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DEPED CARAGA CONTETTUALIZED RETCORDS (CoRel UAI{UAL POLICY

I. General Provisions

Section 1. Short Title - This Manual shall be known as the DepEd Caraga
Contextualized Records Manual, CoRe Manual for brevity.

Section 2. l*gal Bases of Promulgation and Related Policies - This Manual is
promulgated in line with the following legal bases of promulgation and legal potcies:

2.1. Republic Act No. 11O32, Ease of Doing Business and ElEcient
Government Service Delivery Act of 20 l8

2.2. Republic Act No. 947O, National Archives of the Philippines Act of 2OO7

2.3. Republic Act No. 10173, Data Privacy Act ol2Ol2

2.4. Republic Act No. 8792, Electronic Commerce Act of 2000

2.5. Republic Act No. 3815, s. 1930, Revised Penal Code of the Philippines

2.6. DepEd Order No. 98, s. 2OO9, Implementation of Adrninistrative Service
Operations Manual

2.7.DepBd Order No. 19,s.2021, Revised Department of Education People's
Freedom of Information Manual and Implementing Guidelines

2.8. DepEd Order No. 48, s. 2017, Policy and Procedural Guidelines on the
Certification, Authentication, and Verilication of Basic Education School Records

2.9. DepEd Order No. 19, s. 2O 16, Guidelines on the Organizational
Stmctures and StaIling Patterns of Stand-alone Integrated Public Senior High
Schools (SHS)

2.1O. DepEd Order No. 30, s. 2O19, The Department of Education Manual of
Style

2.11. DepEd Order No. 31, s. 2O19, The Department of Education Service
Marks and Visual Identity Manual

2.12. DepEd Order No. 04, s.2Ol4, Adoption of the Modilied School Forms
(SFS) for Public Elementary and Secondary Schools Effective End of School Year
2013-2014

2.13. DepEd Memorandum dated January 25,2O1A, Compendium of DepEd
Office Functions and Job Descriptions

2.14. DepEd Memorandum No. 14O, s. 2O16, Creation of Records
Management Improvement Committee
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2.15. DepEd Memorandum No. 133, s. 2O16, National Inventory of Public
Records

2.16. NAP Memorandum Circular
Management Policy

No. 21O4-01, Electronic Records

2.17. NPC Circular No. 16-03, Personal Data Breach Management

2.18. Executive Order No. 02, s. 2O16, Freedom of Information

Section 3. Scope - This DepEd Caraga Contextualized Records (CoRe) Manual
Policy shall apply to all the basic education public schools, district offices, Schools
Division OfEces, and the Regional Ofiice of DepEd Caraga Region.

Section 4. Language and Instruction - The language used in this Policy is English.
T?re words expressed herein shall be understood in a generic sense with tJre exception
of those which were specilically defined. Any uncertainty in the meaning of any provision
of this Manual shall be interpreted in favor of the mandates of DepEd. A1l laws of the
Republic of the Philippines and otler related rules and regulations shall be considered
when decision-making is necessary.

Section 5. Definition of Terms - In reference to those provided byJaws, rules, and
regulations, the following terms are hereby defined as used in this Manual:

5.1. Active Records - Records in this phase of the life cycle are frequently
used for the day-to-day operations of the agency. I These records are kept in current
folders (electronic or physical) located in the office for easy access. The number of
years a records type is considered active can be seen in the DepEd Records
Disposition Schedule (Annex 34) or NAP General Records Disposition Schedule
(Annex 33).

5.2. Agency Records Centers - It refers to a repository area, managed and
operated by each government o{Iice concerned, they shall be responsible for the
maintenance and preservation of public records under the custody of the agency.2

5.3. Archives - Ttrese are public records, papers, periodicals, books, articles,
or other materials, whether in the form of electronics, audio-visual, or print which
by their nature and characteristics have enduring value and selected for
permanent preservation.3 Records with permanent retention are listed in the
DepEd Records Disposition Schedule (Annex 34) and National Archives of the
Philippines General Records Disposition Schedule (Annex 33).

5.4. Confidential Documents - This refers to documents that contains
information and materials which unauthorizrd disclosure would prejudice the
interest of the nation or any government activity or would cause administrative
embarrassment or unwanted injury to the honor and dignity of an individual.a

1 Records Management Operations Manual, p. 179;2RA9470 National Archives of the Philippines Act, (2)
sec. 22; 3 RA 9470, (3) sec. 4; a Records Management Operations Manual, p. 2O4
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5.5. Data Subject - It refers to an individual whose personal information is
processed.s

5.6. Electronic Records - It refers to information recorded in machine-
readable form and includes records created, captured, generated, sent, received,
and stored in electronic records system.6

5.7. Document - It refers to recorded information regardless of medium and
characteristics, frequently used interchangeably with "records".7

5.8. Fiscal Value - It refers to the information on the usefulness of records
about financial transactions and obligations of agencies and organizations.e

5.9. General Records Disposition Schedule (GRDS) - It refers to the records
control schedule, issued by the National Archives of the Philippines, governing the
disposition of specified recurring records series cornrrron to all government
agencies.e

5.10. Inactive / Non-current Records - These are records that are either very
rarely used or are no longer referred to but are required to be kept because oflegal
requirements or some other reasons.to These records may be located in a
designated secondary storage area. The DepEd RDS (Annex 33) identifies ttre
inactive period of certain records t5rpes.

5.11. Inventory of Records - It refers to a descriptive listing of the records
holding by records series indicating its specific location, inclusive dates, and
volume in cubic meters; conduct related activities to locate, identi$, describe,
count, and measure all records in the o{fice and storage area including all loose
and bound papers, microfilms, optical disks, and magnetic tapes and disks.rl

5.12. National Archives of the Philippines (NAP) - It refers to the government
agency mandated to create records management policies, guidelines, and
progr€rms and to oversee compliance of all government agencies.

5.13. Non-routine Cornmunication - This refers to communications
pertaining to policies, programs, and projects of the organization. Ttrey are of
signi-ficant importarrce and require important actions to protect the interest of the
government or private persons.r2

5. 14. Personal Data Breach - It refers to the breach of security leading to the
accidental or unlawful destruction, loss, alteration, or unautlrorized disclosure of,
or access to, personal data transmitted, stored, or otherwise processed. 13

s RA 10173 Data Privacy Act, (c) sec. 3; 6 NAP Circular No. 210401 Electronic Records Management Policy,
p. 2;7RA 9470 IRR, (i) art. 8; a p.,q 94ro IRR, (m) art. 8; eRA 9470 IRR, (n) art. 8; 10 Records Management
Operations Ma-nual, p. 187; tr RA 9470 IRR, (q) art. 8; 12 Records Management Operations Marrual, p. 27;
13 NPC Circular No. 1603, Personal Data Breach Management, Rule I
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5.15 Personal information - It refers to any information whether recorded in
a material form or not, from which the identity of an individual is apparent or can
be reasonably or directly ascertained by the entity holding the information or when
put together with other information would directly and certainly identifu an
individual.ta

5.16. Physical Records - These are records, such as those printed on paper,
that can be touched and which take up physical space.

5.17. Public Records - This refers to records or classes of records, in any
form, in whole or in part, created or received, by an agency in the conduct of its
affairs and have been retained by the agency or its successors as evidence or
because of the information contained therein.ts

5.18. Rrblic Officer - This refers to a person who has been elected or
appointed to office and who exercises governmental functions.

5.2O. Records Custodian - It refers to
responsibilities over a particular set of records. tz

any agency employee with

5.21. Records Disposal - It refers to tJ:.e act of selling, lanrtfill/burying, or any
other way of discarding valueless records.l8 Disposal of ofEcial records shall always
have authority from the National Archives of tJ:e Philippines.

5.22. Records Disposition - It refers to the process which involves the transfer
of non-current records from an oIlice to a storage area, the identilication and
preservation of archival records, and the disposal of valueless records.le

5.23. Records Disposition Schedule (RDS) - It refers to the listing of records
series, created by the Department of Education and approved by NAP, the time it
is to remain in the oflice (active), in ttre storage area (inactive/non-current), and
its preservation (archives) or destruction (disposa!.zo

5.25. Retention Period - It refers to the specific time established and approved
by NAP as the lifespan of records, after which they are deemed ready for permanent
storage of destruction.zz

14 RA 10 173 Data Privacy Act, (g) sec.3; 1s RA 9470 National Archives of the Philippines Act IRR, (ee) art. 8;
t6 RA 9470 IRR, (fi) art. 8; tz * ,OrO tRR, (hh) art. 8; ta p6 9470 IRR, (i) art. 8; te pO ,OrO IRR, (ii) art. 8;
20 RA 9470 IRR, (55) art. 8; 2r RA 9470 IRR, (nn) art.8;22 zu\ 9470 tRR, (rr) art. 8
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5.19. Records * It refers to information, whether in its original form or
otherwise, including documents, signatures, seals, texts, images, sounds,
speeches, or data compiled, recorded, or stored in written form, in film or negative,
or in any recording device, computer, or other electronic devices.l6

5.24. Records OIIicer - refers to the employee responsible for overseeing tJle
records management program and providing guidance on adequate and proper
recordkeeping. 2 I



5.26. Routine Communication - Ttris refers to comrnunications that are
ordinary in interest. These are communications intended for information
dissemination purposes only and do not need any reply or those requiring ordinary
action.23

5.27. Sensitive Personal Information - It refers to personal information about
an individual's race, ethnic identity, marital status, age, color, and religious,
philosophical, or political alfrliations; about an individual's health, education,
genetic or sexual li{e; or to any proceeding for any oflense committed or alleged to
have been committed by such person, the disposal of such proceedings, or the
sentence of any court in such proceedings; issued by government agencies peculiar
to an individual, which includes but not lirnited to, social security numbers,
previous or current health records, licenses, or its denials, suspension or
revocation, and tax returns; specially established by an executive order or an act
of Congress to be kept classilied.za

5.28. Valueless Records - It refers to all records that have reached the
prescribed retention periods and outlived the usefuLress to the agency or the
government as a whole.2s

II. Objectives

Section 6. General Objectives - The DepEd Caraga Contextualize Records (CoRe)
Manual generally aims to raise the bar of records management practice by setting
standards relevant to the related laws, rules, and regulations to provide adequate and
proper documentation on the policies, programs, projects, and transactions of the
Organization for its efticient, effective, and economical operations.

Section 7. Specific Objectives - The specific objectives of the Contextualized
Records (CoRe) Manual shall be as follows:

7. l. To establish standard records management-related processes €rmong
public schools, district offices, Schools Division OIIices, and the Regional OIIice of
DepEd Caraga;

7 .2. To proide records olficers and records custodians with a quick guide that
operationalizes the laws, rules, and regulations pertaining to records management
ttrat are based on tJre context of DepEd Caraga;

7.3. To institute a
management; and

legal basis for decision-making related to records

7.4. ?o present tJle criminal, administrative, and civil liabilities of public
oflicers in the custody of public documents.

23 Recorde Management Operations Manual, p, 26; z+ po 1073 Data Privacy Act, (l) sec. 3; 2s RA 9470
National Archives of the Phitippines Act IRR, (uu) art.8
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III. Records Management Improvement Committee (RVttC;'zs

Section 8. Paragraph 3.4, Article 3 of the National Archives of the Philippines (NAP)
CAcular No.1 dated January 20, 2OO9, states that "Each agency shall create a Records
Managemenl Improuement Committee (RMIC) as an aduisory bodg on tLe deuelopment of
reord.s managernent, the Chairperson and members of uthich shall be designated by tle
Head of Agency."

Section 9. The Committee shall, among others, perform the following functions:

9.1. Implement a systematic Records Management Program in all phases of
records management, i.e., creation, maintenance, and disposition;

9.2. Identifu and preserve documents that are of continuing value and
promptly dispose of those which are of temporar5r value upon the expiration of the
predetermined period;

9.3. Determine tJle retention period of the agency's records and formulate the
Records Disposition Schedule, subject to the approval of the agency head and the
Iinal approval of the Executive Director of the NAP;

9.4. Develop policies and techniques for repairing damaged records and take
positive steps to prevent loss and unauthorized destruction of records; and

9.5. Establish a repository for storage of records that are no longer needed by
the agenry, but which are not yet ready for disposal or a progrzrm to transfer the
records to the Records Management and Archives Unit.

