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May 11, 2021

DIVISK)N ]'EI,IORANDUf,
D No.zfi , 8. 2021

UPDATED CO PO6MO OF DMISX)N RECORT}S IIANAGEI'IEI{T IPROVEIIEI{I
trt.LLvrfrv,

OlGAssistant Schools Division Superintendents
Division Chi€fs
Uniusection Heeds
Public Schools Oistrid Superviso6
Elemenlary and Secondary S{hool Headg
All Others Concemed

1. Relalive to Divirion ]romorandum Number 3117,3. 2018 enlitled Composition of Division

Records Managef,nent lmprcvemBnl Committee, ihis Oltice nould like to announc€ tha uDdqted

compGilion of Divigion RMIC and the creation of its subcornmitlee.

2. The list of msmbers and its dulies and responsibiliiias x€re bassd on DopEd ilgmol"ndum
g.!$, s, 2e16 --!r*leC Cre-Elicn of P,€csds [&$eg€tna.{ lmp{llr€sner{ Ccmmittsa.

L Updabd composiuon of Diyision Recotd3 llsnegsme lmprovemqnt Commllle€
(RM|C)

CID Chief
SGOD Chist

ndn ri6tr*i,lo.ns6ienl U
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a, Llrl f

UPLO!,.IEi,
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lrarta Dolorca D- AO V. AdminBtrative Sowic€s
Alty, H.nnrh lrilh R
Wilbori B, Po{oza

Admin istraliv€ Assistanl ll

'Orodn, Fotd&lld.s, L,'q/tr,Dg lnr,orado.E'
Addre3s: Sitio tori, Brgy.Talipan, Patbiho, Queron
Trunklln. #: (0421 784{366, (042) 784{164, (042) 7844391, (042) 784-0321

Em.ll Addr.rc qu€ron@d.p€d.gov.ph

Weidtq rww.depedque?onrom.ph
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Re3pomibillfios:

a) lmplrmcnt a systematic Records Managerr6nt Program in all phas€s of rscofils

manage{nent, i.e. qEation, maintenance, and dEposition.

b) ldenlify and preserve do(rrments , hich are of continuing value and promptly disposc

of thos€ which sno of tomporery velue upon the expiretion of a prBdgtermined psriod.

c) Determino lhe retention p€riod of the agBncyg records end formulete th€ Records

Disposition Sch€dule, Bubjed to the appmval of the aoency hoad and the finel

approval of the Oirrdor of the Records Manecmcflt and Archiv6s Offca.

d) Devdop policies aad tedmhll3s lor repairiBg damaged r@rds aftt takc positive

sieps to prevent loss and unauthodzed de€lruc'tion of records; and

e) Establish rspository for th€ storage of records that al€ no longer ne€dsd by the

agencf but which are not ye{ ready for diBpcal or a ffogram io trans 0r llle rscords

lo thE Ramrds Maoag€flEr* arld Archiy€s Offce.

ll. R[ll Subcommit oe:

2. R€na R. Rodil
3. Anna Jean
4. Marisss L-

Recordi '10. EDifenie L Devehen
'l l. RGeth M. Flencie

Ca3hlar 16 Aoollo B

9. Resiols G. CordEcion

12. Aira MEv C. PErEz

'14. Amador V.

'17. Ler P De Ro6€s

18. Mi.*i€ll€ D. Pomobi

nq,ultir oi tlJr PDrll$Iln.s

Dessrtment of Glrrdior
RcAton IV-A

scHoots DIVISIoN of QUEoN PRovIticE

'Credg Postlbf,l*t, htsqlrtng lfito^,,t/dal,
Addr€s: Sitlo Fori, BrEy. Tallpan, Pa8bllao, Quozon
Trunklln. n (042) 784{366, 1042) 784-0164, (042}7844391. t042) 784{321
an.ll Addrctr: qu.lon@dcp€d.gov.ph
Weballe: urwu.depedqueron.com. ph



Legrl ina D AA III
21. Floricel R. Laoos AAllr
22 Maylene G. Bscl.r' A-4 Ul

23. Jan Paulin€ P. Billanes AA II
24 Jettres E. ;rl35i1o
25 Rowsna S. Adalim ADA VI

ctD 26 Deasa Mari€ B Delmacion ADA VI
27. Ravmond O. Niev€ ADA VI

LRflOS 28. Aldren B- Lib.aida ADA VI
29. Sodinuelle Y. Aouila AOI

F ivste 30. Cl€ii6Ee G. CEssna Prival6 School SeorBtsrY
SGOD 31. Glorh G. Maotibev AO II
H6alth 32. Vincent laur€rra B. Habito ADA VI
EFS 33. Danica Msy V. Jeranilla AA III

34. Romm6lT. Oczon Mlr
35 Leeh M Abeio AA II
3€ Akr,a M. Quiarnbao AA II}

Acco!.lr[itrg

Officar inrhargo
Ofics ol tho Schools Division Supedntendent

2A

Budgef

PAR

RoEpoflslbllldss:

a) Proviles technical assistance on thoir resp€dive unius€dion in ths condud of

inventory of public records.

b) Consolkletes the inventory and prope y fill-lp the Nalional R6cords lnvcfltory brm.

c) Coordinatos with lhe Records Sectbn for the suhmission of the consolidat€d inv6ntory

foms.

