEOGUENT RECEF/TS OF
EOUTPTTENT (AR€) / rEiroRANOUu
RECETPTS oF EOIJtPrr€NT trrRE).
SEM.EXPENDABLE A O NON.
B(PEIi.OABLE PROPIRNES

ANNUAI PROCUREMENT PROGRANS

PE
I

RMANENT

PERMANEN'

1 y!,v I lttr

I yaet I yl.t?

PERUANENT

I ,., r ,etr

,l

,

5

,aaf

Ilar

,atIl

t r.,
I ltI
tlu
'| Yt,

1 ,tat

I laf
I vaa

I ,lar

1 yrar ! Faa

3 )ea.t 3 l€A13

ll i.tplE nenLd, or!a.ur.
(bfoca tnar 5 yltra to.tl
dat o, rucolc

Rc(o.d5 Sol

Afiea set Ed

Aier renead

ArEr eqt,frrlsrt h.{, b.€.r
rllum€d
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F.gr !o! i, P.ga

PROGRAIi,iS I PROIECTS (Papan
,rclu(lrg bactg.olnd m*6.1a13, tludas.
JrcrE€E. nol83, rosoh draltr. t im
r.9o,ll rrd '!ld!d g*er! b
mdEgsrlEnt Flera.n !'rgi.clr)
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TNVENTORIES ANO INSPECTIO'I R€PORIS
OF UNSERVICEABLE PROP€RTIES

NVENTONI€S OF SUPPLIES AND
PROPERTIESJFIXTUREg

LEDGER CSRDS
Eqrgnar{
SUSdE

PR&UNCTCNI FR.ES
Abtfnfr

Adr / CrlvIcat
Evrfuriotl orouGdonr

Bl.' EY*rSlra
cott'*ts
hvt lim b EE
trfn Ea ol Pr!€i, Con lrrE
Modg d Proorrmrf (Rraflfonl
t{oli[ of^rn d
ousbPro d

ftogrrtla olwo.f
Pt!-gd Bufaela
Raaolrtolra b AEd
BAC Rr|orem

Af..'at!. ,{o(5 ol Prr;wutEnt
AEd $of9II aaarohar ftofia

d FE rtrrr rtd otlrr ran a.tt
rloa,lrtts

PROPERIY I'{\EiITOFIES
&rdiEr
€q, rlnl

PURCHASE ORDERS

PURChASE REoUESTS

RCPORTS
L6r
w..5 iiLb.i&
lnrp*loar !l|d &caglt.tct

REOurslTrO.{ A}.D tssuE suPs (Rtst

TR,I'{SfERS WIIHOUT GOST

FII{ NCE ITIANACE ENT

CERNFICATIOT{S
Lrit PaInlr't8
Lori Ch*IE

1 yoa. I F.r

t ll3Er 'l ,refi

2 y!c.r
5 yE*r

2 ,ao.,
5 tra.3

5 yEa.s 5 yeae 10 ygar3

1 yt, I ,rar

4 F.r.
I y.t

.l yaa.t

t trgr

PERMANENT
2 ,Ee.r
I ,.ar

2 tcr6
1 yrr

t Far 1

PER[IANENT

1 ya! )€Er

Afi!. proparly hes bcm
l,atunad

AfiGr updated

 rLr ao.roma.ll l€0 oagl {fraEai

ProdaE p.o,6d 6 cqrucaart
rd rtllad

Afror updalld

Ah. Frlpany ,ra. baan
Eturnad
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50

51

53
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FlMNCnr STATEiT€NIS
Bdrca Shad
SLtln|o E o, Oplatorilitco.rr

IOTICES OF CASH ALLOCATIO{.IS

PAYROLLS J PAY'{OLL SHEETS

REITTATaCES (GS|S, tffi, Pr*5rf,il
Al,lrlcas
Lirt!

t6rtt
Pttnrrnl

REPORTS
Fnxcral

Caatl Fb
SaIl l! or rE rt r,n EFraa
$t !rfr., Goi.flmdrl Eqfar

Lat! ol Dtr 8llO O.lt|.rdrbl. Aaoirir
PI,.N.. {LDDAP)

LiUkblotB

IAXES
Ar/*lm,Drry
ElurTfort
E$.lr(.C Vd.r. Add.d tar
lrtcctE
Wll$othg lar Ca.d[G.b.

vottcHERs. Nc[rrDtr{G alL s.
I VOCES E OfHeR slJPpORTtt{rO
DOCUT€NtS

Or0ucanmlt
Jaxr|-
Lit irtlorr
F.ty Crlt
Raimntxrsnc{ Epaora Rcorl$
Trlndlng E$.naaa

5 ytars 5 yoers l0 yEari

PERMANENT

3 )af3

5 yi.,t

3 tro|:

l0 yr.It5 yaars

5 yesrr 5 lta.s 10 yeers
PERMANENT

5 l6arB 5 l^aart

3 ,tr!
5 IerI!

