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1765 PAZ M. GUANZON STREET, PACO, MANILA,
TEL NOS. +632 8521-3034/+632 8642-9677
E-MAIL: nationalarchives@nationalarchives.gov.ph

To

SUBJECT

National Archives of the Philippines

REPUBLIC OF THE PHILIPPINES
NATIONAL ARCHIVES OF THE
PHILIPPINES
PAMBANSANG SINUPAN NG PILIPINAS

WEBSITE: www.nationalarchives.gov.ph

NAP GENERAL CIRCULAR NoO. 5
October 10, 2023

: HEADS OF ALL BRANCHES OF THE
CONSTITUTIONAL
GOVERNMENT
UNITS(LGUS),GOVERNMENT-OWNED
AND CONTROLLED CORPORATIONS
(GOCCs), GOVERNMENT FINANCING
STATE
COLLEGES
EMBASSIES,
OTHER

GOVERNMENT,
OFFICES, LOCAL

INSTITUTIONS (GFLs),
UNIVERSITIES  AND
(SUCs), PHILIPPINE
CONSULATES AND
PHILIPPINE OFFICES ABROAD.

OF VALUELESS RECORDS
GOVERNMENT AGENCIES

GUIDELINES ON THE DISPOSAL

RA 9470, the National Archives of the
Philippines Act of 2007, renamed Records
Management and Archives Office as
the National Archives of the Philippines,
mandated to plan, develop, prescribe,
disseminate, and enforce policies, rules, and
regulations, and coordinate government-wide
programs governing the creation, general
protection, use, storage and disposition of
public records.

In compliance with Section 9 (1) (2)
of Article I and Section 18 of Article
Ill,thefollowing guidelines on the disposal of
valueless records in all government agencies
are hereby fixed and issued for the guidance
of all concerned.

All  other issuances or parts thereof
inconsistent with this Circular are hereby
superseded and amended accordingly.

(Sgd.) VicTorRINO MAPA MANALO, CESE
Executive Director
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GUIDELINES ON THE DISPOSAL OF VALUELESS
RECORDS IN GOVERNMENT AGENCIES

Article |
COVERAGE

Rule 1.

This circular prescribes uniform standards
orguidelines to be followed by the government
agencies in the disposal or destruction of
their valueless records.

These guidelines on the Disposal of
Valueless Records in Government Agencies
consist of six (6) parts: (1) Coverage, (2)
Definition of Terms, (3) General Requirements
on the Disposal of Valueless Records, (4)
Records Disposal Procedures, (5) Offenses
and Penalties, and (6) Miscellaneous
Provisions.

The General Records Disposition Schedule
(GRDS) common to ALL GOVERNMENT
AGENCIES series of 2023 is attached to
these guidelines.

Article Il
DEFINITION OF TERMS

Rule 2. Definition

Administrative Value - refers to the
usefulness of records to the originating or
succeeding agency in the conduct of current
business;

Agency — refers to any agency other than
the National Archives of the Philippines;
Agency Personnel Concerned — refers to
Agency Records Officer/Archivist/Records
Custodian;

Appraisal — refers to the study of records,
their relationships, and contents to determine
their utility values as to administrative, fiscal,
legal, and archival Value and time values,
whether temporary or permanent;

Authorized Representative — refers to an
official/lemployee given the right to act as a
witness in the disposal of valueless records;

Authority — refers to a conclusive statement
leading to an official decision;

Authority to Dispose of Records — refers
to written permission issued by the Executive
Director of the National Archives of the
Philippines (NAP) to government agencies
for the destruction of valueless records;

Disposal — refers to the act of selling,
landfill/burying, or any other way of discarding
valueless records in accordance with the
provision of R.A. 9470;

Disposal Procedures — refer to a series of

‘steps in the disposal of valueless records;

Economical Disposal — refers to
management ways of discarding valueless
records that will generate savings in terms
of space, equipment, human resources, and
other source of income;

Evaluation — refers to the act of examining
disposable records to assess their Value,
quality, importance, and extent of physical
condition;

Examination — refers to the process
of looking at and considering something
carefully;

