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Republic of the Philippines

Department of Environment and Natural Resources
o Visayas Avenue, Diliman, Quezon City
Tel Nos. (632)929-66-26 to 29 ] (632)929-62-52
' 929-66-20 }929-66-33 to 35
929-70-41 to 43

MEMORANDUM CIRCULAR . " IDEC 19 205
No.2005 -_AA

SUBJECT RECORDS RETENTION AND DISPOSITION SCHEDULE

In order to have an efficient and effective classification program in the retention and
disposition of valueless documents/records of the Department, all offices shall observe
the Records Retention and Disposition Schedule provided by the Records Management
and Documentation Division pursuant to the DECS Department Order No. 13-A dated
February 3, 1983, “Guidelines on the Decentralized Disposal of Valueless Records in
Government Agencies”. : : :

Hence, any document not specified in the schedule herein attached for reference, shall be
evaluated accotding to the general rule of the said DECS Department Order. Documents
that reach their maximum retention period and can be considered as valueless documents
* shall be properly turned-over to the Records Management and Documentation Division
for proper disposition. '

These guidelines shall take effect immediately.

Ui . MICHAEL T. DEFENSOR
5 ) © Secretary A
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- Department of Environment and Naturai Resources
RECORDS MANAGEMENT AND DOCUMENTATION DIVISION

RECORDS RETENTION AND DISPOSITION SCHEDULE

TYPES OF DOCUMENTS RETE.NTION 'REMARKS
' ' PERICD
Application for Employment 1y
Application for Leave 'of Absence, after absences have 1 yr.
recorded in the jeave card '
{Application for Resignation/ Transfer/ Retirement 1yr. i
Certificate of Appearance o 1yr” ]
- |Certificate of Clearance . 1y
Curriculum Vitae, if superseded / updated 1y _
Daity Time Records (CS Form 48), after absences has been Ay
posted in the leavscard
Delivery Receipts o 1yr. T
Employee interview Report, after separation of smployee 1yr.
(Gate Pass T 1yr.
- [Job Orders o o ) 1 y1.
Mailing Lists L 1yr.
Memorandum Recaipts for Equipment, Semi-Expandable & 1y, |
Non-Expandable Property (GF 32-A), after equipment has
- been returned/cancetied
Minutes of Staff Meeting 1 yr.
| *News Clippings 1yr. N
Performance Appraisal Report 1 yr.
Performance Ratings - T Ayr
Performance Target Worksheet 1yr
Position Classification Papers (job description, request for 1yr. T
classification & recommendation, notices of classification
action), if superseded _
Press Release 1yr
"Radio Messages 1y




' Department of Environment and Natural Resources °
RECORDS MANAGEMENT AND DOCUMENTATION DIVISION

RECORDS RETENTION AND DISPOSITION SCHEDULE

TYPES OF BOCUMENTS RETENTION REMARKS
' _PERIOD N
Inventory of Tag Cards - o 2 yrs.
Monthly Report of Income ' 2 yI8.
Monthly Settiement of Monthly Subsidiary Ledger Balance : 2 yris.
(GF 6e5A) :
Permission to engage in busmess!prwate practice and/or _2yrs.

teach, after approval

Personal Data Sheet, aiter superseded _ _2yrs.
Semi-Annual Efficiency Reports 2 yrs.
Supplier's ldentification Certificales w/ Procurement after - 2 yrs.
renewal '
_ ITraining Reports | . | - 2yr1s.
_ — =
Acknowledgements (inquiries/requests, etc.), after date - 3 yrs.
of correspondence ]
Advice of Allotment | 3 yrs.
Application for Bondnng Offi c:aistmponees (GF 58-A}, 3 yrs.
_after canceliation -
Auditor's Contract Card's {GF-53-A) e 3 wrs.
Budget Estimates iincluding Analysis Sheets 3 yrs.
Budgetary Ceiling 3 yrs.
Cash Disbursement Ceiling - _ ' 3 yrs.
Estimates of Monthly lnécme 3 yrs.
Invoices of Receipts of Accountable Forms (GF-33 A) 3 yrs.
after i issuance of clearance
Invoices of Receipts for Property (GF 30-A), after issuance 3 yrs.
“of clearance »
Invoices of Receipts for Transfer (GF 10-A) after Joroperty 3 yrs.

has been transferred
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e ' Dapartmsnt of Environnent and Natural Resources
; RECORDS MANAGEMENT AND DOGCURMENTATION DIVISION

