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DIVISION MEMORANDUM
No -€3--1+# 2026

To: Assistant Schools Division Superintendent
Division Chiefs and Personnel
Office of the Schools Division Superintendent (OSDS) Personnel
Elementary and Secondary School Heads
Teaching and Non-Teaching Personnel
Division/ School Records Custodian
A11 Concerned
This Division

SUBMISSION OF REQUEST FOR DISPOSAL OF VALUELESS RECORDS

1. In accordance with the Republic Act No. 9470 (The National Archives of the
Philippines Act of 2OO7l, this office hereby directs the conduct of the Annual Disposal of
Valueless Records for the current calendar year. This activity aims to declutter storage
spaces and ensure that records management follows the National Archives of the Philippines
(NAP) standards.

2. Per RM No. 135 s. 2021 conduct of inventory shall be done every first quarter of the
year. This witl allow identification of valueless records which will then be requested for
disposal. Thus, all schools and units in Division Office are required to submit request for
disposal on or before June 26,2026.

3. The accomplished NAP Form 3 must be scanned and uploaded through this link:
https: / /tinvurl. com / RecordsNF3

4 Uploading procedure

". tt. Oivision/Schools Records Custodian must select the appropriate district
folder and upload the scanned copy of the form.

b. Within the district folder, create a sub-folder named after your school.

c. upload the scanned copy of the form into your school's folder.

Address: Brgy. Osmefia, Dapa, Surigao del N

Contact No.: 09190040217
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CAR,A.CA REGION

SCHOOLS DI\ISION OF SIARGAO

5. NAP Form 3, General Records Disposition schedule and Records Disposition
Schedule are attached to this memorandum for your reference.

6. Immediate and wide dissemination of this Memorandum is desired'

Schools
O. CABERTE
Superintendent t,

Encl/s: As Stated
Reference/ s: As Stated
To be indicated in Perpetual Index under the foliowing subjects

RECORDS DISPOSAL ilAP

OSDS/ REAgdep
04/29/2026

v Address: Brgy. Osmefia, Dapa, surigao del Norte,8417
Contact No.: 09190040217
website: sdosiargao.com

l!{ siargao@deped.gov.ph Jl DepEd SiargaoED-auetn



NAP Form No. 3       Accomplish in 3 copies 
Revised 2012 

 
AGENCY NAME: 

 

ADDRESS: 

 
 

DATE: 

LOCATION OF RECORDS: 

 
 
 

VOLUME IN CUBIC METER: 

 
 
 

PREPARED BY:  (Name & Signature) 

 
 
 

POSITION: 

 
 
 

 

 
 
 

NATIONAL ARCHIVES OF THE PHILIPPINES 
Pambansang Sinupan ng Pilipinas 

 
REQUEST FOR AUTHORITY TO DISPOSE  

OF RECORDS 

GRDS/ 
RDS ITEM 

NO. 
 

 
 

 
RECORD SERIES TITLE AND DESCRIPTION 

 
 
 

 
PERIOD COVERED 

 
 
 

CERTIFIED AND APPROVED BY: 

 
   This is to certify that the above mentioned records are no longer needed and 
  not involved nor connected in any administrative or judicial cases. 
 
 
        
        Name and Signature of Agency Head 
                          or Duly Authorized Representative    

  
 
 

 

RETENTION PERIOD 
AND PROVISION/S 
COMPLIED (If Any) 

TELEPHONE NUMBER: 
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I.Eo.crtFa o( Racal(,!

PERSOT{NEL S€rulcES ITEMIZATIOI,I
AND PIAI',ITILLA OF PERSO'{NEL

5 Far3 10 ytlt 15 

'ra.s

2 FaE

3 ,aa,.

2 F..r
I lrtr

PERMANENT

2 ,atr3 ? yGt.3

Itw

S Fat
f tt$a

t ,!!.

I yaf

5 ll.arB
ttfi

t}lr

I yqu

3 y!rr!