Section 1O. The Records Management Improvement Qqmrnillss (RMIC) of the
Regional Office is composed of the following:

Chairperson:
Vice Chairperson:
Members:

Assistant Regional Director
Head, Records Section
Chief, Curriculum and karning Management Division
Chief, Education Support Services Division
Chiet Field Technical Assistance Division
Chief, Quality Assurance Division
Chief, Policy, Planning, and Research Division
Chief, Human Resource Development Division
Chief, Administrative Services Division
Chief, Finance Division
Head, kgal Unit
Head, Information and Communications Technologr Unit
Head, Public Affairs Unit

Secretariat: Records custodians of Functional Divisions

26 DepEd Memorandum No. 14O, s. 20l6 Creation of Records Management Improvement Committee
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Assistant Schools Division Superintendent
Head, Records Unit
Chief, Curriculum Implementation Division
Chief, School Governance and Operations Division
Administrative Officer V (Administrative Service)
Head, Legal Unit
Head, Information and Communications Technologr Unit

Section ll. The Records Management Improvement Comrnittee (RMIC) of the
Division Oflice is composed of the following:

Chairperson:
Vice Chairperson:
Members:

Secretariat: Records Unit, Division Office

IV. Roles and Functions of Records Oflicer, School Registrar, and School Records
custodian

Section 12. Roles and Functions of Regional and Division Records OIfice:z

z? DepEd Memorandum dated January 25, 2Ol8 Compendium of DepEd OIIice Functions and Job
Descriptions

9

Key Results Area Objectives Key Performance
Indicators

Outputs

Records
Management

To perforrn
effectively artd
elfrciently the
records
management cycles
such as
classifrcation, filing,
maintenance, and
disposal of
documents within
the year

lOOo/o of
documents
received,
maintained,
classified,
released

the
are

and

Correspondence
received,
maintained, and
properly released
on time

To establish,
implement, and
maintain a
systematic and
scientific records
management (e-
database)

lOOo/o of
correspondence
encoded and
updated

Accessible and
updated database

To promptly process
the authentication
and certification of
school records in
accordaace with
DepEd and DFA
guidelines

1007o of documents
authenticated and
released

Certification
Au thentication and
Verifications (CAVs)
processed and
released



Section 13. Duties and Responsibilities of Administrative Officer V in Regional
Records Unit zs

28 DepEd Memorandum dated January 25, 20la Compendium of DepEd OIEce Functions and Job
Descriptions

Key Results Area Duties and Responsibilities
Records Management
System

o Establish, implement, and maintain a systematic and
scientific records management system arld control the
creation, use, transmission, retention, maintenance,
storage, retrieval, preservation, and disposition of
operational records.
. Implement means of recording or preserrdng
information on paper, print, tape, scanning,
microfiche, or any transmitting medium as needed.
. Implement policies and guidelines on records
disposition to determine the ultimate fate of various
records.
. Assist in the preparation and maintenance of a
continuing program for the management, preservation,
and disposition of records.
o Establish and maintain a configuration for a clean
and orderly records storage room that will ensure
safety and securit5r of records, but easy access and
retrieval as needed.
o Verift and certifu documents emanating from the

Regional Office or documents in possession.
Receiving and Releasing o Check ald classi$ olficial issuances and

communications for recording before release and/or
Iiling to be able to properly track released documents.
. Monitor critical documents received for the Regional
OIfice for recording, routing, and tracking to be able to
respond to management's queries on such documents.

Documentation
Au thentication and
Verification

. Receive request for document authentication and
verifrcation as well as a copy of the document then
implement a protocol for verifting and authenticating
copies of documents and provide feedback to
requesting entity by providing authenticated copies of
documents or reason why document can't be
authenticated.
. Represent the agency in court to comply with
subpoenas duces tecum.
o Provide details and mechanics relevant to the Schools
Division, for the process of conducting an annua.l
inventory of records to determine physical condition of
records and identify those for retention, maintenance,
storage, preservation, and disposition.
. Prepare a report on the conduct and findings of the
annual inventory of records and submit

10
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Duties and Responsibilities of Administrative Aide VI in the RegionalSection 14
Records Unit zs

recommendations for retention, maintenance, storage,
preservation, and disposition.

Technical Assistance o Conduct training/ orientation on records
management to staJl in the Schools Division, schools,
and leaming centers.
o Provide technical assistance and interventions to
support effective records management in the schools
and learning centers in the Schools Division.

Unit Performance . Determine and implement the Records Unit's
operational plans, identifu and acquire resource
requirements.
o Provide feedback on the performance of the
Administrative Aide VI for Records.

Kev Results Area Duties a-nd Responsibilities
Records Management o Receive, record, and Iile documents

according to the recommended filing
system.
r Maintain cleanliness and orderliness of
storage area for records to ensure daily
safety and security of records and easy
access and retrieval as needed.
o Retrieve records requested by the AO V
- Records OIEcer and keep track of the
whereabouts of the original document.
o Receive and record all documents
brought to the records oflice.
o Release, route, or file non-routine
critical documents as classffied bv the
Records OIEcer.

Documentation Authentication and
Verification

r Assist AO V - Records OIIicer in
document authentication and veri.fication
following protocol for such.
o Receive request for certifications and
gatJrers the data required to prepare the
certification for the approval of the AO V -
Records Officer.
. Prepare certifications for the signature
of the appropnate malagement level.

Reporting . Implement a process for conducting an
annual inventory of records and submit
findings to AO V- Records Oflicer.

- DepEd Memorandum dated January 2s, 2ola compendium of DepEd ollice Functions and Job
Descriptions

tl
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Administrative and Secretarial Support o Coordinate training/ orientation
schedules and logistics on records
management to stalf in the Schools
Division, schools, and learning centers.
. Provide assistance and admirristrative
support to training and conferences as
assigned.
. Prepare or encode into electronic format
word documents and other presentation
materials.

Section 15. Duties and Responsibilities of the Administrative OIEcer IV in the
Division Records Section 30

30 DepEd Memorandum dated January 25, 2018 Compendium of DepEd offrce Functions and Job
Descriptions

Key Results Area Duties and Responsibilities
Records Management System o Establish, implement, and maintain a

systematic and scientific records
management system and control the
creation, use, transmission, retention,
maintenance , storage , retrieval ,

presewation , and disposition of
operational records.
. Implement means of recording or
preserving information on paper, print,
tape, scanning, microfiche, or any
transmitting medium as needed.
. Implement policies and guidelines on
records disposition to determine the
ultimate fate of various records.
. Assist in the preparation and
maintenance of a continuing program for
the management, preservation, and
disposition of records.
. Establish and maintain a configuration
for a clean and orde y records storage
room that will ensure the safet5r and
security of records, but easy access and
retrieval as needed.
. Veri& and certi& documents emanating
from the Schools Division Office or
documents in possession.
9

Receiving and Releasing o Check and classi$ official issuances
and communications for recording before
release and/or fiIing to be able to properly
track released documents.

t2
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. Monitor critical documents received for
the Schools Division Oftice for recording,
routing, and tracking to be able to
respond to management's queries on
such documents.

Documentation Authentication and
Verification

o Receive request for document
authentication and verification as well as
a copy of tl:e document then implement a
protocol for veriSing and authenticating
copies of documents ald provide
feedback to requesting entity by providing
authenticated copies of documents or
reason why document can't be
authenticated.
. Represent the agency in court to comply
with subpoenas duces tecum.

Reporting o Provide details and mechanics relevant
to the Schools Division, for the process of
conducting an annual inventory of
records to determine the physical
condition of records and identifu those for
retention , maintenance , storage ,

preservation, and disposition.
o Prepare a report on the conduct and
findings of the annual inventory of
records and submit recommendations for
retention, maintenance, storage,
preservation, and disposition.

Technical Assistance . Conduct training/ orientation on
records management to stalf in the
Schools Division, schools, and learning
centers.
. Provide technical assistance and
interventions to support effective records
management in the schools and learning
centers in the Schools Division.

Section 16. Duties and Responsibilities of Administrative Aide VI in the Division
Records Section :r

3r DepEd Memorandum dated January 25,2Ol8 Compendium of DepEd Office F\.rnctions and Job
Descriptions

Key Results Area Duties and Responsibilities
Records Management System o Receive, record,

according to the
system.

and frle documents
recommended filing

13
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Section 17: Duties and Responsibilities of Senior High School Registral :z

17.1. Receive, update, and maintain t1:e records, reports, and documents of
the school, its staff, and learners;

LT .2. Manage and update the karner Information System (LIS);

17.3. Ensure an e{Iicient process of registration and enrollment;.

32 DO no. 19, s. 2016 Guidelines on the Organizational Structure and Stafing Patterns of Stand-alone
Integrated Public Senior High Schools (SHS)

. Maintain cleanliness and orderliness of
Records Storage Area that will ensure
daily safety and security of records and
easy access and retrieval as needed.
. Retrieve records requested by the

Records Ofticer and keeps track of the
whereabouts of the original document.

Receiving and Releasing o Receive and record all documents
brought to the records office.
. Release, route, or file non-routine
critical documents as classified by the
Records Offcer.

Documents Authentication, Verification,
and Certifications

. Assist Records Officer in document
authentication and verilication following
protocol for such.
o Receive request for certifications and
gathers the data required to prepare tJre
certification for tJ:e approval of the
Records Officer.
. Prepare certilications for tJee signature

of the appropriate management level.
Reporting . Implement a process for conducting an

annual inventory of records and submit
frndings to Records Officer.

Technical Assistance o Coordinate training/ orientation
schedules and logistics on records
management to staff in the Schools
Division, schools, and learning centers.
o Assist Records OIIicer to gather data on

needs regarding records malagement and
provide technical assistance and
interventions to support effective records
management in the schools and learning
centers.

74



17.4. Facilitate the process of releasing records of the school, staff, and
learners to the necessary institutions;

17.5. Report to the Assistant Principal for Operations and lrearner Support
and/or Principal/ School Head;

17.6. Process academic school records for Certification, Authentication, ald
Verification (CAV);

17.7. Conduct annual inventory of records; and

17.8. Facilitate request for disposal ofvalueless records.

Section 18. Duties and Responsibilities of School Records Custodian - ln the
absence of a School Registrar item in some schools, the Schools Division
Superintendents shall designate school records custodians, indicating their etgibility to
claim service credits, when applicable and based on Civil Service guidelines, and their
responsibiJities as follows:

18.1. Receive, classi$, record, and route incoming documents;

18.2. Record, release, and secure file copy of outgoing documents;

18.3. Maintain the security and safety of records on file of the School, its
personnel, and learners;

18.4. Conduct annual inventory of records;

18.5. Facilitate request for disposal of valueless records;

18.6. Process academic school records for Certification, Authentication, and
Verilication (CAV) ; and

18.7. Indorse records to the School Head or the new records custodian upon
the termination of the designation.

Section 19. Records Officers, School Registrars, and School Records Custodians
are expected to do the following activities:

19.1. Conduct regular orientation on Records Management and related laws;

19.2. Facilitate and consolidate Annual Inventory of Records;

19.3. Facilitate Annual Disposal of Valueless Records;

19.4. Facilitate Transfer of Records from O{Iice storage to Archives Room; and

19.5. T\rrnover records to a successor. (Rule 36, Article 57 of the
Implementing Rules & Regulations (IRR) of Republic Act (RA) 9a70).
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Section 20. Duties and Responsibilities of Liaison OI[cer Designate:

2O.I. Submit needed reports and pertinent papers for approval and
consideration of the higher authority;

2O.2. Pick-up documents addressed to their respective schools; and

20.3. Assist the records custodian in records management functions.

V. General Guidelines on Records Management as Mandated by Laws, Rules, and
Regulations

Section 21. Protection of Personal, Sensitive Personal, and Confidential
Information - In compliance with the Data Privacy Law, organizations shall comply with
the guidelines in protecting personal, sensitive personal, and con{idential information.

21.1. High value shall be placed on protecting the privacy, confidentiality,
and security of personal and sensitive personal information, OIEcial records shall
be protected against risks such as loss and unauthorized access, destruction, use,
modifi cation, or disclosure.

21.2. Any entity who wishes to access records with personal and sensitive
personal information shall send a written request stipulating the specific
information needed and the purpose of the request and present a valid
identifrcation card. The said request shall only be granted upon tJ:e approval of the
Regional Dtector/ Schools Division Superintendent/ School Head concerned and
the consent of the data subject in written forrn. Request made through phone calls
and text messages shall not be granted.

21,3. For a request made by a representative, she/he must present a Special
Power of Attorney (SPA) or a notarized authorization letter and a valid identification
card of both the requestor and the representative if the requestor is agel8 years
old and above. Parents whose child is below 18 years old can request the
documents of their child provided tJlat he/she presents tl:e birth certificate of the
learner as well as tJle parent's identification card.