3. Attiachgd hel€wrlh rs lhe copy ol Oivision Memorandum No. 307, 8.2018 and trepEd

Memorandum No. 140, s.20t6.

For the infomation and guidance

msrnom.ldum is hei6b'i desiled.

of dl concem€d, immsdiata disscmination of this4.
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Io:

COMPOSITIOTI OF THE DIVISION RECOROS MA AGEUEHT I PROVEiIENT

CO MITTEE

Allirt nt School6 Oiviaion Supe.intrndonts
CIO/SGOO Chtot! Unit Hoad.
Public Schools Oi3tnct SrJpc.vitorr
Public and Privato School H"td!
All olh€. Concerlred

1 Pursuar,r i.r l,araqrapn 3 4 Mrcle lll ol the Ns(pnal Achiev€$ of the Phrlippine (NAPI Cirorlar

No 1 cateo raft,sry 20 2009, h,hich stales lhai each agency shsll creele a R€alrds

Management r prr)ve Comm tee IRMIC) as adviEory body on the developmEnt of r€@.ds

flanage rl€rrl lrle , l,8r.,nan and lhe memberc o, $+llch shsll we d€s€nsled by the head o(

agencres

2 Conrpos lroii Jl lha [-],vlslon

Cheirman

Vice-Charrman

Sombers.

Records Maoagerrer{ lnprovernenl Commdtee

GERLIE II. ILAGAI.I
orc.AsDs

ISABELITA C. CABANGOI{
A.O iV / Recods Officer

LORETTA S. WALANBSUIIBAT
CID Chief

ELIZABETH I'. DE VILLA
SGOD Chiet

SUSA P. FONTARUT
Accountant lll

I{ARIA DOLORES O, ATIEI{ZA
A.O V/ Legal ottrcer

WLBERT A. PORTEZA
lT Otlicer

Records Un.l6. Dlvision Offrce

l:fi 0 . (:,j!a70t
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:T'::tr#+-
SGc.ot ri.t

EPELX)|JEZ(j|r r[l \ ' r.r -,rr
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3 The Coir)nr tlee sriarl asrong othe.g p€rfo.m lhe followmg lunctons

a rmplEnr.'nl 3 sysiematE Fecords Msnag€menl Proqram rn all phase$ of rocoads

nrdlaqe[enr r e crealEn marnlelance and diEposil(),r

b idenl f! and presery., documents vY+lich are contlnuang value 8nd l).omptly dkPG€ of

,t,,,se whrF are Ol lemporary UpOn the exprration ofs lxsdslgrmined !€nad:

c 'Jere,,r,!,e lrre {elenlDn perrcd ol lhe agencys re€ords and formulate ih€ Reco.ds

u,suosrl|)f t(:hedule subpcl lo the apploval of lhe agency head and the firlal appro/al

,rt rr.. . rR ilrvp D reclor of llre NAP

d -|e"ebo Dorcles and technqueg lor rep3irrng damagEd records and tak€ pogilav€ stap8

l(' !,reve.i loss and unaulhoflusd d€struclron ol records and

e .stat,tts I a repository for lhe storage of records vrhrch are no long6r needcd by th€

arJe.'. , :ur whrch are nol yel ready for disposal or a prcgram to lransfer lhe r@ords lo

rnc lir,,r,1s Manage.ment and Archrves Otlice
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's 

desrred

41+
Irlnr"g[ r. euo*ooilE, cEao vr/

Sah-ools UNison Supcrrnlerdaol I

DTPEL(]I'CZIN ]M
5n9.d",6a! I j

frt HELEN - @1ra',2!21 tgrdsdtndl,,rta 2r?7 tokrD. io ta
col t5 o!xfl|2,.29

!.-: ,.- I lhrdrr4rar'R rEs ?r*.pnhr r, i,Fs-ur ar!e; 
' 
!di*ld a



arflUi. ot lh P!fli#ir,r
iDepartmeflt of Gluution

0 r srP 2016
DcDEd MEMORANDUM
nol 140 , s. 2016

CREAflOIf OT RECORI'A XATAOTTEIIT IUPROV M OOIIITIIE
To: Undersecretaries

Assistant S€ffetaiies
Bur€au and Service Directorg
Regional Secrctarl., ARMM
RegioDal Directors
Schools Di'r,ision SupcfintendentB
A.u Others concrmed