1p
,5 !'!r3ro trars

P€RMANENT

Anar la9aratcdr.ro.ed ol
Goarrmsd €Eri9yw

Allar ab$cncci ha.rc becn
rEconLd ln Lgers Cardr

Alter lEoe*ed,,t+4ft natEd

An|r rsl*qlh.lrlinElrd

llltt rafiradrlaorrtbd

Ots cf! dnplr rtrr
3 yta.3
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^rD 
o: 3cr.rtlr(r.

,. trEt Ellrrotr zEf,toD
a iti^tl(s

5ior{r.

lu{

lqi

r6

to?

r0t

r@

rt0

l1t

1l?

1r3

1tl

r l5

POEINN / I'EM FI-ES
Cafi,.rablt
Cttdbn
Darbtr{ttant
Etrdqr
Rldi{rndo.r rrtd ir,rlrat
Raqr..lr ror Po.itfli

PROMOTION RECORDS

Ft BLTCAI|o S0f VACA,{T POSrrtOa{S
F hg wdFoa al.
ftdd Rlr*hO
Eacommanoalo,!,

RECOROS OF S€RVICE CREOITS

scrlounsHP FrLEs
olr.[l.'&b T.rbaaa
Stufint3
lsechrs

SEPARA'Ioi{ ORDERS I EXTRACTS OF
RETIRED/TRANSFERRED/SEPARATEO
PERSONNSL

SERVICE CARDS

SERVICE RECOROS

sTArEi,lENTS OF ASSEIS ANO
LIABILITI€S

LEGAL SERVlcEA

ADUINISTRAT&E DECISIONS (WlUr
R.3Eecl !c Cr'aa,oglnofi r,Dad3loor,
Rcsolulionr/Od€.8)

CASES

^(,lninlC'dlyrClvtl San ca Corm6stoa
@Il3nolEducioo
Onlr|.[ilEr

Cof/C.r tat

COI,IPL^I TS / GRIEVA,{CE$
AEto,ra T*a o th. Co.nddnb
Cou ar Anlhtt f,rd/ot Aaxr
lnvlcIgElirn R.port
Rqohet
R!rolrAarD

?t! ri Z y.dt

2 yert 2 yE€ra

2 y.arr

t ,E8t t yEat

2 yt',
'| )!lt

a ,Er'B

2 )taErB
ty€

4 trEIE

1 ytar 'l yGar

PERMANENT

2 !€a.s ? t6ari

5 y8ars 5 

'ta.s
t0 y! s

PERMAT'IEN'

a yEaag 3 yarg 7 ysar3

5 yG.rt 5 pars

Aftat ftaq|-rp'apg,wll

Ara. v.c !l poiiuql hta baon
rd

 Il!. vErt po..{on ,ur ofl.r
Itlod

Arf. 7lconft h ha Lvd
cod6

Arler nnBhlng uE te.m
An.f finithing lia courtc

Aft€r updatad proy'6[d a cop,
ir lncorDoratad h ?01 F ae8

Ari.. insly laIrEd ercrfl
Ooclt{ar6 rhcn atr PgmrrEd

to2

Fr{a l1d it P.9..

Arl.. linally crlhd

2y€Es
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t rlEi xo a aEcmo lEnlE3 Illlr 
^lro 

oEacRlPttota
r rrttitror,l Ptar(E

116

t17

l!8

I rs

120

t2t

t22

123

124

125

126

127

124

CONTR CIS Of SERVICES (Conar*t
RoEorda nai,h! CortlrpndsrEs,
Ral.t d P.p€6)

COftNEC ,lA C MIE I EIRTH OATE
EacYrd
s&ffi

OEEDS (lcqrliilon o, Bookr'T..drilg
Aiir!.tVdic.r)