2 1.4. Disclosure of records or information is based on the principles of
transparency, legitimacy of purpose, and proportionality. o:

2 I .5. Processing of personal information shall be permitted only if not
otherwise prohibited by law, and at least one of the following conditions exists: 3+

2 1.5. l. The data subject has given his or her consent;

21.5.2. For fulfillment of a contract with the data subject or to take steps
at the request of the data subject before entering into a contract;

33 RA 10173 Data Privacy Act IRR, sec. 8;3a RA 10173, sec.12
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21.5.3. For compliance with a legal obligation to which the personal
information controller is subject;

2 1.5.4. For the protection of vitally important interests of the data
subject, including life and health;

21.5.5. For responding to national emergency, for complying with the
requirements of public order and safet5r, or for fulfiIling functions of public
authority which necessarily include the processing of personal data for the
fulfillment of its mandate; or

21.5.6. For the legitimate interests pursued by the personal information
controller or by a third party or parties to whom the data are disclosed, except
where such interests are overridden by fundamental rights and freedoms of
the data subject which require protection under the Philippine Constitution.

21.6. Processing of sensitive personal and privileged information shall
be prohibited except in tJre following cases: 35

21.6.1. The data subject has given his or her consent, specific to
the purpose prior to the processing, or in the case of privileged
information, a1l parties to the exchange have given their consent before
processing;

21.6.2. The processing of the same is provided for by existing laws
and regulations: Provided, that such regulatory enactments guarantee
the protection of the sensitive personal information and the privileged
information: Provided, further, that the consent of the data subjects is
not required by law or regu.lation permitting t]1e processing of the
sensitive personal information or the privileged information;

21.6.3. The processing is necessarJr to protect t.Ile life and health
of the data subject or another person, and the data subject is not legally
or physically able to express his or her consent before the processing;

21.6.4. T:he processing is necessarJr to achieve the lawful and
noncommercial objectives of public organizations and their
associations: Provided, that such processing is only confined and
related to the bona .;fide members of these organizations or their
associations: Provided, further, that the sensitive personal information
are not transferred to third parties: Provided, frnally, that consent of the
data subject was obtained before processing;

3s RA 10173 Data Privacy Act IRR, sec. 13
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21.6.5. The processing is necessar5r for purposes of medical
treatment, is carried out by a medical practitioner or a medical
treatment institution, and an adequate level of protection of personal
information is ensured; or

21.6.6. T'be processing concems such personal information as is
necessary for the protection of lawful rights and interests of natural or
legal persons in court proceedings, or tJle establishment, exercise, or
defense of legal claims, or when provided to government or public
authority.

21.7. Standard operating procedures for tJre processing of information, such
as processing of Certifrcation, Authentication, and Verification (CAV) of academic
records and other school records, shall be followed.

2f.8. All electronic confidential/ sensitive personal information shall be
protected via frrewalls, enc4rption, and passwords. Physical documents containing
such information shall be secured in a cabinet with a lock.

2 1 . 9 . Confrdential and personal information of an employee shall be secured
and shall not be disclosed to anot-her employee without a good and lawful reason.

2 I . 1 0 . All Employees shall refrain from leaving confrdential and personal
information visible on their computer monitors and tables when they leave their
workstations.

2 l. I I. All confrdential information, whether contained on written documents
or electronically, shall be marked as "confidential."

21.13. Atl conlidential/personal information shall be disposed of properly and
shall follow NAP Guidelines for disposal of valueless records (refer to Section 29).

21. 14. Before disposing of unserviceable computers, coordinate with the NAI ,

ICT, and Asset Management Unit to ensure that data contained in the computer
are wiped out. Software programs or destruction of tJle hard drives may be done.

21.15. Get permission from the concemed personnel before passing on the
email address or phone numbers to another orgarrization or business.

21.16. Use of scratch paper as worksheets or checklist may be allowed
provided that the document does not contain personal, sensitive personal, or
confidential information and that proper disposal after its use is observed in the
form of paper shredding.

21.17. Handling of documents shall be within the sole authority of the
officially desigrrated division and regional liaison officers. For schools and district

21.12. Ensure and maintain the confidentiality, integrity, availability, and
resilience of processing systems and services.
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ollices without oflicially designated liaison oIlicers, records/documents for schools
and district o{frces shall be handled by their respective school heads and district
supervisors.

21.18. Only olEcial DepEd emails shall be used in all official tralsactions.
The directory of DepEd Caraga Regional and Division contact details is attached in
the Annexes.

Section 22. Freedom of Information (FOI) - Pursuant to Executive Order No. 2, s.
2016, there shall be full public disclosure and transparency in the public service
provided however tJlat it should be balanced with the provisions of the Data Privacy
l,aw.

22.1. Any person who requests access to information shall submit a written
request. The request shall state the name and contact information of the
requesting party, provide valid proof of identifrcation or authorization and
reasonably describe the information requested, the reason for, or purpose of the
request for information: Provided, that no request shall be denied or refused
acceptance unless the reason for the request is contrary to the laws, existing rules
and regulations, or it is one of the exceptions contained in the inventory of
exceptions.:o The FOI standard request form (Annex 3f) will be used for FOI
requests.3T

22.2.T\e request shall be stamped by the office, indicating the date and time
of receipt and the name, rank, title, or position of the receiving employee with the
corresponding signature and a copy thereof furnished to the requesting party.38

22.3. T}re oflice shall respond to a request fully compliant with the
requirements (a) hereof as soon as practicable but not exceeding ftfteen (15)
working days from the receipt thereof.3e The period may be extended whenever
information requested requires extensive search. The requesting party shall then
be notified of such extension, which shall not go beyond 2O working days counted
from the end of the original period, setting forth the reasons for extension.+o

22.4. Orce the decision is made to grant the request, the person making the
request shall be notified of such decision and directed to pay applicable fees.+t

22.5. The Regional Director (RD), Schools Division Superintendents (SDS),
and School Heads (SH) shall designate the FOI Receiving Officer (FOI RO) at the
Records Section or Public Affairs Unit (Regional Office), Records Unit (SDOs), and
Guidance Counselor's OIfice or Registrar's Oftice (Schools). The FOI Decision

36 Executive Order No. 02, s. 2016 Freedom of tnformation, (a) sec.9; 37 DO 19, s. 2O21 Revised Department
of Education People's Freedom of Information Manual and lmplementing Details, Annex A; 38EO 2, s. 2016,
(c) sec. 9; 3e Eo 2, s. 2016, (d) sec. 9; ao EO 2, s. 2016, (e) sec. 9; 4r Eo 2, s. 2016, (f) sec. 9
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Maker (FOI DM) and Alternate FOI DM of the Regional Office and SDOs, whose
ranks are not lower than a Division Chief, shall be recommended by the RD and
SDS and approved by the Secretary. The SH shall recomrnend an FOI DM and
alternate FOI DM, both ranks not lower than Head Teacher, and shall be approved
by the Secretary. +z

22.6. T\e release of information shall be balanced with the provisions of the
Data Privacy Act.

Section 23. Ease of Doing Business and Eflicient Delivery of Government Services

Act - The law aims to promote integrity, accountability, and proper management of
public affairs and public property as well as to establish effective practices, aimed at the
efficient turnaround of the delivery of government services and prwention of cormption
in government.+3

23. l. The Schools, Division Offices, and the Regional Office shall identi$ their
respective processes and categorize them as either simple, complex, or highly
technical (Annex 8).

23.2. The school/oIEce shall set up their respective most current and updated
services standards, known as the citizen's charter, in the form of information
billboards posted at the main entrance of the school/ oflice or the most
conspicuous place, on the website, arrd in the form of published written materials
either in English, Filipino, or local dialect.aa

23.3. Al1 the elements stipulated in the citizen's charter shall be strictly
followed, such as the time frame, requirements, ald fees.

Section 24. Management of Electronic/Digital Records - Just like the physical
records, electronic/digital records shall be strategically transmitted, stored, and
safekept for easy access and proper protection.

24.1. For Grade 6 graduates and Grade 1O completers who already enrolled
in Grade 7 and Grade 11, respectively, transmission of the scanned copy of the
Form 137/SFIO, together with other supporting or attached document to the
receiving school is an option, provided that the request was made thru LIS portal
- Tracking/Transfer facility, as instructed in DO 54, s. 2016 (Guidelines on the
Request and Transfer of Learner's School Records). The school oflicial email shall
be used in the sending/receiving of the records by both schools. The option to
transmit the scanned credentials/documents through the official email, instead of
sending the hard copies of the documents, is also applicable for kindergarten

42 DO 19, s. 2021 Revised Department of Education People's Freedom of Information Manual and
Implementing Details, (B-C) Part VI; 43RA1 1032 Ease of Doing Business and Efficient Govemment Seruice
Delivery Act of 2018, sec.2; s RA11O32, sec.6
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completers who opted to transfer and enroll in grade 1 in another school. ALS
teachers may also use this option in sending electronic/ scanned copies of Portfolio
Assessment Passer Certificate for Elementary and Junior High School completers
who enrolled in Grade 7 and Grade 11, respectively. The school/AlS teacher who
receives the scanned copy of document is reminded that there is no need for the
originating school to compel the submission of the physical copies of the said
requirements.4s

24.2. Except for legal and highly confrdential documents, submission of
routinary documents such as travel authority, Form 6, and accomplishment
reports may be allowed through electronic means (official email, Document
Management System).

24.3. To ensure that documents have been received by tJre requesting party,
an acknowledgement receipt is asked through electronic means indicating the
following information:

23.4.1. Date and Time Received
23.4.2. Name of Student (if applicable)
23.4.3. 'Ilpes/ Kinds of Documents Received
23.4.4. Name of Receiver
23.4. 5. Remarks (Optional)

VI. Specifrc Records Management Guidelines

Section 25. Storage and Filing of Physical Records - Records shall be filed and
labeled based on Functional Subject Alphabetic Classilication Scheme (FSACS) for easy
access and retrieval. The Records Disposition Schedule (RDS) is arranged based on
FSACS and can be referred to for guidance (Annex 33).

Section 26. Standard Labeling Format - For easy access and retrieval and to aid
inventory and disposal activities, a strategic standard labeling format shall be adopted.

as DO no. 35, s- 2022 Guidelines on Enrollment for School Year 2022-2023 in the Context of Re-
introduction of the In-person Classes
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26. 1. Binder Fo1der/ Archfrle and Data Filer/ Magazine File Box

Dftrlrlol OfEce - Iabel color-codlag

OSDS- Red (HEX: #FF0000)
CID- Orange (HEX: #FFA 5OO)

SGOD- Sky Blue (HEX: #87CEEB)
Committee Records - Light Green
#9OEE90)

Iabel Slze: 2" x 6" (Binder Folder)
4" x 6" (Filer Box)

l. Organization's Seals
2. Binder/ Filer Box Number
3. Division/Unit/OfEce Code
4. Document Title/QR Code
5. Period Covered (Retention

Period)
6. Year of Disposal

Reglonal OfEce - labcl color-codlng

ASD- Pink (HE* #FFCOCB)
CLM- Light Brown (HEX: #C4A4a4l
ESS- Green (HE* #008000)
FIN- Red (HE* #FF0O00)
FTA- Peach (HE* #FFE5B4)
HRD- Yellow (HEX: #FFFF0O)
PPR-Lavender (HEX: #E6E6FA)

QAD- Royal Blue (HEX: #416981)
QMS-Orange (HEX: #FFASOO)

RDO-Gold (HEX: #FFD7OO)
ARD-Maroon (HEX: ##8O0OOO)
DCC-Grey (HEX: #8O808O)
BAC-Light Green (HEX: #90EE9O)

Blader Folder Color: Blue (General Records)
Red (Archives Records)

Blue (General Records)
Red (Archives Records)

School - Label color-codlng

Principal's Office - Red (HEX: #FF0000)
Records Office - Orange (HEX: #FFA 5OO)

Library - Slry Blue (HEk #87CEEB)
Guidance Office - Gold (HEX: #FFD7OO)
Clinic - Sky Blue (HEX: #87CEEB)
Faculty Office - Yellow (HEX: #FFFFOO)
Qsrnrnillss Records - Light Green (HEX:
#90EE90)

I 1

1

2

'2

3

4

5

6
7"

(HEX:

Foat StSrle: Booknran Old Style, Bold Fller Box Color:
Fottt Slt€: Depends on the number
ofwords. Aesthetic value shall also be considered.

ffi,a
ASD

hrrchase
Order

2ora (4 ysrr.)

fr82

c.)
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26.2. Folder

26.2.1. School Forms

Tab

Front {Full Page}

Grade Level/ Name of Section and Adviser

Folder Title:
(e.g. SCHOOL F0RMS r-12)

Coverage Year (Retention Period):
2OT9-2O2O (Permanent)

Year of Disposal:
Perlnanent

.fi:%
1S.,?