RECORDS RETENTION AND DISPOSITION SCHEDULE

T TTYPES OF Dcx,umems "'?z&*rsmton REMARKS
N ‘PERICD
Mmmi:-.t,ativé Cases for *he date r*f_dgqston except vital . _lDecisionate
L. “documentzry ¢ svidence tl’é&r.::t&u in the case wic is of L |pettnanent
value for protection of the civil, legal, prcpertg&oﬂwer . o 1
“9“‘5 Qf the GlIZEN e e i s s e ey e
**BidaanDﬁCui .ont, atter swacding to the wmnmg pidderss, 1 S
and not invaived in any $ase B B L e
Bil of Cading (G5 674}, s acoaptance f defivory = Bys. )
irvoices of Delizeries on Supply-Op 'qﬂ.&n@r_fyr_q@r_gent@st T By .
List of Supplies under S fly SuenEnd Onder Contract | Bys 4T
Farformance Rating Cards, Fher compulsary retrementideath |~ Syrs. L
Fioports of Ovierirait and Wisuse of Trust Furds, provided net |~ Bys. T
_involved in any case e ' . _
Raports of Waste Matbrols [OF G4A), aher selilementof | Syrs. e
Crwlt e = § _\ - . —_ - —_——— -
Sivorm statpmers of Assets 8 Labiiies L By ) e
'.izii"_i!"s.ﬁl’.ﬁ’-aéf.fé‘r"”réf%iﬁ* of accounts payable T s T
_ 3: ?etf*err‘én* af:d tﬁaf—h”lf‘e& prowded post-a&ii_!tgdv 1 _19_)![9 " __ _ i -~
Certificate ot Stortage, provided post—aud:t@d.' finally setied ?O_gr_sd o
-md not ?”W’VW i any C2%e DT S - e 4
che_cscs.'nc'rhmk Stabs, provided post audlted finally 10yrs. )
ssat‘ied and not m\m!w"; manycess N R
Dtsbv ses ent\f L;L-ht.l'b ;) c,;-:_d;r‘ pmt-audited fmall_y ‘mnyrs o __
“settied and not involved 1n BRY CASE oo e Do o -
SorestLiseres ans Bermis, after fenewal | A0ys | ]
General Payrolis. provide:s post autitied, fw sefleddoct | A0ys LT
nvolved in any case e et . _ )
General Vouchers (GF 264, prs ovided pcst-aa dited finally 10ws o
_’s_gg:l‘ed and rmi mvoived m anycase b B
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Depariment of Envimnme"tt and Naﬁxral Resources
IRECORDS MANAGEMENT AND- DOCUMENTATION DIVISION

EEE%’?RD& RETENT?QN AND DISPOSITION SCHFQULE

I

“YYPES OF DOCUMENTS

RETENTION

REMARKS

‘Homaste—au ,ﬂ\,mhcahonc affter apprc-val T _::_

"Sales Applications, after approval

""Mmmg Applications, afte:

_ment

| Forest‘?esewaﬂerwrew

:!inﬂssirnatesr'ity, az"zer dmﬁ 43 rs_a_tqgg-mapt o

{Personnei Folder (.20“‘ Filgs), she
- Appointment

- Delegahon of Authority

:h-_'Q_e_s@atranal Detaiis o -
-_:_‘lﬁant"‘% e e

Oathof{)fﬁce

- Semwice Recoids

.Tra:_mr;g.s and Canaar L‘}avﬁiapme m S
Relia‘ from F’mpﬁrty Accountabiiity, after daath ! 1 et!rement

rehremerlt

{Annual feports .

' tance of Resignation, after desthiresignation 1. s

“Special Appiications, afier appiovai S L1 .20

pproval L

| Approval of Reh;amenﬂbmib siler death / compulsary 1 retire- 2

Leaw.a t_,red:t( arti after reufernpnt - o '

Medica! Cortificats i suppert of absense on ascount of R

- Change of Status | Names '.' B

Nk r::f ba}afy Ad;ustmcni& ot e

Staternent of Duties and ‘Z@-:-,nu-xa b;hhes atter death / “_ o

PERIOD '

20y,

25y1s.
25yrs.
2 yrs,
2513

. “25?:5 )

"25 ?rsh

T Permanent |

_F.’E!_TE‘ED?!?_t o
 |Ordersare |

_|Permanent
" lOrdersare
lOmdetsare |

L] Pem‘anent eerin. s u)

s, ._,_L:.Q_@.gis_erg_ o
|Permanent- |

— ot 4
- - - -

e . -

_ Permanent -
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Depariment of Environment and Matural Resources
RECORDS MANAGEMENT AND DOCUMENTATION DIVISION

RECORDS RETENTION AND DISPOSITION SCHEDULE

TYPES OF COCUMENTS ) RETENTION | REMARKS

- A R L b A o e A o S R PERIOD -~
Joumnals of Checks Issued (GF96-4) ] e |Permanent
Joumas of Coflection and Begosis " T ' _{Permanent
ourals of Dusbursements L T T Baranent ]
Logbooks of mcemtnamutgo.n g Sorymunications afiel e . IPemanent

Mast entry e NI S
“lands Survey P'!ééi%i_ﬁ'_ﬁ_ dioim - |Penmanent |
flandCases T e T Permanent
MandTies T ... {Permanent =
“List of Reoaiven Communicativns thi DTS/ DATS cof e {Permanent
“*Memorandum of Agresment T T b - |Permanent”
“Memorandum of Undestanging T T e |Pemanent”
“Mining Cases I e |Permanent "
g Contract Agresmant P e |Petmanent
Minutes ofMesting” T T reee....|Pemanent "
[ méta ;\\.xF ‘53 f\} psmsdeé BOS! auditsd fmdh_y N o B :_“__—_'_L!séfr'ﬁ‘ai-r'tent ]
settied and ot mvoived nany case o et e e ] I e e

[Oficiar Cash Bk for Bark f‘%hﬁmkgbf:‘!o"?ﬂ_ o] |Permanent
Patents IR Ao _|Permanent
*Public Land ﬁpp!;catson R __|Permanent
Pumhase Ord?‘fﬁ; e R a ot T E T VY RSN . Pefmanent
Record Book of Hispaiched Compranicatons . {Permanent "___"'_"f'._.'ﬁ
“Record ook of incomiing Conmuncations T L T Mpeimanent |
Rocord Book of Dutgoing Mails and Priority Malls .. |Permanent
Hacerd Book of Guiasi 1;& Erdivarinala _ B R pern;éh-é;a_f .