Oondi,l!s*
t €l.oFrato^ of aGREFTiEMI'i.rrlltRS t Arsritc

PilYSlcaL rAc[mES ANO SC]+OOL
E GNEERIITIO SERVICEE

ASS€SSTiENTS OF SCXOOLS

EDUCATOft L f^6{,tTtEE MA'l OETiE ?
MAt{U^LS

INVE}tIfiES OF SCH@L BIJ{.OINGS

^NO 
FIXTURES

SUTi ARIES OF ESIIiIATEO COST
OF REHAEILIIATIOI{

Bat,E Ed.tca,ton tnlo,malof Saryricas

GOJERNiC T NFO SYSTEM AASEO
SCHOOI PROFILIT{G SYSTEM
PROJECTS

RTEOUESTS FOR O€irollTlol{ At{D
REPI.AC€ICI'IT OF SCHOOL
BIIILOINGS

SCHOOL 8UILDIN63 / RJRNITURES'
R-ANS rxD SPEC|F|CAT|O.iS

sclroot zutLI}MI PnocRAMS
U.tir$ o, ftED ,td BLACX 3.rroot6

BrdeGr AfBJbnt
RaU6EbCqllnrcllon
School Brtrd R+r-r xrd

iLantaunc. SdEE
sl!! Oinrahe
Sll D.valo0.tia.rt Ptrn.

SURVEYS OF WAIER & ELECTBICITY
FACILITY ASSESS&IENT PROGRAiIS

5 )sa.g
I

5 ycarE

PERMANENTlr
PERMAN€NTlt
PERMANEIiIT

5 yeas 5 yeal,

PERMANENT

1 yeEr 1 ,,oar

5 ytr! 5 !€er.

PERMAt ENItt
PERMANENT

PERMANENT

5 y68rt 5 )earl

PERMAN NT
PERMANENTtl
PERUANENTlt

AIt . rEnerfld,Lrftra$adr
.od finally E€i od

AIl.l lup.isd
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:!!ca

t tTEx io a tEcolo ttrltt TrrLa ra.o oa3cF ita. t RttElrroa tEitoo

t 3r

132

tJ3

13,4

135

PLANNING SERVICE3

B AC EUJCAlloit fORilA?tOa{
SYSIEM (ElrlSl I,K){)(JI€S

r/bd|hl
Cm.rtr|ffiEE
CLrUa Datsbtaa

,tuu.lll
Srlt
fraraomd Dahbara

t/bALlll
Crr odllrr Ofram

odub lV
L.thEiaB,ldCtrflak

rlhalbv
Phyr&C Frclb! (Ey Diyrh,y

tLiH,€rfrg.yl
tbdu. Vl

FnxcidDd{
tlodub VII

Cdttnr.rlu Erbnrbn OltaDaa
lilo4l \ [

Elfrcdcd Pl]lnre, Rr0arcrr
,d Evafr*oi O.taba!!

Orict Coutl Frtmlsqt( ib.tuh
(8E|$OC,

oEvEToP ENT Pl.^lts
Acton
Strltlgtc

PERFOf, illAI'.CE IM)iCATORS
AchhvemEllt Rata
Coho.l , S.rrYival R.b
Gonpl*an R.E
eoporrt R.Ea
L'l!r*, R.trr
PrncFalon Rrbr
Pt! nolion REbr
Ala.q.rfirom Rri6
ftrrilDctr R.r
Ap+Tcrtboot Ralbr
F.tmtqt Ratat

PeRFOfit ArrCE MFASUfiE FRAMEWORI(S
BY REGIONS AND BY OUARIERS

PROfILES
Gorrf trl Sacofld.ry Sdtol

Prlal€ (G!L9P)
Prhnlt Scho{

REOUESTS FOA ITET.I POSITIONS

REPOATS
Aocqrptlrlnrtla

AfiauC

PERMANENT

PERUANENT

5 tttri 5 I...E l0 }lB.E

3 yrar

PERf,IAT"IE NT

? y6a.t 2 ,rBrE

PERMA ENTlt

Alte. Ectad ugon
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Id

7 ISIEXIPX PEF'E I ifr^txs
lollls&rr0*I rrll rO t itcoiqtlilla lllrt axo DlacrptEll

cool t 35

118

137

'142

113

!38

139

140

't41

REPOR?S
A.cdreiCltr3arl8

AIlul
Irivitbnt
fLgiom

OrltufbdttaYtY..ldy
Arnud ATI
B! 92 Srl9.\naty
Ihdorrxrt
Ira..t.Clrtlra Ado€ (rr &rdi Flrdirlgc

lbnlcing and EvClrrtifi ot
Rlglodryrc!