Executive Director — refers to the head of
the National Archives of the Philippines;

Financial Records - refer to records
created and maintained by the Agency about
their financial transactions and obligations;

Fiscal Value — refers to the relative worth or
usefulness of records pertaining to financial
transactions and obligations of agencies and
organizations;

General Records Disposition Schedule —
refers to a records control schedule governing
the Disposition of specified recurring records
series common to all government agencies
issued by National Archives of the Philippines;

Inventory — refers to a descriptive listing
of the records holding by record series
indicating its specific location, inclusive dates
and volume in cubic meters; conduct of
related activities to locate, identify, describe,
count, and measure all records in the office
and storage area including all loose and
bound papers, microfilms, optical disks, and
magnetic tapes and disks;
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Legal Value — refers to the Value of records
containing evidence of legally enforceable
rights or obligations of government and/or
private person;

Letter of Availment — refers to letter of
agencies availing the services of the NAP
official buyers of valueless records;

Mode of Disposal — refers to the
destruction of valueless records by Sale,
Landfill/ Burying, or any other ways;

Permanent Records — refer to records
whose usefulness is worthy of preservation
because of their administrative, legal and/ or
archival (historical and research) significance;

Public Records — refer to records or classes
of records, in any form, in whole or in part,
created or received, whether before or after
the effectivity of RA 9470, by a government
agency in the conduct of its affairs, and have
been retained by that government agency or
its successors as evidence or because of the
information contained therein;

Records — refer to information, whether
in its original form or otherwise, including
documents, signatures, seals, texts, images,
sounds, speeches, or data compiled,
recorded, or stored, as the case may be:

(1) in written form on any material; or

(2) on film, negative, tape, or other medium
so as to be capable of being reproduced;
or

(3) by means of any recording device or
process, computer, or other electronic
device or process;

Records Disposition — refers to
systematic transfer of non-current records
from office to storage area, identification and
preservation of archival records, and the
destruction of valueless records;

Records Disposition Schedule — refers
to a listing of records series by organization
showing, for each records series, the period
of time it is to remain in the office area, in the
storage (inactive) area, and its preservation
or destruction;

the'

Records Series — refer to a group of
related records arranged under a single unit
or kept together as a unit because they deal
with a particular subject, result from the same
activity, or have a unique form;

Request for Authority to Dispose of
Records — refers to NAP Form No. 3 used in
the disposal of valueless records;

Requesting Agency - refers to any
agency other than the National Archives of
the Philippines who have filed a request for
authority to dispose of records;

Retention Period — refers to the specific
period of time established and approved
by the National Archives of the Philippines
as the life span of records, after which they
are deemed ready for permanent storage or
destruction;

Temporary Records — refer to records that
already serve the purpose for which they had
been created;

Valueless Records — refer to all records
that have reached the prescribed retention
periods and outlived the usefulness to the
Agency or the government as a whole;

Volume of Records — refers to the quantity
of records in terms of cubic meter.

Article Il
GENERAL REQUIREMENTS ON
DISPOSAL OF VALUELESS RECORDS

Rule 3. General Requirements

3.1.Use the General Records Disposition
Schedule (GRDS), Agency Records
Disposition  Schedule (RDS) and/
or specific laws and regulations in
determining public records for disposal.

3.2.Ensure that only records with a Disposal
Schedule are destroyed after the
completion of its period for storage.

3.3.Ensure that records to be disposed have a
number and subject/title as in the Agency
Records Disposition Schedule and
General Records Disposition Schedule.
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3.4.Conduct periodic examination of agency
files at least once a year to identify
valueless records that can be requested
for disposal.

3.5.Separate the records for disposal from
those for further retention as suggested by
the National Archives of the Philippines.

3.6.Do not dispose any public records under
their administration and control without
authority from the National Archives of
the Philippines.

3.7.Do not dispose public records that are
involved in any case until they are finally
decided upon or settled.

3.8.Do not dispose financial records that
are subject to audit by the Commission
on Audit until they are post-audited and
finally settled.