Bepublic of rrr Stalipoine,

Besurtment of €lucstion
CARAC}A REC ION

Schools Divisioa Offlce of

I{AME OF SCH(X)L

Grade Level/Name of Sectlon and Adviser

Folder Tltle:
le.g. SCHooL FORUS 1-121

Coverage Year (Retentlon Perlodf:
gI 2OL9-2O2O (2 frearsl

Year of Dlsposal
20.22

23
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Foat Style: Bookman Old Style, Regular (Tab)
Bookman Old Style, Bold (Front)

Foat Slze: Depends on the number of words.
Aesthetic value shall be considered.

26.2.2. Other Records

Font Style: Bookman Old Style, Regular
Foat Slze: Depends on the number of words.
Aesthetic value shall be considered.

Labsl Slze: 0.6'J 6"1

Label Size: 3" a,:5"
Folder Slze: Lega.l

Name of Division/Unit/ OfEce
(e.g Records Unit)

Document Title

(e.g. Regional Memorandum)

Coverage Year (Retention
Period)

Year of Disposal

24
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26.3. Archive/Records Storage Box and Cabinets

Font St5rle: Bookman Old Style, Bold
Iabel and Font Slze: Depending on the number of words.
Aesthetic value shall be considered.

Functional Division/ Unit/ Offi ce

Box/Cabinet Number

Records Title

Year Covered (Retention Period)

Year of Disposal

25
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Section 27. Storage Areas - To ensure t}le safety and security of records stored in
storage areas, standards shall be followed.

27.1. Storage in Functional Division/Section/Unit o{frce area

27.1.1. Records stored in the Functional Division/Section/Unit/ oIEce
areas should primarily be those t-hat are required for frequent use (active
records).

27.1.2. Only files or records in active use shall be kept near the desks.

26.1.3. Other active files or records but not regularly used should be
stored securely in a filing cabinet, drawers, or shelves.

27.2. Secordxy Storage Area

27.2.1.The management should designate a secondar5r storage area for
inactive records waiting for retention period to be reached.

27 .2.2. Offrce records custodians shall implement a routinar5r
procedure to monitor t1le retention periods of the records stored in the area.

27.2.3. Satety and security of records shall be ensured at all times. A
Systematic database of records shall be available for easy access and
retrieval.

27.3. Archives Room

27 .3.1. T\e management should designate an archives room for archive
(permanent and vital) records.

27.3.2. Resources such as shelves, cabinets, document binders, and
other related supptes, equipment, and facilities shall be available for the
purpose.

27.3.3. Systematic database of records shall be available for easy
access and retrieval.

27.3.4. Satety and security of records shall be ensured at all times. The
records officer/records custodian shall facilitate the transfer of permanent
and archival records to the archives room. A backup copy in the form ofan
electronic file shall be created.

Section 28. Preservation of Physical Records - Records, especially those witJl
permanent retention period, shall be preserved and protected for they provide a
significant role in the official functions of the organization.

4"7

27.3.5. Electronic frles, including scanned copies, shall be stored in an
external storage media like an extemal hard drive stored in a safe location or
a cloud storage like Google Drive.



28. 1. Handling

28. 1. 1. Avoid using acidic adhesive tapes.

28. 1.2. Avoid using metal fasteners, staple wires, and paper clips.

28.1.3. Use acidic-free, peflnanent, or alkaline papers for documents
of vital importance.

28. 1.4. Avoid laminating documents.

28.1.5. Put pouches of silica gel crystals in box files or archival boxes
to absorb humidity within the box.

28.2. Environment

28.2.1. Free from pests;

28.2.2. Ftee from molds;

28.2.3. Free from dampness or leaks that may cause molds to grow on
records and darnage them;

28.2.4.I-ocaled away from comfort room, water pipes, powerhouse,
and septic tank;

28.2.5. Secured from unauthorized access;

28.2.6. Has functional frre extinguisher; and

28.2.7. Monitored regularly to ensure desirable conditions.

Section 29. Inventory of Records - Section 15, Article III of RA 9470 mandates
government omces to regularly conduct an inventory of public records under their
possession.

29.1. Inventory of records shall be used for turn-over of records to successor,
records management audit (Rule 53, Article 87-88 of RA 9470 IRR), and guide in
the absence of the records officer/custodian.

29.2. Tll^e Records Oflicer/ Custodian shall initiate the conduct of an annual
inventory of all records, covering the entire organization/ o{Iice / school.
Consequently, he/she requires submission of alnual inventory report from
functional divisions/units/ sections/ ollices for consolidation.

29.3. NAP Form 1 (Inventory of Records, Annex 28) shall be used to ensure
comprehensive and accurate entries.
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29.4. For the inventory of records of a functional division, section, unit,
department/ office, it is signed by the records custodian or any personnel of the
functional division, section, unit, or department who prepared the actual
document. It is then signed by the functional division, section, unit, or department
chief as approval.

29.5. For tJ:e inventory of records of the whole school, SDO, or Regional
Office, tJ:e records officer/designate consolidates tJle submissions from the
functional division, section, unit, departrnent, or olfice, and a.ffrxes signature as
the one who prepared the consolidated document. It is then signed ald approved
by the School Head/Public Schools District Supervisor/ Schools Division
Superintendent/Regional Director.

29.6. Inventory of Records is done every first quarter of the year.

Section 30. Disposal of Valueless Records - Records are already considered
valueless once they reach their retention period. Only authorized disposal of valueless
records shall be conducted following the guidelines set by NAP.

3O.1. The DepEd Records Disposition Schedule (RDS) (Annex 34) contains
the list of records utilized by the Department together with thet respective
retention periods. In case a certain records type is not found in the DepEd RDS,
the NAP General Records Disposition Schedule (GRDS) (Annex 33) shall be utilized.
However, if a records t5pe is not found both in the RDS and GRDS, the records
shall be kept until such time that the RDS/GRDS will be revised and its retention
period will be identilied.

3O.2. All disposal and destruction of olEcial records shall have prior written
authorization from the Executive Director of the National Archives of the
Philippines (NAP).

30.3. Disposal of valueless records shall be done in the manner approved by
NAP (see part VII of this Manual for the process).

30.4. Recycling of used papers (e.g., use as scratch papers) is not prohibited,
provided that tlley do not hold personal, sensitive personal, and confidential
information to avoid data breach. Moreover, they shall be properly disposed of (e.g.,
shredding).

30.5. Records that are still involved in any case or subject to audit by the
Commission on Audit (COA) shall not be disposed of or destructed.

30.6. NAP Form 3 (Request for Authority to Dispose of Records, Annex 30)
shall be prepared in three (3) copies and be sent to NAP, together witJr the agency's
letter request for disposal of valueless records.

30.7. Por a request for disposal of a functional division, section, unit, or
department, it is signed by the records custodian or any personnel of the functional
division, section, unit, department, or office who prepared the actual documents.
It is then signed by the functional division or department chief as approval.

29



3O.8. For request for disposal of the whole school, district, SDO, or Regional
Oflice, the records ofEcer/ designate consolidates the submissions from the
functional divisions, sections, units, or depaftments and alfixes signature as the
one who prepared the documents. It is then signed and approved by the School
Head/ Public Schools District Supervisor/ Schools Division Superintendent/
Regional Director.

30.9. Request for disposal should be made in the second quarter of the year,
after the conduct of annual inventory of records on the first quarter.

Section 31. Disposal of Damaged Public Records - Disposal of permanent public
records and public records that have not yet reached their retention period shall only
be authorized for disposal upon submission to NAP the following: +e

31.1. OIlicial report with photo documentation of the non-usability of the
records, tJ:e extent of damage done, and the cause/s of the damage;

31.2. NAP Form No. 3 (Request for Authority to Dispose of Records) will be
prepared in three (3) copies and properly filled out with the specific record series,
the period covered and volume of the darnaged public records, approved and signed
by agency officials concerned;

31.3. A Certifrcation that the damaged records are already post-audited and
by the Commission on Audit arrd are already settled. For records on cases and
investigations, the Office shall make a written certification that they are already
decided upon or settled; and

31.4. If expediency demands and upon the order of the Executive
Department, an official report from NAP Representative upon the conduct of an
actual physical inspection and evaluation of the damaged public records will be
provided.

Section 32. Storage of Digital/ Electronic Records - Just like physical records,
electronic/digital records shall also be safe kept and retrieved easily when needed.

32.1. Electronic frles follow many of the same file identification and labeling
guidelines as paper files. Records are organized by folder indicating the Document
Tlpe which acts as the primary classilication. Each Document'Ilpe contains sub-
folders per year (the period covered). Each sub-folder contains the individual
documents labeled according to the subject.

a6 NAP General Guidelines No. 2 Guidetines on the Disposal of Valueless Records in Government Agencies,
Rule 13, Article IV
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32. 1. 1 . For School Forms

Document Type

School Year

Curriculum/ Prografr (if applbable)

Grade Itvel

Section

32. 1.2. Other Documents

Document grpe

Year/ Period Covered

32.2. Di$tal/ electronic records shall also be classified in the same way as
physical records are classilied, following the Functional Subject Alphabetic
Classification Scheme (FSACS).

32.3. As with the physical records, the retention period of digital records shall
also follow the provisions of the Records Disposition Schedule and General Records
Disposition Schedule.

32.4. Disposal of Digital/Electronic records shall follow the same procedure
as that of tJ:e physical records. Disposal or destruction of such shall be done in a
manner approved by the NAP.

32.5. To ensure the ongoing protection of digital records, the oflice must
require eflicient and eflective means for maintaining, handling, and storing digital
records, botl active and inactive, over time.

Section 33. Safety and Security of Digital/ Electronic Records

33.1. Employees should have access to oflicial directories.

33.2. Strong passwords shall be utilized.

33.3. To preserve the integrity and originality of files to be released, the format
should be in PDF or tead only'.

33.4. Ensure that records are stored in a secured records-keeping system.

33.5. Shared folders using network drives or shared drives may be utilized
for collaboration provided tl:at the security of tJ:e documents shall be ensured.

33.6. OIIice policies and procedures on the management of information
technologr progrzrms and systems shall be in place.
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33.7. Electronic recordkeeping systems shall include adequate system
controls such as password protection.

33.8. Electronic records shall be protected from accidental or intentional
alteration and deletion.

33.9. Only authorized personnel shall be permitted to create, caPture or
delete electronic records.

33.1O. Electronic records shall be accessible and retrievable on schedule
throughout tJreir retention period.

33.11 Employees shall be trained and oriented on how to use the records
management systems.

33.12. User support shall be available for troubleshooting when issues with
the use of the systems arise.

34.1. Both electronic and digital signatures are considered personal
information as defined under the Data Priuacg Act. The use of electronic signature
is valid provided that it has consent from the signatory.

34.2. If an entity holds and processes data associated with electronic or
digital signatures of persons, then that entity shall need to comply with the
provisions of the Data Privacy Act and its Implementing Rules and Regulations.

34.3. An electronic/digital signature on the electronic document shall be
equivalent to the signature of a person on a written document if that sigrr.ature is
proved by showing that a prescribed procedure, not alterable by the parties
interested in the electronic document is present.

34.4. Digital sigrratures, through Philippine National Public Key
Infrastructure (PNPKI), use enc44ption/decryption technolory on which an
electronic signature solution is built. Digital signature encqption secures the data
associated with a signed document and helps verifu the authenticity of a signed
record. It can be verified through tJle following:

34.4.1. The document or message sender (signer) shares the public key
with the end-user(s);

34.4.2. The sendcr, using his/her private key, attaches the encrypted
sigrrature to the message or document; and

34.4.3. The end-user decrypts the document and verifies the signature,
which lets the end-user know that the document is from the original sender.
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Section 34. Electronic/Digital Signature - Electronic and digital signatures are
now being used widely in transacting online or with electronic means. Thus, guidelines
shall be set and followed to ensure the legitimacy and security of signatures.



VIL Standard Operating Procedures

Section 35. Records Processes

35. l. Handling of Incoming Documents
35. 1. l. Hardcopy
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35.2. Handling of Outgoing Documents
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35.4. Records Inventory
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35.5. Records Disposition
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35.6. Publication of Issuances
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35.7. Certification, Authentication, and Verification

r.ort

Applicr'.nt
lCAv Fcc l)

R€c.i!,€s lnd llviews

Equit?o€,rt! !n drD

bchool R€cords
b"utoa;-,., o. o'"
Fchool lt€ad ia his/hE

I

ou& chekad CAV Fonn 1, DO
44. s.2017

Appli.ant rhly chect d

fuiavaihbL, iadoe dE
rpflicant b rhs Divisim
o6ce to check the
ivailability of the sdool
r€cdds in rh€ Divnioo
ofic€

bustodi.ns, or the
Shool H..d ia bis/hlr

I

I

S€.t hes for appropriate
rcad€raic school r€cords

Sch@l Rof€ml

2t

custodiatE.