3 ,aart

l0 ylrt5 }f8rs

3 rtaf$
3,rgr8
3 tE!r3
3 yErIE
a yrarr

3 trErE
3 ,ctf3
3 F.rE
3,ctt

6 yeari
6 yEri
6 yas.g
6)€r!
4 ltars

5 yres 5 yea3 10 yEarE

Pruddcd poct.auditrd, fhdly
rafr€d qd not In,.Elrsd .l
any cata

Pm{ldad poct-rudilrd, linEly
5ra0a.l 8od nol inrdvad
h rt casc

Air. AnlruEl Flns'tclal Rapo,l
lt.r bc.o pubrrhld

AnEr Eup€Beded

Anc( supersed"d

Pro{tttad paat^rrxf, hd, frrEly
loluad ..td ftot lnvot sd
h y ctr.
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PrronC Sir icaa
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AGEI{CA BUDGET IiATRtc€S

BUOGET CIRCIJLARS ATD ISSUANCES

BUDGET PROPOSALS & SUPPOfiTING
OOCL'IENTS

GEITERAL APFROPRIATIo.{ AcTs

t{oilTHLY CASH

Accou,.,lt l R*o!d3
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OBLJGATIo',I REOIJESTS

PHYSICAL AND FINANCIAL PLANS

PROGR^IIS tr EXFEM'(TTNES
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REGIS:RIES OF AII.OTMENI

SPECAT ATLOTMENT RELE^SE
oRDERS (SARO)

SU&ALOTi|aTI' RELE SE ORDERS
(9Jb.ARO,

C,rn Fcc€/tt

FIOELIIY BONDS I BONDS

oFFrctal CASH 8@t(s
C*tioo.
orbr/,llriaarllt

OTF lcIA{ RECEIPIS

RECORO BOOi(S FOR CHECKS
RELE SES

REPORTS
AfeEai oa ClEll tlsJrd ft(l C.nc€td
C.rri/Chlt oillunamdll3
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IEOICAL / DENTAL RECORDS OF
PERSOHT{EL 

' 
AT}ILETES

Oc J, f,bdcd Cd6!
Lrafih PEfi!!
Lllcab.y Roirllr

SCHEDUL€S Of ]TURSES AND
oExIrSTS

SPECIAL PROJECTS / PROGiA'IS
Drald Hldh F Bftig
rradcJ.rd Nutlr|g hG t Plogrlrr
t{umoa Proenrns

HUUAT' RESOUfi CE TTANAGETETiIT
s€RvlcES (PERSONt{EL SERVTCEE)

AINUAT SUiNTARY REPORIS FOR
REPL.ACEiIENT PROG|RAMS FOR
NO .ELIGISLES

APPLiCAl,Ofl 5 I RECoMiENDA?rOltS
IOE EUPLOYT,IEXT
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AASETCES
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AUTTIORITIES 10 T|LL VrcAAT POSTT|oNS
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CEI{TIFICATES OF ELIGIBLES

CONTRACTS TO IEACH

r)AILY TIM€ RECOFIDS

EOUIVALENT RECORTTS FOf, MS
WITH IMNSMITIA

JO€ OROER CONTRACTS
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Afrc. poslLn hoi bson tille{, up
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AItEr dCr nt{o b!!n O6t!d in
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LEAVE CARDS

LEIlERS OF INTROOUCTION

I,I€OCAL CERTIF|CITES DUE TO
ILLNEgS

ICI'BERE}iIP RLES
G$8
Plo.rbre
P?iH!*r
Octart

iIO.IIIIILY REPORT3 OF SERT'ICE
AnD 

^TlEltlOAllCE 
/ AASIR CTSOf

ABSEI.ICES

EW IPPRASAL P€RFORMANCE
SYSTEM FILES
Ptt tll aa Acpr{auErrlrtboar,

RdinC R.rdi.
Farl'lrt'ltc. R.lie Crdr
Frrirln.Ilo f gGr Wo.tthaa{t

NOITCESOF ASSK} IE'{TS
Litl!
OltiL
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P6RM]TS TO STUOYITEACH
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A.poln!! tb
A9emYaE ol Rd.tn tt
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Cttsag. of $nr'
OlrrtF4im.
or!,,he tfit llr Roh (AWCIL)
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F..!o.trl orta SEatl 0ai!.t)
Forlion Daa.rirtoo Fumr
PRC trcallar
R.p.rt ol ficitg (EIgA$.E)
Radgnilo.rtrfrflrrrgfuttsrt,

Ralum b Clrty
ia*c ds (CSIS CLrrrc.)
S.pf,dbna
srvix Rm.d3 (uF6cd)
I.Eo.crtFa o( Racal(,!

PERSOT{NEL S€rulcES ITEMIZATIOI,I
AND PIAI',ITILLA OF PERSO'{NEL
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l.npLn!nta{,
Nol'lllxil.nt€olld

II
PERUANENT

5 ll.rll

yrfa

5 yarg

I I yqar

PERMANENT

3,r Elt C rrr!
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TERM PAPERS

gULLETINS OF INFOR}IAIiON
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PERUAXENI
PERIIAiIENT

Ana, adafi[Bd

ArLr gr led

Aft r gr.dueEd

107

Piga !! !l l!P.g.t



zxt

, fitx tro 6 iacm 6En Et Tn!.6 
^aro 

(f,ScirrTloli
r rfral{rro. ltRroo

!. REIAi'(S

171

172

'l?3

174

175

176

1?7

1/6

r79

rE.

r82

't 83

t8a

CIlrSS At{O TE CHEi3 ttOG'Rrrr'B
CBPmer.ll!.(Fdm29,
Sulltlna.ies d lfformdirl o, Tochr-!

(Fo.m 3l )Ic&,J Proefa.i (Forn 301

COTISOTIDATED DATA OF TEACHIIiIG'
NON.TErcHING P€RSON ET (Fo'm 3I}

COURSES OF S]UOY I SYLLA8I

ENROLLMENT SLIPS

GRAf,ING SHEETS

LESSON 
''LANS

LISTS
Acc'tdibd Cqr.salE Ai.dE
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