Article IV
DISPOSAL PROCEDURES

Rule 4. Determination of Valueless Records
for Disposal

4.1.Agency personnel concerned shall
determine the valueless records by
checking their specific and authorized
retention periods using the Agency's
RDS, GRDS and/or specific laws and
regulations as the legal basis.

4.2.Agency personnel concerned shall
estimate the volume of the valueless
records to determine and facilitate
economical disposal.

Rule 5. Request for Authority to Dispose

5.1 Agency personnel concerned shall
accomplish the Request for Authority to
Dispose of Records (NAP Form No. 3) in
three (3) copies and properly fill out the
specific record series, period covered,
volume, and authorized retention periods
inthe Agency RDS, GRDS and/or specific
laws and regulations are complied with
such as:

5.1.1. financial records that are subject
to audit by the Commission on

Audit (COA) were post audited
and finally settled and

5.1.2. the records involved in a case or
investigation were finally decided

upon or settled.

5.2.Upon completion of the Request for
Authority to Dispose of Records and
the agency officials concerned have
approved and signed the request,
agency personnel involved shall submit
the same to NAP.

Rule 6. Evaluation of Disposable Records

6.1. Upon receipt of the Request for Authority
to Dispose of Records, the same shall
be forwarded to the Chief of Records
Management Services Division (RMSD)
for NCR and Luzon requests; Head of
Cebu Regional Archival Network (RAN)
for Visayas requests and Head of Davao
Regional Archival Network (RAN) for
Mindanao requests.

6.2. The Chief of RMSD/Cebu RAN/Davao
RAN concerned shall assign a division
staff to evaluate the records requested
for disposal, who shall then prepare and
submit an analysis report based on their
evaluation and/or examination.

Rule 7. Authority To Dispose

7.1.The Executive Director, upon the
recommendation of the Chief of RMSD/
Cebu RAN/ Davao RAN and based upon
their final evaluation and judgment, shall
issue the Authority to Dispose of Records
indicating therein the mode of disposal.

Rule 8. Notification Of Actual Disposal

8.1.Upon approval of the Request for
Authority to Dispose of Records, the
requesting Agency shall be notified of its
approval.

8.1.1. In case the mode of disposal
is by Sale, the guidelines on
Government Procurement shall
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be followed in the selection of
contracted buyers. A copy of the
contract shall be submitted to
NAP prior to the actual disposal.
For agencies that opted to avalil
the services of NAP official buyer,
a letter of availment shall be
submitted to NAP.

8.2.The Chief of RMSD/Cebu RAN/Davao
RAN concerned shall inform the
requesting Agency of the actual date of
disposal, which will notify its Resident
Auditor on the date of actual disposal.

Rule 9. Segregation And Custody Of
Valueless Records

9.1.The Records Officer/Archivist/Records
Custodian of the Agency shall supervise
the segregation of valueless records and
be responsible for their safekeeping until
their actual disposal.

Rule 10. Actual Disposal

10.1. Authorized  Representatives  shall
witness actual disposal from the
requesting Agency, NAP, and COA to
ensure that the records to be disposed
of are the same ones authorized for
disposal.

10.2. Witnessing of actual disposal by NAP

authorized Representative shall be

dispensed with for those agencies
that have been compliant with all
the government recordkeeping
requirements as ascertained by NAP or
in instances deemed appropriate and
expedient by the Executive Director
based on economy, nature of records
series involved and track records of the

Agency .

Rule 11. Certificate of Disposal

11.1. A Certificate of Disposal shall be

prepared in three (3) copies by the NAP

authorized Representative who will
witness the actual disposal of records

and ensure that all pertinent data are
complete.

. In cases where the witnessing by NAP
authorized Representative is dispensed
with, the Records Officer/Archivist/
Records Custodian of the Agency shall
prepare the said Certificate of Disposal
in three (3) copies.

. The distribution of copies shall be as
follows: Requesting Agency - Original
Copy; NAP - 2nd Copy; and COA - 3rd
Copy.

Rule 12. Proceeds Of Sale
12.1. All proceeds realized from the sale of
valueless records shall be remitted to

the National Fund, Local Government
Fund, Revolving or Trust Fund.