Hard in

R€ccds. CAV
Form 2, DO 44,
..2Or7

Scbool R€c6ds

the school H6.d
Schoot Recdds

school R€cords

School Head ia hb/h€r

Checks rrd validates the

rorr€ctness of irloraatioa
a dE Acadeaic School
R€cords aaaifl st available

funo&ched, as to ,aa€,
birth d.ts, a,rd binh phce,
:lari& di.c!€parry/ies
trith the appli:airt and
r€qrire an aurbentklred
8i!th Ca.tilicat Issu€d by
rhe PSA

A..dsrdc School
School
Recards

or ih sclbol
Head in

CAV Fo.m 3,
DO 44. s. 2017

36

3C'I,RCE
oF lrPu?a tPtlt's AClTyrrY RE"BPONAIBILlTIE,S OU?PI'TA CUATOIiBR coxrnol.s

aouncE
oF trpuTS III?UTA AqIII,ITT BEsl?'OIIEIBILITIES oufParTS cugTou&a cor{TRoL!



Ifstif unm.r.hed, indlro
th€ ap'p[c&t to ths bgal
Urit ofthc Resi@.1 OEe
tor pr.p€. disposition. Records ICAV

P6E 3l
schoot R.cords

tLe Schoal H6ad
io his/b€r

school R.cords

PrEpar€s Cefdfcatid,
L.rlloitt t Ljst of
Appro!€d CAv r€qu.st and
tGxls initi,ls

School R6cordg
crEtodirrB, or the
School Head in his/h€r

C.rtincltior of

coEpletion/
G.aduatiotr (cAv
Fdm 4), Lbt of

Requsn {CAv
Fcrf, 6), sct ol

the Regiond
Ofrc3 lcAv Foro
5)

S.hool Head C-AV Fo.m 4, 5
lnd 5; DO 48, s.
2017

AS&
C<ti6.!rion of

Scb@l

R€vi.Ns, sieE apFov.r of
th€ docrEe.ts ard
inforrds th6 Reddl.r o6c€
ofth€.pprov€d CAv
rcqu€st throwh eoaili
crrr8@dcFd.Eov. ph

Dub sig!€d ASR.
c€rtiicaris of

ForEr 6), School

the Roeional

Sch@l CAV Form 4. 5
aad 6; DO 4a, s.
2017

Ofte ICAV
ForB s)

5t

School R€cords

rlle School H€.d
in his/h€r

Dub, si8!d
ASR,
carrifcatioa of

Coopl,etion/

(cAv F6m a),

(cAv Fo.E 6),
school

the R€sion f
O6c6 ICAV

Seals CAv Ecuillmdts ia
e eaElop€, logs ard
releos€e rhe sa.rlle to $a School Head i! his/hd

cAv S€al€d snvelope,
lorffi/los
sh4!t, LtO 4a. S.
2017

FillB-out CAv Application

requir€dets in seafed

Duly fill€d-out

t5) and CAv

R€gion r

oEc6r
CAV Fqm 5. DO
18. s.2017

066
Dul, 6lkd-out

Fo.m 151 atrd

ch€cks co6pLttoo3s of

applidrio0 fora.rld
r,€rituE ac.uracy arld

If discr€pancies are
obs*rd. retun to t}rc
cli€ot dd advie on the

R.sion l R€or& 06.6 Dub Ein d Resion l

o6c6r

oo 44. s. 2017,

Oftcd
Duiy v€rifi6d Prcpares cstification,

Authsnticatid, and
R€sion l Reords ot6@

(cAv Fo(a 16l

Regiond

R.gioarr
Distd, chid

oGot

DO 4a. S. 2017

R€sioaal Dirscto.,
chid

oEcsr

(cAv Fofm 16)
rvith

Appror"* and siens CAV R€giorEf DirEto!,

Directo., Chief
AdEif,ist atirc Omc€t

R.siod6r

ofic6r

DO 4a. S. 2017

Residral R.cords
oficsr siSned O{v

Stanps, loF, s€gr€aates,
sc.ns and emails s.s.aa!d
copt, to DFA, Eeals CAV in
an 6deelopc, .nd .eleas.3
tfle s€afed e.\€loF

Rssiorul R&oldB olfi6 t sbool/log
.he€t, DO 44, s.
20t7

I

I



MIL Penalties for Violations to Records Management Related laws

Section 36. Penalties for Violations to RA No. 947O, National Archives of the
Philippines Act of 2OO7

Unauthorized Disposal/Damage of Public Records - "A fine of not less than Iive
hundred thousand pesos (?5OO,OOO.O0) but not exceeding One million pesos
(P1,00O,OOO.OO) or be imprisoned for not less than five years but not more than
Iifteen (15) years and/or both fine and imprisonment at the discretion of the court
without prejudice to the frling of administrative charges that would result to such
public ofEcer's perpetual disqualifrcation from public olfice, and forfeiture, in favor
of the government, of his salary and other law"ful income." (Section 41 of RA 9470)

Section 37. Penalties for Violations to RA No. 10173, Data Privacy Act of 2Ol2

Unauthorized Processing of Personal Information and Sensitive Personal
Information. - "(a) The unauthorized processing of personal information shall be
penalized by imprisonment ranging from one (1) year to three (3) years and a fine
of not less tJlan Five hundred thousand pesos (Php500,0OO.00) but not more tJ:an
TWo million pesos (Php2,000,O00.00) shall be imposed on persons who process
personal information without the consent of the data subject, or without being
authorized under this Act or any existing law. (b) The unauthorized processing of
personal sensitive information shall be penalized by imprisonment ranging from
three (3) years to six (6) years and a fine of not less than Five hundred thousand
pesos (Php500,O00.0O) but not more than Four million pesos (Ptrp4,00o,000.00)
shall be imposed on persons who process personal information without the
consent of the data subject, or without being authorized under this Act or arry
existing law." (Section 25, Chapter VIII of RA 10173)

Accessing Personal Information and Sensitive Personal Information Due to
Negligence. - "(a) Accessing personal information due to negligence shall be
penalized by imprisonment ranging from one (1) year to three (3) years and a fine
of not less than Five hundred thousand pesos (Php5OO,OOO.00) but not more than
TWo million pesos (Php2,OOO,OO0.00) shall be imposed on persons who, due to
negligence, provided access to personal information without being authorized
under this Act or any existing law. (b) Accessing sensitive personal information due
to negligence shall be penalized by imprisonment ranging from three (3) years to
six (6) years and a fine of not less than Five hundred tJrousand pesos
(Php500,000.OO) but not more than Four million pesos (Phpa,000,000.OO) shall be
imposed on persons who, due to negligence, provided access to personal
information rvithout being authorized under this Act or any existing law." (Section
26, Chapter VIII of RA 1O 173)

Improper Disposal of Personal Information and Sensitive Personal Information.
- "(a) The improper disposal of personal information shall be penalizrd by
imprisonment ranging from six (6) months to two (2) years and a fine of not less
than One hundred thousand pesos (Php100,000.00) but not more than Five
hundred thousand pesos (Php500,000.00) shall be imposed on persons who
knowingfy or negligently dispose of, discard or abandon the personal information
of an individual in an area accessible to the public or has otherwise placed the
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personal information of an individual in its container for trash collection. (b) The
improper disposal of sensitive personal information shall be penalized by
imprisonment ranging from one (1) year to three (3) years and a fine of not less
than One hundred thousand pesos (Php100,00O.00) but not more than One million
pesos (Php 1,O00,000.00) shall be imposed on persons who knowingly or
negligently dispose oi discard or abandon the personal information of an
individual in an area accessible to the public or has otherwise placed tJee personal
information of an individual in its container for trash collection." (Section 27,
Chapter MII of RA 1O173)

Processing of Personal Information and Sensitive Personal Information for
Unauthorized Purposes. - "(a) The processing of personal information for
unauthorized purposes shall be penalized by imprisonment ranging from one (1)
year and six (6) months to fle (5) years and a fine of not less than Five hundred
thousand pesos (Php5OO,000.00) but not more than One million pesos
(Php 1,000,000.00) shall be imposed on persons processing personal information
for purposes not authorized by the data subject, or otherwise authorized under
this Act or under existing laws. (b) The processing of sensitive personal information
for unauthorized purposes shall be penalized by imprisonment ranging from two
(2) years to seven (7) years and a fine ofnot less than Five hundred thousand pesos
(Php5OO,O0O.OO) but not more than Ttvo million pesos (Php2,OOO,OOO.OO) shall be
imposed or1 persons processing sensitive personal information for purposes not
authorized by the data subject, or otherwise authorized under this Act or under
existing laws." (Section 28, Chapter VIII of RA 1O173)

Unauthorized Access or Intentional Breach. - 'The penalty of imprisonment
ranging from one (l) year to three (3) years and a fine ofnot less than Five hundred
thousand pesos (Php50O,OOO.OO) but not more than T\uo million pesos
(Php2,OOO,OOO.OO) shall be imposed on persons who knowingly and unlawfully, or
violating data confidentiality and security data systems, breaks in any way into
any system where personal and sensitive personal information is stored." (Section
29, Chapter VIII ofRA 10173)

Concealment of Security Breaches Involving Sensitive Personal Information. - "Ttre
penalty of imprisonment of one (1) year and six (6) months to five (5) years and a
fine of not less than Five hundred thousand pesos (Php5OO,0OO.OO) but not more
than One million pesos (Php 1,000,0O0.OO) shall be imposed on persons who, after
having knowledge of a security breach and of the obligation to notiS tJ:e
Comrnission pursuant to Section 2O(f), intentionally or by omission conceals tJle
fact of such security breach." (Section 3O, Chapter VIII ofRA 1O173)

Malicious Disclosure. - "Any personal inforrnation controller or personal
information processor or any of its officials, employees or agents, who, with malice
or in bad faith, discloses unwarranted or false information relative to any personal
information or personal sensitive information obtained by him or her, shal1 be
subject to imprisonment ranging from one (1) year and six (6) months to five (5)
years and a fine of not less than Five hundred thousand pesos (Php50O,O0O.OO)
but not more than One million pesos (Phpl,OOO,OOO.OO)." (Section 31, Chapter VIII
ofRA 1O173)
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Unauthorized Disclosure. - "(a) Any personal information controller or personal
information processor or any of its oIlicials, employees or agents, who discloses to
a third party personal information not covered by the immediately preceding
section without the consent of the data subject, shall he subject to imprisonment
ranging from one (1) year to three (3) years and a fine ofnot less than Five hundred
thousand pesos (Php5O0,OOO.O0) but not more t-han One million pesos
(Php 1,OOO,0O0.00). (b) Any personal information controller or personal information
processor or any ofits officials, employees or agents, who discloses to a third party
sensitive personal information not covered by the immediately preceding section
without the consent of tlle data subject, shall be subject to imprisonment ranging
from three (3) years to frve (5) years and a fine of not less than Five hundred
thousand pesos (Php5OO,0OO.O0) but not more than Ttvo million pesos
(Php2,000,000.OO)." (Section 32, Chapter MII of RA 10173)

Combination or Series of Acts. - "Any combination or series of acts as defrned in
Sections 25 to 32 shall make the person subject to imprisonment ranging from
three (3) years to six (6) years ald a fine of not less than One million pesos
(PhpI,OOO,OOO.OO) but not more than Five million pesos (Php5,O0O,000.00)."
(Section 33, Chapter VIII ofRA 1O173)

Section 38. Penalties for Violations to RA No. 3815, s. 1993, Revised Penal Code of
the Philippines

Falsifcation of Pubic Document "(Counterfeiting or imitating any handwriting,
signature or rubric; Causing it to appear tlat persons have participated in any act
or proceeding when they did not in fact so participate; Attributing to persons who
have participated in an act or proceeding statements other than those in fact made
by them; Making untruthful statements in a narration of facts; Altering true dates;
Making any alteration or intercalation in a genuine document which changes its
meaning; Issuing in authenticated form a document purporting to be a copy of an
original document when no such original exists, or including in such copy a
statement contrary to, or different from, that of the genuine original; or
Intercalating any instrument or note relative to the issuance thereof in a protocol,
registry, or oIficial book.] - Prision mayor and a fine not to exceed Five Thousand
Pesos (Php 5,0OO.O0)." (Article 171, Chapter V of RA 3815)

Section 39. Penalties for Violations to RA No. 11032, Ease of Doing Business and
Efficient Govemment Service Delivery Act of 2018