Sld$cJAffil-i.r
E mllrari lrn Abndre
ttumoG o, Tlr(,ISr -rd Slt dar*t

School
$dredA*E

SCTTOOL MA'{AGET'CfiT

,rlrrn aiw tcarr/ng Syrlom

ACCREDITAIIo.{ AII'O EOUIVALEIICY
TESI RESULTS

ADMINISTRAIruE.EASED DATA IIJIS)

ANNUAL ICTloiI PLANS
Lirlr o{ Trgrt ClilntE
h.i€t ArEaa

CAPAAILITY BUILDING FROFILES

PROJECT FILES
B.lik+t$$n Pra r. Out€t Sd,roo,

A{lllr (gFos^)
eo.lriudy L.an{Irg Cartr (cLC}
Lrr.a,io Suplod O*!ry SlrlE n (LsOS)
LrE a, Sryio! Cortacnr$ Schanr.

,'ga,odorr.t Dlvlt oi
1 El.r',.,t bty .N hcondpry uv i,lorI,.)

rcHEIETTE T TEST RESULTS
Dividon Adtieermrnt Tart!
tlJiood Ach|GratEit lGatt

EU|ld{,'

Unu66d

ANSWER gHEETS

U!.d

TESI 8@I(tEIS
ElmEnbry Lsyql
Sccandtry Lavd

PER ANENT
t ycr I ltprrrn I Irprt

PERHANENT

PERI,lANEIIT

PERMANENT

PERMANENT

PERT'AII€HTlt
PERUANENTtt
PERMANEITITtt
PERI/lANEflT

PERMANENT

6 .io.rihg 6 rhonth6

I yoar 1 ygat

6 mm$E

6 ,no.'rlh3

6 ,Efliht

6 ,roattll3

Artr a,iatadtH h Artrirrl Raror

ArE aq|tddaH rn ttld R.Fl

Provdad raa.rlE h{r€ oarir
taDr tbd tld rapl pcniirallrtt

Rrlin dhsEt 2 €€E ,.o'vid!d
Itl€ origiBl E hrgl lonIl.rrnry
h Er (kka!€/cd
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! TIEX XO I itcqo tcrlt lrlLc ao tE6ciFltoi t. iatal{rloa PEnEo
Ioaal

cont. lia3

t4a

r{5

t.o

147

t.E

la9

150

t5t

'153

':.,r

,I

l5/

ACHIEVEi€NT TEST RE:iULTS
RagiortI Acfugvstront T*fs
School AcHa€rnarll Tatts

BOol( FLeS
Comllrd!ts olt Ut! Ev1ullion ol Bolrr
RoquGlt tor Cstfrcdlon!

cEnflrcarloMi
Endrr.ot
Good ,,lord Ch*rci..
O.rfurioo
Raeod o( Fabo o[ Studsrts
llF..ill OdrrD

C.TAT{GE OF NAME OF SCHOOLS

CLUSTERING, DECLUSTERING OF
SCtlooL OOCUi,ENTS

cor.rTEsTs ANO COMPEI|TTONS

ESTABLISHT€N ?S I SEPASATIONS /
INTEGRA'ION OF SCHOOLS

GOVERNMET{T RECOGNITIOiIS
(PRTVAIE SCHOOLS)

INSIFI'CTIoNAL MA?ERIALS
Eootr
iftrldar
Sup9hl,lq$Jy n rfrgt
vl,.orrco./Casrltt TEgr3rFf ltE

NATIOHAL C REER ASSESSM€NT
EIAI,II NATION RESUITS

PIIIUPFIiE VALIOATIiE E)(AITNATKITS
(r{EtRc}

PERrrrs
Cr E.Ed
Studf (Fortn Studlrfr)

PROTOIION L REPORTS
(EIEITENTARYISECONOARYI

REQUESTS / APPRo\,ATS
Ollrtad ol Suti.cts to G.Edu*E

StJd.itr
Summar CLr€c
T6nsh. oa LoctlrForaEn Studmts
Trardato0r oa Cliraoans!