Rule 13. Disposal
Records

of Damaged Public

13.1. Disposal of damaged permanent
public records and damaged public
records that have not yet passed their
prescribed retention periods shall be
considered for authorized disposal
only upon submission to NAP of the
following requirements:

13.1.1. Official Report pertaining to
the non-usability and extent of
damage done to the records;
causes of the damage to
the public records; photo
documentation and information
on what other agency records
series can the data or
information of the damaged
public records be found;

13.1.2. Request for Authority to
Dispose of Records (NAP
Form No. 3) in three (3) copies
and properly filled out with
the specific records series,
period covered and volume of
the damaged public records,
approved and signed by

agency officials concerned;
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13.2.

13.1.3. Certification that the said
damaged public records that
are subject of audit by the
Commission on Audit were
post-audited and finally settled,
and/or the records involved in
a case or investigation were
finally decided upon or settled,;
and,

13.1.4. If expediency demands and
upon the order of the Executive
Director, an official report from
the NAP Representative shall
conduct an actual physical
inspection and evaluation of
the damaged public records.

Upon issuance of authority to dispose,
the same disposal procedures in these
guidelines shall be strictly complied
with.

Article V
OFFENSES AND PENALTIES

Rule 14. Offenses

14.1.

A person who, willfully or negligently,
damages a public record or disposes
of or destroys a public record in
violation of the provisions of R.A. 9470
and its IRR or contravenes or fails to
comply with any provision of said Act

and its IRR shall be deemed to have
committed an offense.

Rule 15. Penalties

15.1. Any public officer committing any of the
unlawful acts of omissions mandated
under R.A. 9470 shall be punished by
a fine of not less than Five Hundred
Thousand Pesos (Php 500,000.00) but
not exceeding One Million Pesos (Php
1,000,000.00) or be imprisoned for not
less than five (5) years but not more
than fifteen (15) years and/or both fine
and imprisonment at the discretion of
the court without prejudice to the filing
of administrative charges that would
result to such public officer's perpetual
disqualification from public office, and
forfeiture, in favor of the government,
of his salary and other lawful income.

Article VI
MISCELLANEOUS PROVISIONS

Rule 16. Repealing Clause

All orders, rules, and regulations or part
thereof, which are inconsistent herewith, are
hereby repealed or amended accordingly.