"Refusal to accept application or request with complete requirements being
submitted by an applicant or requesting party without due cause; Imposition of
additional requirements other t-han those listed in the Citizen's Charter; Imposition
of additional costs not reflected in the Citizen's Charter; Failure to give tl:e
applicant or requesting party a written notice on the disapproval of arr application
or reques! Failure to render govemment services within the prescribed processing
time on any application or request without due cause; Failure to attend to
applicants or requesting parties who are within the premises of the ollice or agency
concerned prior to the end of oflicial working hours and during lunch break;
Failure or refusal to issue ollicial receipts; and Fixing and/or collusion witi fixers
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in consideration of economic and/or other gain or advantage - First offense:
Administrative liability with six (6) months suspension: Prouided, hotueuer, That in
the case of fixing and/or collusion with fixers under Section 21(h), the penalty and
liability under Siction 22(b) of this Act shall apply; second offense: Administrative
liability and criminal liability of dismissal from tJ:e service, perpetual
disqu"Iification from holding public ofiice and forfeiture of retirement benefits and
imprisonment of one (1) year to six (6) years with a fine of not less than Five
hundred thousand pesos (P50O,OOO.00), but not more than Ttvo million pesos
(F2,OOO,OOO.OO)." (Section 2l ar:d 22 of RA 11O32)

Section 4O. Penalties for Violations to RA No. 8792, Electronic Commerce Act of

"a. Hacking or crackling with refers to unauthorized access into or interference in
a computer system/ server or information and communication system; or any
access in order to corrupt, alter, steal, or destroy using a computer or other similar
information and comrnunication devices, without the knowledge and consent of
the owner of the computer or information and communications system, including
the introduction of computer viruses and the like, resulting in the cormption,
destruction, alteration, theft or loss of electronic data messages or electronic
documents shall be punished by a minimum frne of One Hun&ed Thousand pesos
(P 100,000.00) and a maximum commensurate to the damage incurred and a
mandatory imprisonment of six (6) months to three (3) years." (Section 33, Part V,
ofRA 8792)

"b. Piracy or the unauthorized copying, reproduction, dissemination, or
distribution, importation, use, removal, alteration, substitution, modification,
storage, uploading, downloading, comrnunication, making available to the public,
or broadcasting of protected material, electronic signature or copyrighted works
including legally protected sound recordings or phonograms or information
material on protected works, through the use of telecommunication networks,
such as, but not limited to, the internet, in a manner that infringes intellectual
property rights shall be punished by a minimum fine of one hundred thousand
pesos (P 10O,OOO.OO) and a maximum commensurate to the d,'nage incurred and
a mandatory imprisonment of six (6) mont-hs to three (3) years." (Section 33, Part
V, ofRA 8792)

"c. Violations of the Consumer Act of Republic Act No. 7394 an::d, other relevant to
pertinent laws through transaction covered by or using electronic data messages
or electronic documents, shall be penalized with the same penalties as provided in
those laws." (Section 33, Part V, of RA 8792)

"d. Other violations of the provisions of t-l:is Act, shall be penalized with a
maximum pena-lty of one million pesos (P 1,OOO,OOO.00) or six (6) years
imprisonment." (Section 33, Part V, of RA 8792)
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IX. Effectivity

Section 41. This CoRe Manual shall become effective after final approval from the
Regional Director and shall take eIlect immediately. This shall then be revisited once in
two (2) years or when the need arises.
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LIST OF ABBREVIATIONS USED IN THE MANUAL

ASR - Academic School Records
CAV - Certification, Authentication, and Verification
CTC - Certifed True Copy
DMS - Document Management System
DTS - Document Tracking System
FOI - Freedom of Inforrnation
FSACS - Functional Subject Alphabetic Classffication Scheme
GRDS - General Records Disposition Schedule
NAP - National Archives of the Philippines
PNPKI - Philippine National Pubtc Key Infrastructure
RDS - Records Disposition Schedule
RMIC - Records Management Improvement Committee
RO - Regional Oflice
SDO - Schools Division Oflice
SH - School Head
SF - School Form

Aaaex 1
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Annex 2

Directory of Regional and Division O{Iices

Oftce Email Address Contact
Number

Address

Regional Office caraga@deped.gov.ph J. Rosales Avenue,
Butu8an City

Agusan del Norte
Division agusan. nort@deped. gov. ph none J. Rosales Avenue,

Butu8an City
Agusan del Sur
Division depedagusandelsu@deped. gov.ph (08s) 839 s456 Patin-ay, Prosperidad,

Azusan del Sur

Bayugan City
Division deped. bayugan@grnail.com

Lanzones St.,
Poblacion, Ba)'ugan
City

Bislig City
Division bislig.citl@deped. gov. ph

(086) 853-9060 Government Complex,
Poblacion, Bislig City

Butuan City
Division butuan.cit,@deped. gov.ph

(085) 341 oo22 R. Palma St., Butuan
City

Cabadbaran City
Division cabadbaran.city@deped. gov. ph (085) 818 o34s Comagascas,

Cabadbaran City
Dinagat Islands
Division dinagat.island@deped. gov.ph

none White Beach, Dinagat
Islands

Siargao Division siarga@deped.gov.ph
09190040217 Dapa, Siargao,

Surigao de1 Norte

Surigao City
Division surigao.ci@.deped.gov.ph

(086) 826 1268
(086) 826 8931
(086) 826 3075

M. Ortiz St., Brry.
Washington, Surigao
City

Surigao del Norte
Division

surigao.delnort@deped. gov.ph
none Rizal cor. Peiaranda

St., Surigao City
Surigao del Sur
Division surigaodelsur. division@deped. gov.ph

(086) 211322s Balilahan, Mabua,
Tandag City

Tandag City
Division

tandag.ci@deped. gov.ph
paq 2rr 5778 Telaje, Tandag City
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Aaaex 3

List of Documents that WILL NOT pass through the Records Oflice
for Receiving and Releasing

T?re following are the documents that are not required to be received and released
by the Records Office and should be given directly to the concern oIEce for an immediate
action:

REGIONAL AND DIVISION LEVEL RECORDS

I*gal Records

o Adrninistrative Decisions (With respect to
Cases/ Opinions/ Decisions/ Resolutions/ Orders)

o Cases (Adrninistrative, Civil/ Criminal)
. Complaints/ Grievances (Actions Taken on the Complaints, Counter Affrdavits

and/or Answers, Investigation Reports)
o Rejoinders
. Resolutions
. Corrections of Name/Birthdate (Personnel, Students)
o Deeds (Acquisition of Books/Teaching Aids and Vehicles) Donations, Sale
o Contracts of Services (Contract Records including Correspondences/Related

Papers)
o Memoranda of Agreement/Understanding
o Other [,e gal Records

SCHOOL RECORDS

Advlsory

. Excuse Irtter

Llhnny Recotds

. Book Cards
o Borrowers Card, etc.

SupplylPrope fi Re c ord.s

o SF3-Books Issued and Returned
o AcknowledgmentReceipts
o Inventories and Inspection Reports, etc.
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Flnanclal Record,s

o MOOE-relatedDocuments
o Financial Reports

Cllnlc Records

. SFS - karners Basic Hea]th and Nutrition Report

. Student's Health Card
o Deworming Form I
r Personnel's Health Card

Guldance Record.s

o Learner's Needs
. Progress & Achievement Cardex
o Parent/ Guardian Communication Cardex
o Student's Disciplinar5r Actions
o Case Studies and Anecdotal Records
o NCAE and NAT Results
o Enrolment Forms

Personnel Record,s
o Form 6 - Application for l,eave
r Form 48 - Daily Time Record
o 2O I File
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Anaex 4

List of Active Records Stored in the Records Oflice

The following are the records in their active phase that need to be stored and
properly kept in the Records O{Ece and make such records readily available upon
legitimate request:

REGIONAL AND DIVISION LEVEL RECORDS

ITEM
NO

RITENTION PERIOD REMARKSActlve Storage Total

3

8

9

11

13

t4

&
MANAGEMENT

AUTHORITIES TO TRAVEL
. Employees
r Officials
. Teachers/Principals/Asst.

School Division
Superintendents/ Division
Superintendents

CERTIFICATIONS
. Certifications,

Authentications
Verifications (CAV)

and

CHARTS
o Organizational/Functional
o Process Flow

CREATION OF' DIVISION AND
DISTRICT OFFICE RECORDS

ouTGorNG CoMMUNTCATTONS/
CORESPONDENCES

o Non-Routine

Routine

DIRECTIVES/ISSUANCES
r Issued by the Head of

Agenry documenting
policies, procedures,
standards, rules and
regulations, programs of
tire agency

2 years

l year

PERMANENT

PERMANENT

2 years

PERMANENT

2 years

1 year

PERMANENT

PERMANENT

2 years

PERMANENT

To be filed {'ith
appropriate recorda
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l5

17

18

25

Issued by the Head of
Agency reflecting routinar5r
information

DIREC.TORIES OF
PERSONNEL/SCHOOL
OFFICIALS

o Advisories
o Bulletins
o Circulars

Lists
Offi cials (Iocal/ National)

MANUALS

SPECIMEN SIGNATURES

2 years

2 years

1 year

PERMANENT

PERMANEN'I

2 years

2 years

1 year

PERMANENI

PDRMANENT

After supen€ded
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SCHOOL LEVEL RECOR,

ITEM
NO

REICORD SERIES TITLE /TND
DESCRIPTION

RTMARI(S
Actlve Storage Total

r88

165

185

185

171.

170

170

t70

t92

170

SFI (School Register)

SF2 (I-earner Daily Attendance Report)

SF3 (Books Issued & Returned)

SF4 (Monthly Leamer's Movement and
Attendance Report)

SFS (Report on Promotion and Level of
Proficiency)

SFSA (End of Semester and School Year
Learner Status)

SFSB (Ust of Leamers with Complete
SHS Requirements)

SF K (Report on Promotion & kvel of
Profrciency for Kinder)

SF6 (Summarized Report on Promotion
and Ievel of Proficiency)

SF7 School Personnel Assignment List
and Basic Profile

SF 8 karners Basic Health &
Nutritional Status

SF9 (kamer's Progress Report Card)

SF1O (Learner's Permanent Academic
Record)

Certi-ficate of Recomputed Final Grade

Basic Education EnroLnent Form wit]:
AIlidavit of Undertaking

Child Mapping Tool

karners Enrohnent Survey Form

Test Results

Diploma

2 years

2 years

2 years

2 years

2 years

2 years

2 years

2 years

Not in RDS

Not in RDS

Not in RDS

Not in RDS

Not in RDS

Not in RDS

Not in RDS

Not in RDS

Not in RDS

After Consolidation
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145

145

194

t82

152

ta4

170

CerLification of Graduation

Certificate of Completion

Certification of Good Moral Character

Yearbook

CertiEcate of Honor Student

Ranking/ List of Honor Students

Class Record with Summary of
Quarterly Grades

NCAE Results

Records of Student's Disciplinary
Actions

Anecdotal Records of Pupils/ Students

1 year

1 year

3 years

2 years

5 years

I year

l year

3 years

2 years

5 years

Not in RDS

Not in RDS

Aitcr Graduat€d

Not in RDS

After Craduated

llote:
Other offices shall transfer permanent records in the Archives Room provided

they submit accurate inventory witJ: transmittal/indorsement.