SPECNT PROGRAMS 
' 

PROJECTS
l.npLn!nta{,
Nol'lllxil.nt€olld

II
PERUANENT

5 ll.rll

yrfa

5 yarg

I I yqar

PERMANENT

3,r Elt C rrr!

?rt t2 ,eal9

PERMANENT

PERMANENT

PERMANENTll
PERMANENT

PCRMAN€NT

2 )r!iE 2 y!a,i

PERMANENT

I yerr I t'EEr

PERMANE tir I
ry.-t }l8r

Arl.r fli* hav! bc.t rlaodrd
Alt€r adad upon

Alt€( slr9o($deC

Ratli r 2 cqpi.r Da.rEnfitty,l
h..d & aoltcopy. Olhar
copaa dtpora 2 ya.'r
JtBr rsvr5ed.

Altlr 9r€6relio.1
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rqa

I trfr llo t. ntcono tcarEi rfllf 
^no 

oftctlrTlolt
7 SEiErlloT PEiI(D

!. REIrlXl

tgE

r50

160

161

t62

t63

lC'l

'r05

r66

167

16t

tm

r70

SPECIAL OROERS Of GRADUATION

SCHOLARSHIP GRANTS

SulttilARl€S OF UNTTS ?N(EN BY
BTUO€N?S Of PITIVAIE SECO{EANY
SCHOOLS (Fdm e)

TUTNO FEE INCREASE RECOROS

^DofctonrAp9rol.J

Scrco, t.r,gl Pi.o.dr

ACnON 
' 

OEVELOP EMT Pt,A}{s
School lmpaovoflr.nf HaDs
S$mriro.y Plrm

AoL(rsslcN rEsTs

APPLEAI|O S
A.rrr(lildirnr
tu(offtrnt
Edra,Ea Eff$nflionr
G.ddion .nd 8r.od fr!.s
PC.nlrbrEaCOl|rJb.!l

I ATIE"OANCE SHEETS / ATTENOANCE
REPO TS (Fflr 2l

EASIC SCHOOT it taAGElrGtin COURIiE
TERM PAPERS

gULLETINS OF INFOR}IAIiON

CALEI\DARS OF AC'IVIIIES

cAsEs I FEASIE|UTY SiuotES,
RES€ARC1IES

cuss REcoRos
An.cdotd Raco.da ol Purarrst di 3
Cb.. C .r (Fo.m l3+A)
CEt 6am/$or$d grrandEy

RiodL (Fqrn f7t)
Cbr S.rrddl! (Fo.n !01
O€a vfuaa Ctu!
OPltrE
Lil]L o, Xq|or Gratun r I

NulruarC $*ll otPupL i

RrportCrrb(Fqm r3b) j

Stt ,.rr Pf, Eryr Rro{6r (Fdnr iJ?,Al
$flrttr, d Unalr T*tr (Fdi't 9)

tt
PERHANENTll
PERTTTANEN?

2 ys6rs 2 I,.irE

3 yors 3 ,!arg

PERMANENT

J

2

)l€rE

trarr

3 rti3
2 flra

2 y!.ri 2 yeari

3 yegrE 3yE 16

PERT,IANENT

| ,!tt r 
'ttr

PERUANENT

,r*l 5 yrrrE
PERMANENT
PERMANENT

| lat
I y.-

Year
'l !€ar

PERI'AX€IIT
PERHAHENT

zyrrlr | | z nrrr
PERUAT{ENT
PERUAXENI
PERIIAiIENT

Ana, adafi[Bd

ArLr gr led

Aft r gr.dueEd
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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
CItdi.br.l b G.rdue,r
ENRO!Lr/CXr LISTS
Gtrduda.*lofla C.EduaB
Sctrl FaEor'rral xrd O{fr6b

t.IERARY FILES
Ac€€s!{n Boors {lrF t46}
Bool cad3 (PF t{el
gonollfr Cardr
Ctlalolir. C.{d! {PF 150}