Rule 17. Effectivity

This Circular shall take effect fifteen
(15) days after its publication in the Official
Gazette.
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NATICNAL ARCHIVES OF THE PHILIPPINES
Pambansang Sinupan ng Pilipinas
GENERAL RECORDS DISPOSITION SCHEDULE
Common to all Goverument Agencies
Series of 2023
ITEM
NUMBER RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
TITTT ADMINISTRATIVE AND MANAGEMENT RECORDS SR okt i B
1 ACKNOWLEDGEMENT RECEIPTS 1 year
2 ANTI-RED TAPE AUTHORITY (ARTA) RECORDS 2 years after superseded
3 BROCHURES / LEAFLETS / PAMPHLETS (ABOUT OR BY 1 year provided 1 copy is retained for reference
THE AGENCY)
4 CALENDARS / SCHEDULES OF ACTIVITIES OR EVENTS 1 year
5 CERTIFICATES
Appearance 1 year
Disposal of Valueless Records with Supporting Documents PERMANENT
Travel Completed 1 year
6 CERTIFICATIONS i year
7 CHARTS PERMANENT
Functional
Organizational
8 CORRESPONDENCE
Non - Routine To be filed with appropriate record series and should
follow the retention period in which records are
attached
Routine 2 years after acted upon
9 CUSTOMER FEEDBACK SURVEYS 1 year after evaluated
10 DIRECTORIES OF EMPLOYEES / OFFICIALS 2 years after updated
11 ENDORSEMENTS 6 months or to be filed with approprite records series
12 FEASIBILITY STUDIES Permanent if implemented, otherwise dispose after
5 years from date of record
13 |FREEDOM OF INFORMATION FILES
Appeals 2 years after acted upon / settled
Manual PERMANENT, other copies can be disposed of
2 years after revised / superseded
Report 1 year after incorporated in the Annual Report
Request 1 year after acted upon
14 |GATE PASSES 6 months
15 HEALTH DECLARATION / CONTACT TRACING 3 months after evaluated
16 |[INQUIRIES 2 years after acted upon
17 |INTERNATIONAL ORGANIZATION FOR STANDARDIZATION
FILES
Documented Information Maintained _
Code of Practice / Procedure PERMANENT, other copies can be disposed of
2 years after superseded
Forms 1 year after revised / superseded
Plans
Action 3 years after implemented
Quality 2 years after superseded 5
Quality Manual/Policy PERMANENT, other copies can be disposed of
2 years after superseded
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N&LEBMER RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
17  |INTERNATIONAL ORGANIZATION FOR STANDARDIZATION
(con't) FILES
Documented Information Retained
Quality Objectives 3 years after superseded
Functional Quality and Action Plan
Top Level and Functional
Auditor / Auditee Evaluation 2 years
Competency Gap Assessment for Auditors 2 years
Conference Notice 1 year
Context of the Organization Logs (COTO)
Feedback Mechanism/ Customer Satisfaction Survey / 3 years after evaluated
Issue Logs 3 years
Stakeholder's Analysis / Requirements 3 years
Strenghts, Weaknesess, Opportunities, Threats (SWOT) |1 year
Document Review and Approval Record 3 years
Masterlists PERMANENT
Minutes of Management Review / IQA Meeting 4 years
Non-Conformity Matrix 2 years
Quality References (QR) 3 years
Reports
External / Internal Quality Audit (IQA) 4 years
IQA Status 2 years
Key Performance Measures Summary / Graph Analysis 3 years
Monthly Accomplishment / Summary 3 years
Non-Compliance and Corrective Action 4 years
Quality Workplace Evaluation 2 years after evaluated
Root Cause Analysis 2 years
Risk / Opportunity Assessment Register 3 years
ISO Certifications PERMANENT, other copies can be disposed of
2 years after expired / renewed
18 |ISSUANCES
Issued by or for the head of agency documenting policies / PERMANENT
functions / programs of the agency
Issued by or for the head of agency reflecting routinary 2 years after superseded
information or instruction
19 LISTS 1 year after updated
Associations
Committees
Cooperatives
Donors
Mailings
20 [LOGBOOKS i
Incoming/Outgoing Correspondence 2 years after date of last entry
Visitors .
QOrdinary 2 years after date of last entry
Very Important Persons PERMANENT
21 MANUALS OF OPERATION PERMANENT, other copies can be disposed of
5 years after revised
22 |MEETINGS / PROCEEDINGS FILES
Agenda 1 year
Minutes
Audio Recordings 1 year after final minutes is prepared and approved
by the committee
Board / Executive Committee PERMANENT
Staff 1 year
Notices 1 year
23 |OFFICIAL GAZETTES PERMANENT
24 PLANS 3 years after implemented
Action / Work
Strategic
25 |PRESS RELEASES (ABOUT OR BY THE AGENCY) PERMANENT
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ITEM
NUMBER RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
26 |PROPOSALS PERMANENT if implemented, otherwise dispose
5 years from the date of record
27 |PUBLICATIONS (RECORD SET) PERMANENT
28 |REORGANIZATION RECORDS PERMANENT
29 |REPORTS
Acceptance 2 years
After Activity (Trainings , Seminars, Meetings) 2 years after incorporated in the Annual Report
Annual / Special
Age'n.cy PERMANENT
Division / Section / Unit / Office 2 years after incorporated in the Agency Annual
Report
Inspection 2 years
Monthly / Semi-Annual / Weekly / Quarterly 2 years after incorporated in the Annual Report
Terminal PERMANENT
30 [SLIPS 1 year
Locator
Permission
Routing
31 |SPEECHES (RECORD SET) PERMANENT
32 |STANDARD OPERATING PROCEDURES (SOP) PERMANENT
33 |TRIP TICKETS 1 year
34 |VIDEO RECORDINGS
Closed-Circuit Television (CCTV) 6 months after status report on operations had been
prepared
Regular Activities 1 year
Special Activities / Events PERMANENT
35 |WORK PROGRAMS 3 years after implemented
e T 3 e I clelo) oL e et o M B e i
36 |ALLOTMENT FILES
Advices
Allotment 3 years
Modification (MAF) 3 years after settled
Use of Personal Service(PS) 3 years after settled
Agency Budget Matrixes 3 years
Allotment Release Orders 3 years
General (GARO)
Special (SARO)
Obligation Request/Slips (ORS formerly ALOBS) 3 years
Plan of Work and Request for Allotment 3 years
Registries 10 years
Allotment, Obligations and Disbursement
Capital Outlays (RAODCO)
Financial Expenses (RAODFE)
Maintenance and Other Operating Expenses
Personal Services (RAODPS)
Budget, Utilizations and Disbursement
Requests for Obligation of Allotment (ROA) 3 years
Statement of Allotment, Obligations and Balances (SAOB) 3 years
Statement of Appropriations, Allotment and Advice (SAAA) 3 years
37 |ANNUAL / SPECIAL / SUPPLEMENTAL BUDGETS 3 years
38 |BUDGET AND FINANCIAL ACCOUNTABILITY REPORTS 3 years
Aqging of Due and Demandable Obligations(ADDO) -
FAR No.3
Lists of Allotments and Sub-Allotments(LASA)-FAR No. 1-B