Fote:
Records with no retention period specilied in tJ:e RDS and GRDS shall remain

in the storage area until they be assigned a retention period.
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Annex 5

List of Identified Routine and Non-Routine Communications

REGIONAL AND DIVISION LEVEL RECORDS

Routine Communications :

l. Programs/ Invitations
2. I*tter Requests/ Correspondence
3. Con'rnunications that are of ordinary interest
4. Communications that require ordinary action and do not need reply
5. Comrrrunications intended for information dissemination only

Non-routine Communications :

l. Legal Documents
2. Financial Documents
3. Communications with historical value
4. Communications classified as "Top Secret", "Secret", "Restricted", or

"Confidential"
5. Vital Records (land titles, deed of donation, deed of sale, memorandum of

agreements)

SCHOOL RECORDS

Routine Communication-s

l. Requests
a. Good Moral Certificate
b. Enrolment Certificate
c. Certificate of Graduation
d. Certi-ficate of Completion
e. Certificate of Honor Student
f. Diploma
g. Reconstruction of Diploma (for CAV purposes)
h. Yearbook
i. NCAE Result
j. Certification of English as Medium of Instruction
k. NAT Results
l. l,earner's Perrnanent Academic Record (SF-10)
m. Request for CAV (CAV Form 1)
n. Certificate of Emplo5rrnent

2. Mails/emails
a. Answers / Replies to Requests
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Non-Routine Communications

l. Correspondence to and from Stakeholders
2. l*gal Documents
3. Financial Documents

Note:
Non-routine mails and communications sha.ll be given priority and be routed to

the concemed oflices with proper acknowledgement.
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Annex 6

List of Records Stored in tlle Records Ofiice with Personal
and Sensitive Personal Information

The following are records that contain personal and sensitive personal
information:

REGIONAL AND DIVISION LEVEL RECORDS

1. C ertifications

. Certifications, Authentications, and Verifrcations (CAV)

o Certificate of Graduation
o Diploma
o Student Report Card
o Special Order

2. Authorities to Travel
3. Copy of Released Documents (Transfer documents, Communications, Reports)

SCHOOL-LEVEL RECORDS

1. SF I (School Register)
2. SFS (Report on Promotion and Level of Proficiency)
3. SFSA (End of Semester and School Year Learner Status)
4. SFg (Learner's Progress Report Card)
5. SF1O (Learner's Permanent Academic Record) with PSA Birth Certificate
6. Certificate of Recomputed Final Grade
7. Basic Education Enrolment Form witl: Affrdavit of Undertaking
8. Leamer's Needs, Progress, and Achievement Cardex (or Anecdotal Record)
9. Parents / Guardians Comrnunication Cardex
1O. Records of Student's Disciplinary Actions
11. Child Mapping Tool
12. Diploma
13. Certificate of Completion
14. Class Record with Summary of Quarterly Grades
15. Summary of Final Grades and Average
16. Test Results
17. Personnel Records
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Annex 7

List of Records in the Records Office that Can Be Readily
Released to the Requesting PartY

REGIONALAND DIVISI ON LEVEL RECORDS

1. Directives/Issuances

. DepEd, Regional, and Division Order

. DepEd, Regional, and Division Memorandum

. DepEd, Regional, and Division Advisory

. DepEd, Regional, and Division Bulletin

Note: Prouided tlnt tle aboue doanm.ents do ttot contain confidential informotion

2. Authorities to Travel (provided that it is released to the concerned personnel
or his/her authorized repre sentative)

. Employees

. Officials

. Teachers/Principals/Asst. School Division Superintendents/Division
Superintendents

SCHOOL- RECORDS

l. Good Moral Certificate
2. Certificate of Enrolment
3. Certificate of Graduation
4. Certificate of Completion
5. Certification of English as a Medium of Instruction
6. Diploma
7. Certificate of Honor Student
8. Yearbook
9. Test Results
10. SF9 (Learner's Progress Report Card)
I l. SFIO (Learner's Permanent Academic Record)

Note: Prouided that it i.s released. to the ouner or his/ her authorized representative uith
Special Pou.ter of Attomeg (SPA).
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Aanex 8

Classification of Records Management Processes Based on Ease of Doing Business
and Anti-Red Tape Act (ARTA)

REGIONAL AND N OFFICES

Simple Transactions (3 days)

r Issuance of Requested Documents (CTC and Non-CTC)
o Receiving of Communications
r Certifrcation, Authentication, and Verification

SCHOOLS

Simple Transactions (3 days)

o Receiving of Communications and other Documents
. Issuance of School Forrns, Certifications, and other School Permanent Records

Source: DM-HROD -2022 -0632
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Aanex 9

Request Form (Region / Division)

REQUEST FORM

Sepubtit of tDe D,itimineL
Department of Glutttion

CARAGA REGION

Date of Request:--
Date
Control No

Name of Employee Representative:
Contact No._School/ Station / Olfice_
Document to be rcquested: (Please check any of the following)

Ttavel Authorig
Directives/ Issuance
No. and/or Title:

T1 Others (Please speci$)

Purpose: (Please check any of the following)
Ranking/ Promotion
Transfer of School/ Division
Travel Abroad
Other (Please speciS)

Signature Over Printed Name
Employee/ Representative

Note: If reE)est is done through representatiue, tlere slrall be a Special Pouter of AttomeA or
a uritten ratarizcd authorization, proof of filiation, Identification Card
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Annex 1O

Request Form (School)

REQUEST FORM

"t]l.'"ttoF",i

B0Iublir of rr? S,ilipine!
Deparmrcrt of €luation

CARAGA REGION
Division

School
School Address

Date of Aoolication:
Date Release:_
Control No

Name of [earner:
Representative :_ Relationship
Contact No.
School Last Attended: Grade
Present School:_ School Address:

School Record to be requested :( Please check any of the following)
SF 9 - karner Progress Report
SF 10 - karner's Permanent Academic Record

Certification of Good Moral Character
Diploma
Otllers( Please specrry)-

Purpose :(Please check any of the following)

Iocal Employment
Transfer of School
Registration for Local Civil Registrar
Employment Abroad
Travel Abroad
Others (Please specify)

Signature Over Printed Name
Applicant/ Representative/Teacher

Note: If request is done through representatiue, there shall be a Special Pouter of Atiorneg or
a uritten rntarized authorization, proof of filiatio4 ldentification Card
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Annex 11

ANNE:K A
cAv FoRu 1 - REQTTEST rrORM - SCHq)L (RF)

Republic of the Philippines
Department of Education

Regro
Divisio

Date of Release: 

-

NAME OF LEARNER:
DATE & PI.ACE OF B]RTH:
SCHOOL YEAR LAST ATTENDED / GRADUATED:
PRESENT ADDRESS:
CONTACT NO:

PURPOSE: (Please check any of the following):

Control No: 

-

Date of Aoolication :

FIANCE VISA STUDENT VISA

TOUzuST VISA DESCENDANT'S VISA

REIMBURSEMENT OF EDUCATIONAL
ALLOWANCE/ TUITION FEES OF CHILDREN
OF OFWs

Sigrr.ature Over Printed Name
(AppUcant / Representative)

REQI'EST FORM FOR ACADEMIC SCHOOL RTCORDS

EMPLOYMENT ABROAD

SEAMANA BOOK/SRC

MIGRATION

SUCH OTHER PURPOSE AS MAYBE REQUIRED BY THE DFA
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Annex 12

ANNE:K B
CAV FORM 2 - SCH(X)L REFERRAL TO DNISION OFFICE

Republic of the Philippines
Department of Education

Division-
School Name

1d IndorseEeat
Date

Respectfirlly forwarded to the Schools Division Superintendent, Division of

, requesting for assistance in securing a certilied true copy ol

School Form 18 (nou School Form 5,f for reconstruction of Form 137 in relation to

tJ:e herein attached request of Name of karner who claims to be a graduate of

/ student in Name of School during tJle School Year _ The said record,

despite rliligent search, is not available in the Oflice.

For the
Superintendents.

preferential appropriate action of the Schools Division

Sigrrature Over Printed Name

(School Head/ Principal)

Attached: as stated.

Oflicial stationery compliant to DO 31, s. 2Ol9 shall be utilized.
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Anaex 13

ANNEK C

CAV FORU 3 - INIX)RSEMENT F'OR OORRT'CTIO}{ OF ENTRIES IN THT
ACADEMIC SCH(X)L RECORDS

Republic of the Philippines
Department of Education

School Name 

-1't Indorsement
Date

Respectfully forwarded to the Regional Director, DepEd Regional
Oflice_, (Attention: Attorney IV, Legal Unit)
requesting for assistance in the Correction of Entries in the Academic School
Records of Name of karner. a graduate of / student in Name of School during
the School Year

For ready reference and perusal, attached are the following
documents/records:

I . Certificate of live Birth (issued by Philippines Statistics Authority):
2. Affidavit of Discrepancy;
3. Alfrdavit of two (2) Disinterested Persons:
4. Form- 137; and
5. Diploma

For the preferential appropriate action of the Regional Director.

Signature Over Printed Name
(School Head/ Principal)

Attached: as stated.

{address}

Official stationery compliant to DO 31, s. 2019 shall be utilized.
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Annex 14

ANNE]X D

CAV F'ORU 4 - CERTIFICATION OF EI{ROLMENT / COMPLEf,ION / GRADUATION

Republic of the Philippines
Department of Education

Regron
Division
School Name

CERTIFICATION OF ENROI,UTT{T / COMPLEf,ION / GRADUATION

TO WIIOU IT TIAY COIYCERIY:

T?ris is to certifu that, based on available records in the school, tJle
following information pertaining to Name of Learner with Learner Reference Number

aDDears:

( ) enrolled in Grade 

- 
during the School Year 

-
( ) completed Grade 

- 
during the School Year 

-
( ) satisfactorily graduated from Elementary / Secondary Course for the School

Year _ as prescribed by the Department of Education.

This certi-fication is issued on _ upon the request of Name of kamer
in connection with his / her application for Certification, Authentication, and

Verification.

Signature Over Printed Name
(School Head/ Principal)

*$ gradrated trom secondary corutlsr ln pr.l,oof,;e school I;tdtco:te Spec:lal Order
Ntrntbr and Date.

Oflicial stationery compliant to DO 31, s. 2O19 shall be utilized.
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Annex 15

ANNEX E

CAV FOR}I 5 - SCH(X)L TRANSIIITTAL TO TIIE REGIONAL OFFICE

Republic of the Philippines
Department of Education

School Name 

-l.t Indorsemeat
Date

Respectfirlly forwarded to the Regional Director, DepEd Regional OIIice-,
(address) the herein request of Name of Learner for Certif,cation,

Authentication and Verifrcation (CAV) of his / her Academic School Records.

For ready reference and perusal, attached are the following documents/records
marked (y') below properly enclosed in a sealed envelope:

( ) Certification of Completion/Graduation
( ) Certification of English as Medium of Instruction
() Form 137
O Diploma

For the preferential appropriate action of the Regional Director.

Simature Over Printed Name
(School Head/ Principal)

Attached: as stated.

Ollicial stationery compliant to DO 31, s. 2Ol9 shall be utilized.
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CAV FORU 6 - LIST OF APPROVED CAv REQITESTS

)ooo< notling follows :ooo<

Prepared By:

Simature Over Printed Name
(School Records Custodian/ Registrar)

Anaex 16

ANNE>( F

Submitted By:

Sisrature Over Printed Name
(School Head/ Principal)

CONTROL NO. NAME DATE OF
APPLICATION

DATE OF
TRANSMITTAL

Ofticial stationery compliant to DO 31, s. 2019 shall be utilized.
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Annex 17

AI{NE]X G

CAV FORM 7 - CERTIFICATION OF NON. AVIULABILITY OF ACADEMC
SCHOOL REICORDS II{ TIIE DTVISION OFFICE

Republic of the Philippines
Department of Education

Division

CERTIFICATION

TO U'IIOM IT MAY CONCERN:

This is to certiff that after due verifrcation, there is no available records on file in
the Office of the requested Academic School Records (ASR) of Name of Learrrer.

Issued this _ day of _, 20_ fot whatever legal purpose it may serve.

Simature Over Printed Name
(Division Certifying OIIicer)

OIlicial stationery compliant to DO 31, s. 2O19 shall be utilized.
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Annex 18

ANNEX H

CAV NORU 8 - RETI,RN INDORSF,MENT OF SCH(X)LS DTVISIOIT OTrICIT'O THE
scHooL

Republic of the Philippines
Department of Education

Division

2'a Indorsemeat
Date

Respectfully returned to Name of School Principal, Name of School,

address of school, the attached School Form 78 (nout Sclaol Form 5) in connection

with the request for Academic School Records (ASR) of Name of Learner a

graduate of / student in that school.

Simature Over Printed Name
(Division Certifting OIfi cer)

Attached: as stated.

Ollicial stationery compliant to DO 31, s. 2Ol9 shall be utilized.
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Annex 19

ANNEX I

cAv roRil 9 - cERTrFrcATroN oF DISCREP/II{CYIIES

Republic of the Philippines
Department of Education

CERTIFICATION

TO V'IIOM IT MAY CONCERN:

This is to certi$r that, based on the duly verifred School Form 18 (nout Sclaol Form

5/ on Iile in this OIIice, copy attached, the discrepaacy/ies marked (y') below has / have

been noted in the Academic School Records (ASR) of Name of Learner that school:

Issued this _ day of _, 20- for whatever legal purpose it may serve.

Simature Over Printed Name
(Division Certifying OIfi cer)

Attached: as stated.