PERMITS
Ooesma0l Pafrttt
Goermmant R3t{Ondo.rr
Prnr$B b Ogaaah
Pcrr E lo Stud,
Tuilin FB lnaraEraE

PiST.ES
Scrd
!tr-E6,ra'*; stPrff!
$lrfinb
Tachfr

PRSO$O Of,O^NErro s cusS€s
O.eCGrrrP
qtsBrr
Scl.,tca Otir

RAHKITIG./ LISTS OF HOT{OR SIUDCNTS

RANKING OF TEACHER APPLICANTS

RECOfiOS OF ST|fi)EI{TS OtgdPLt'{ARY
Actto S

ll
PERMANENT

5 tea.r

PERMANENT

'l )€or 1y-,

2 yr'r
I F.r

2

I

FarE

ttlr

PERMANENI
PERMANENT

r6m I I a yo.t
PERMANENT

t roer I I t yortt
PERMAIIENT
PERUANENT

I y..r I I ryar
PER AflENTrt
PERMANENT
PERMANENT

5 ,l..g
2 yca'r
5yltt

5 !^cat
? ,te,E
5 I€Erg

PERMANENl
5 yaE6
5 y6r'!
3ysgs l0 t!ar3

5 F.rE
S Flrs
| 5 yara

PERMANENT

3

I

2

yaaft

ytia

ylllr

3y! r
t ,a!r

2 y.rE

A C. ppdelediupo.Eddnd

Atter d*e ol latt c.try

Ailr tlpiIgd
Arlar grduEt d

Aft6r grEdLtEd
AliE g.l&d!d
AtEr roardtsdtlairod

I insbrErtcd. odl!^Hr€
dirpo.r a{t r 3 ,aa.r

,tiar grEdr*sd

Arls. updslad

AIl.r fl.dsrl0d
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I tEltflor PEProo

I B5

188

't8?

r8E

rt9

!$

t0r

lQ.

rtt
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REP TS
A^nrfl Raect
Efloft!rna tld ALrl(l..rct (Forrlr t)

Llr$ffiar
Pri@-

trb.{t, E ,*i.d (f cr! 2}
ilflati R.Oo.b oa Drr.trE r Haaira
Xrriro.. oa sCloE8udmri,

Pro.notlct l$ulllgraad)
F..{Erllrlt.t l.rllicft.t (Ylaly Rapoar)
Piilrafit hvgtEy Raeo.t
Raeqra m ftqi&i

rt A Sodrry 3c,l6b
1881 P,tGaO G.6r t-lv
it+? lnE r .i.t Grad- V-Vl

SdFaa Fsrld,F 5r{tt Ra9o.n
&ni6tLr d f5r{ry AlitarFr (Flarn 7}
&rpaft€r,

REOUESTS
lrlllliond Cos|..
Cr', O load
IictEi a i. EtElnqi L.tagrn.rf CL!-
Tnrd,

scrioot CALEND^RS

SCHOO| REqSIERS ( Fdtn I )

Sr(ro€il?C TESI P^'ERS,ELASS
EXAiCl{AYIOiIS

SIP€RVISORY PLATS FOR 
'EACHERS

-tEACHERS SCHEOULES (Foan 20I

IEST RESULTS

TES'IflG T,TATERIATS

YEAR BOOXS I AIINUA BOOKS

I
E

I

I
E

i
E

PER}IAN NT
2 )l{izya !

2 lllaas
2 !,!t.t
2'tara

2
2
2

PERMAT{
2 try. I

PERTAX

N'
2 yrrt

NT

5 F..r
ztn rE

2FIr
5 Fdr
2 yerrl
2ya !

2 yr6.t 2 Frft

t )i!4. I yet

PERMANENT

, ,a& 1F

I F'
yrtraa

'art

I ,!t

I Fa,

2flr

I

PERMANENIlt
PERMANEIiT

AIE? ecbd !po.r

Oitf colh. €lor cr
1t t
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