056699—9
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Nl'JIfE';fER RECORDS SERIES TITLE AND DESCRIPTION AUTHORIZED RETENTION PERIOD
38 |BUDGET AND FINANCIAL ACCOUNTABILITY REPORTS 3 years
(con't) Monthly Report of Disbursements (MRD) - FAR No. 4
Quarterly Physical Report of Operation (QPRO) - BAR No. 1
Quarterly Report of Revenue and Other Receipts (QRROR) -
FAR No. §
Statement of Appropriations, Allotments, Obligations,
Disbursements and Balances (SAAODB) - FAR No. 1
Statement of Approved Budget, Utilizations, Disbursements
Balances (SABUD) - FAR No. 2 (for Off - Budget Fund)
Summary of Appropriations, Allotments, Obligations,
Disbursements and Balances by Object of Expenditures
(SAAODBOE) - FAR No. 1 - A
Summary of Approved Budget, Utilizations, Disbursements
and Balances by Object of Expenditures (SABUDBOE) -
FAR No. 2 - A (for Off - Budget Fund)
39 [BUDGETARY CEILINGS 3 years
40 |BUDGET ESTIMATES INCLUDING ANALYSIS SHEETS AND 3 years
ESTIMATES OF INCOME
41 |BUDGET EXPENDITURES 5 years
Programs
Source of Financing
42 |BUDGET ISSUANCES (THOSE USED AS AUTHORITY FOR 10 years
AGENCY TRANSACTIONS)
43 |BUDGET PROPOSALS 3 years
44 |BUDGET SHEET ANALYSIS 3 years
45 |BUDGET UTILIZATION REQUEST AND STATUS (BURS) 3 years
46 |GENERAL APPROPRIATIONS ACTS 3 years
47 |INOTICES 3 years
Allocations
Cash
Transfer
Request and Status Adjustment
Budget Utilization
Obligation
48 |ORGANIZATIONAL PERFORMANCE INDICATOR PERMANENT
FRAMEWORK (OPIF)
49 |SPECIAL / SUPPLEMENTAL BUDGETS 3 yéars
50 |WORK AND FINANCIAL PLANS 3 years
wilicuiio  FINANCIAL AND.ACCOUNTING: RECORDS. ... .. .. T 4
51 |ABSTRACTS
Daily Collections 5 years
Deposits and Trust Funds 5 years
General Collections 5 years
Sub - Vouchers 2 years
52 ADVICES
Checks Issued and Cancelled 4 years
Remittance 10 years
53 |ANNUAL STATEMENTS OF ACCOUNTS PAYABLE PERMANENT
54 |AUDITOR'S CONTRACT CARDS 3 years
55 |AUTHORITIES FOR ALLOWANCES 2 years after terminated