1. Pursuant to Paragraph 3.4, Article m of tlte National Archives of thr
Philipphes NAq Cncutar No, I datcd January 20, 20O9, shich state8 that Each
agenq shdl deole @ Reetds Mdnagene t hnpro.E nEnl C,olli'tnit'€,e (RMIC) as an
oduisory bodg on thc developnent oJ reards nanagenei\ t e Chainnat and, memhers
of uthich shatl be desigrated bU t ,E Had of the Nenq.
2. thc coEEittec Bhall, a.aong othera, peform thc following functioEs:

a. IErplcEent a ayBtematic Records Manasem€8t PrograE in 8ll pbase8
of records management, i.e, crcatioa, oairxtenanc€ and diapositioo;

b. ldenti& end pregerv€ documcnts which arE of continuinB value and
promptly dispose of tbose which are of temporary upoo the
expiration of a prcdetermised Friod;

c. Dctermine the retcltioa pcriod of the aAeog/s rtcords and
formulate the Records Dsposition Schedule, subj.'ct to tlre approval
of the agency hcad and the final approval of thc E(ccntive Dircctor
of the NAP;

d. Develop polici€s and tech4iques for repaiting darnaged rccords and
takc positive steps to prevqnt lose aDd uaauthorized destruction of
r€corde; and

e. Eitablhh a rcpository for the storage of recqds which are no longer
accded by the ageocy, but which ErE rlot ]ret ready for diBpo8al or a
progrsm to traa.fcr the recorda to the Rccorde Mana8eEent and
Architrcs Offlc!.

3. The crDpoBition of the RMIC iE found in the enclosure.

4. For morc information, all concemed may contect the Ad.ElrLtrrtlvo Scryloe-
Rccordr lrM.lon, Department of Educqtjon {DepEd) C€otral Oficc, D.pE t C@plcx,
Mc!'6lco Avenue, PEsig City at tclephoire ros. (02) 647- 1449 and (O2l 633-72f8.

5, lmaediate dissdmination of thia MeEoralrdulm is desircd.



End,:
A8 rtatcd

Rcfcrcoccr
Nooa

To bc indtcetcd in the Perpetusl Ind€*
u[dcr tbc fo[owina subjec$:

BUREAUS AND OPFICES
COMMITT@
oF?tcEs
OFFICIALS
RECORDS
SIRANDT Fitraocc md Administration

srau/@
atm-AuD* 16' 2016



{Enclosure to DepEd Memorardum No. 140, s. 20161

COMFOAIfIOI{ OF flIE RECORDS UAITAGEI{DIIT IUPROVEMEI'IT COMIITTEE

Dcpert [crt's Erccutlve coordilatoa : Undersecretary for Adminislration
Depert ncnt'a Elccutlva Co-Coordlaotoa : Diiector, Administrative Service

a. Celtr.l Offlcc CoErEittce
ChakrraE
viee chairfrerl

b. Regioaal Ofiicc Cor ritte.
Chaito.rt
Vice Cheirnen
Meabat3

Chief Administrative Ofhcer, Records Division
Director, Infomulion and Comr[unicali<rns

Technolory Service
Currlcul[E and laatructlo!
Director, tsureau of Cr-u_riculum Development
Dtector, Bureau of trarning DeLivery
Director, Bureau of Bducation Assessment
Director, Bureau of Lea.rning Resources
GoYcllraacc s.ad opcrBHolt
Director, Bureau of karner Support Services
Director, National Educstors Acaderny oi the

Philippines
Director, Projeci IUanageilielit Selvice
Director, Bureau of Human Resource

and Orgarrizational Development
Leg.l srd Lcgtd.ttec Alfdr.
Director, I-egal Service
Flttallce ald Admi,riatretloE
Director, Frna:rce Scrvic*
Director, Procurement Service
Stategic Mrlagcment
Dircctor, Plannjng Service
Director, Public Affairs Service
I)ircctor, Ilisaster Risk Rcduction

and Managernent Service
Director, Externirl Partnership Service
OlIlcc ofthe SGcrct{ry
Director. Intcrnal Audit Scrvice

: Assistant Regional llirecto!
: Hesd oI Records Sectioll
: Chief, Curricrium and tearr1ing Management

Division
Chief, Education Suppoft Services l-livision
Ctrief, Field Technical Assistance Division
Chiel Quelily Assulance Division
Chief, Poticy, Plaruxng and Research Division
Chief, Human Resource Development Division
Chirf, Adrri[isttativr Divisirrrl
Chief, Finance Divisioll
Chief, Legal Unit
Chief, ICT Unit
Chief Prlhli. Aff"ir< I lnir

MelEbets

Secietatiat: Records Divrsion, Administrative Scrvicc, Central Ollice



c, DiTlt or O6!c C@dttor
chdlE !
Vtca CtrtrEl! :

f,a[bdr I

Assi6tant School€ DMsion Supcrbltmdcl
Ilead of Records Uuit
chicf, Curisulum Implcm€ntatioa Dfuisirr
Chiefi Schools Gsv,ernance abd Opqati@s

Dlvi6i6r
Chid, Adeinistrativc and I'lnencc Sccdon
Chisf, Lcgal Unti
Chief, ICT Ulit

g.ctltathu Rocords Uflit, Division ofice