Oflicial stationew compliant to DO 31, s. 2O19 shall be utilized.
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IIITISET J
CAv r'ORu 10 - REQTTEST FoRu IRD IIOR AI,a A & E AltD PEPr RATINCIS

Republic of the Philippines
Department of Education

Division_

Aaaex 2O

Control No: 

-

Date of Application: 

-

Date of Release: 

-
REQUEST FORM FOR THE RESULTS OF RATING ON:

( ) Alternative karning Systems Accreditation & Equivalency Test

( ) Philippine Educational Placement Test

NAME OF LEARNER:
DATE OP BIRTH:
PLACE OF BIRTH:
PRESENT ADDRESS:

PURPOSE: (Please check any of the following):

MPLOYMENT ABRO FIANCE VISA STUDENT VISA

URIST VISA DESCENDANT'S VISA

MBURSEMENT OF EDUCATIONAL

SEAMANS BOOK/SRC

MIGRATION AI}ROAD
ALLOWANCE/ TUITION FEES OF
CHILDREN OF OFWs

SUCH OTHER PURPOSES AS MAY BE REQUIRED BY THE DFA

Sigrature Over Printed Name
(Applicant / Representative)

OIEcial stationery compliant to DO 31, s. 2019 shall be utilized.
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CONTACT NO:
DATE OF EXAMINATION: _
PLACE OF EXAMINATION:



Annex 21

AITNEX K

CAV FORU 11 - CERTIFICATION OF NON-AVAILABILITY OF RATING (A&E/PEPTI

Republic of the Philippines
Department of Education

Regro
Divi

CERTIFICATION

TO WHOM IT MAY CONCERN:

This is to certiff that after due verilication, there are no available records on file

in this Office of tJre requested Results of Rating on ( ) Altemative l,earning Systems

Accreditation and Equivalency Test ( ) Philippine Educational Placement Test of Name

of kamer:

Issued this 

- 

day of 

-, 

2O- for whatever legal purpose it may serve.

Simature Over Printed Name
(Division Records Officer)

OIEciaI stationerv compliant to DO 31, s. 2019 shall be utilized.
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Anrelr22

ANNEX L

cAv I.oRII 12 - CERTTflCATIOI{ OF RATrrsG (A&E/pEprl

Republic of the Philippines
Department of Education

Regron_
Division_

CERTIFICATION

TO WHOM IT IIAY COHCERN:

This is to certifu that, after due verification, the following information marked

1r/) below pertaining to Name of l,earner, appear in tlee records of this O{Ece:

( ) he/she passed the Altemative Leaming Systems Accreditation and
Equivalenry (ALS A&E) Test for Elementary / Secondary Level administered on

-: 

and he/she has the competencies comparable to that of a
Elementar5r/ Secondary graduate in the formal school system and as such, is eligible to
enter secondar5r I ter[ary education.

( ) he/she took the Year Philippines Educational Placement Test (PEPT) given at
with Examinee Number which indicates that he /she has met the

basic academic requirements of Year kvel in the Elementary / Secondary Level: and he
/ she, therefore, is eligible for admission to Year Level subject to tJ:e satisfaction of other
school admission requirements.

Issued this _ day of _, 20_ for whatever legal purpose it may serve

Simature Over Printed Name
(Schools Division Superintendents)

Offrcial stationery compliant to DO 31, s. 2Ol9 shall be utilized.
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Anlex 23

ANNEXU

CAV FORU 13 - DIVISION OFFICE TRAI{SMITTAL T'O TTIE REGIOI{AL OFFICE

Republic of the Ptrilippines
Department of Education

Division

l.t Itrdorsement
Datc

Respectfully forwarded to the Regional Director, DepEd Regional Office 

-,

(addressl the herein request of Name of Icarner for Certification,
Authentication and Verification (CAV) of Academic School Records.

For ready reference and perusal, attached are the following documents/records
marked (/) below properly enclosed in a sealed envelope:

( ) Certification of Results of Rating
( }ALS A&E
0 PEPT

O Diploma

O Form 137

( ) Others:

For the preferential appropriate action of the Regional Director.

Sigrature Over Printed Name
(Schools Division Superintendents)

Attached: as stated.

OIficial stationery compliant to DO 31, s. 2019 shall be utilized.
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Itto,ex 24

ANNE:K T{

CAV FIORU 14 _ LIST OF APPROVED CAV REQI'ESTS

Republic of the Philippines
Department of Education

Division_
School Name _

xoo< notling follows >ooo<

Submitted By:

(Schools Division Superintendents)

Official stationery compliant to DO 31, s. 2019 shall be utilized.

CONTROL NO. NAME DATE OF
APPLICATION

DATE OF
TRANSMITTAL

72



CAV FORM 15. CAV APPLICATION FORM

lnirst Name)

Anaex 25

REIMBURSEMENT OF EDUCATIONAL
ALLOWANCE /TUITION FEES OF CHILDREN OF OFWs

APPLICANTI R'EPRESENTATIVE
(Signature over Printed Narne)

NAME OF LEARNER:

ANNE:K O

Republic of the Philippines
DEPARTMENT OF EDUCATION

Caraga Region
Control Number:.-
Date of Aoolication:

CAV APPLICATION I'ORIII

(Middle Initial) (Familg Name)

FIANCE VISA STUDENT VISA

TOURIST VISA DESCENDANTS VISA

DATE OF BIRTH:
PLACE OF BIRTH
PRESENT ADDRESS:
CONTACT NUMBER:
NAME OF SCHOOL:
ADDRESS OF SCHOOL:
PURPOSE: (Please check any of the foliowing):

EMPLOYMENT ABROAD

SEAMAN€ BOOK/ SRC

MIGRATION ABROAD

SUCH OTHER PURPOSES AS MAY BE REQUIRED BY THE DFA

Requiremerts

Student Permanent Records (Form 137)
. Diploma
. Certilicate of Completion/ Graduation
. Special Order
. Certificate of Accreditation (for PAASCU Accredited Schools)
. Transmittal
. ALS A&E / PEPT

a. Certification from BEA
b. Rating
c. Certificate from Division Offrce

8. Passport Size Picture (2 pcs)*
9. Documentaqr Stamp

*Ifthe applicant is not the learner himself/herself

(TO BE FILLED-UP BY THE REGIONAL OFFICE}
Graaluates
Publlc PHYate

Uttdergraduatcs
Public Hvate

1.
2
3
4
5
6
7

I
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Anaex 26

AI{NE]K P

CAV FORM 16 - CAV FORM

ATTACH PASSPORT

SIZE ID PICTUR€

CERTIFICATION, AUTHENTICATION AND VERIFICATION

TO WHOM IT MAY CONCERN:

This is to certifr that, based on duly verilied available records on file, the following
information pertaining to Name of Icarner appears, to wit:

( ) he/she completed the academic requirements of the Department of Education for
graduation from the course_ in the School Year
School. as evidenced by herein attached marked (y') below:

( ) Student Permanent Record (Form 137)
() Diploma
( ) Certifrcation of Special Order

( ) he/she completed the academic requirements of the Department of Education for
Grade _/ Year kvel _ of the Elementar5r / Secondar5r course
in the School Year in Name of School as evidenced by herein attached Student
Permanent Record (Form 137).

( ) he / she passed the Alternative Learning Systems Accreditation and Equivalency (ALS
A & E) Test for Elementary/ Secondary kvel Administered on _ and he/she has
the competencies comparable to that of a such, is etgible to enter secondaqr / tertiaq
education as evidenced by herein attached Certification of Rating and Diploma.

()he/she took the Year Philippine Educational Placement Test (PEPT) given at
with Examinee Number which indicates that he/she has met the

basic academic requirements of Year Level in the Elementary/ Secondary l,evel and
he/she therefore, is eligible for adrnission to Yes5-l€vel subject to the satisfaction of
other school admission requirements as evidenced by attached Certifrcate of Rating.

This Oflice further certilies the veracit5r and authenticity of the attached records
herewith, and issued in connection with the application of Name of Applicant for _
purPoses.

Simature Over Printed Name

Republic of the Philippines
Department of Education

in Name of

Not valid without an official seal,
erasure or alteration
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(Regional Director)

Oflicial stationery compliant to DO 31, s. 2Ol9 shall be utilized.

Region 

-DATE: 

-

CAV No:
Series of 2O_



AITNEX Q

CAV T1ORU 16 - CERTITICATIOIT OF EI{GLISH AS A UEDIT'U OF If,STRUCTIOtr

Republic of the Philippines
DEPARTMENT OF EDUCATION

Caraga Region
Division of 

-

School Name-

CERTIFICATION

TO IIHOU IT UAY CONCERIT:

This is to certifu that Name_glkggelwith kamer Reference Number

Anaex 27

has

satisfactorily completed/graduated from the Elementary/ Secondary Course as prescribed by

the Department of Education, with the following particulars:

1. Name of School

2. School Addre

3. Grade level completed: :School Year Completed:_
4. Graduated on School Year Grad

5. Special Order Number: Date:

This is to further certi& that English Language was used as t}te medium of instruction in

all subjects taught in tJ:e above-mentioned school, except for subjects that require the use of

Filipino language only.

This certilication is issued on upon the request of Name of karner

in connection with his/her application for Certihcation, Authentication and Verification.

Simature Over Frinted Name
School Head/ Principal

*(If graduated from secondar5r course in private school, indicate Special Order Number and
Date)

Official stationery compliant to DO 31, s. 2019 shall be utilized.
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Annex 28

CAV CTIECKLIST OI. REQIIIREMET{TS

For Graduates:
1. Indorsement (CAV Form 5) - 1 original copy
2. Diploma - f Originaf (or Reconstructed) and 2 Certified True Copies

signed by the School Head/Registrar/Records Custodian
3. Form 137 - 1 Original and 2 Certified True Copies signed by the School

Head/Registrar/Records Custodian
4. Certifrcation of Enrolment/Completion/Graduation (CAV Form 4) - I

Original and 2 Certilied True Copies signed by the School
Head/ Registrar/Records Custodian.

5. Special Order (3 Certified True Copies, for PRIVATE schools only)
6. LD. Picture (3 pcs passport size with white background)
7. Documentary Stamp (1 pc)

8. long brown Envelope (1 pc)

For Non-graduates:
1. Indorsement (CAV Form 5) - 1 original copy
2. Form 137 - 1 Originai and 2 Certilied True Copies signed by the School

Head/Registrar/ Records Custodian
3. Certifrcation of Enrolment/ Completion/ Graduation (CAV Form 4) - 1

Original and 2 Certified True Copies signed by the School
Head/Registrar/Records Custodian

4. I.D. Picture (3 pcs passport size with white background)
5. Documentaqr Stamp (1 pc)
6. l,ong Brown Envelope (1 pc)

For ALS A&E Test and PEPT:
1. Indorsement (CAV Form 13) - 1 original copy
2. Diploma/Certi6cation from BEA - (Original and 2 Certified True Copy)
3. Certificate of Rating from BEA - (Originat and 2 Certifred True Copy)
4. Certilication from Division Oflice (CAV Form 12) - (Original and 2 Certilied

True Copy)
In the case of Representative:

1. Special Power of Attorney (SPA)

2. Photocopy of I valid ID of applicant and representative with signature
In the case of Minor Applicant:

1. Birth Certificate of the minor applicant (If Iiled by the parent)
2. Birth Certifrcates of the minor applicant and the brother/sister (If

filed by the brother/ sister of legal age)

3. Court Order (If liled by the legal guardian)

Reference: DepEd Order No.48, s. 2017
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Annex 29

NAP Form I - Records Inventory and Appraisal

aEcoRo3 llrvExroiY arD  r?i^lsar

'-'-.---....i86_- ------El'EAdEiFr
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Annex 3O

National Records Inventory Form
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NAP Form 3 - Request for Authority to Dispose of Records
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DepEd Freedom of Information Request Form
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Anaex 32
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Annex 33
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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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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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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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171

172

'l?3

174

175

176

1?7
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r79
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r82
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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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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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Aaaex 35
REQIIISITIOI{ SLIP

Date:

Requert for:

== Authentication/Certified True Copy : Others:: Xerox Copy

Requerted Documeats: (please specifu particular documents)

Purpose

Requestlng Offlce:_
Requeatlng Persoa:

(Signature over printed name) (Head of Oflice)

Records Actloas:

I{umber of pages:_
Recommendlng approvd:

Records OIIicer Chief Admini strative OIIicer

Requlrements:
1. Accomplished Request Slip
2. If authorized representative

Recelved
( Signature over printed name )
a) Accomplished Request Slip
b) Authorization ktter
c) I.D of authorizing person
d) I.D of authorized person

111

(For DepEd Employees only)

Approved by:

Approved by:



Annex 36

CIIARGE.OUT SLIP

DATE
BORROWED

SUBJECT
DESCRIPTION

NAME OF
BORROWER

OFFICE
DATE

RETURNED
REMARKS

tt2



Aanex 37

Fottow-uP suP

Due Date:

Name of Borrower:

Signature of Borrower:

Extension Date:

Office/Organizational Unit:

Records(s) borrowed:

Date Borrowed:
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