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oFFtcE EUORAI{OUI,I
oll No.-Q11, s. 2o2l

To

CONDUCT OF INVEI{TORY OF PUBLIC RECORD$ 11{ THE DIVISION OF QUEZOI'I

O|C-Assistant Schools Oivision Superintenderis
Division Chiefs
Uniuse€lion l-leads
Records Managemenl and lmproyement Committee (RMIC)
RecDrds Managemenl and lmprowment SutsCommittee (RMl Surcommittle)
All SDO Personnel

ln compliance with Rule No.25, Article No.29 of lmplemenling Rutes and Regulations (lRR) of
Republlc Act llo. 9a70 otherwise knoivn as National Archivea of the philippin* Act of 2007, it i8
stated thet all govemrnent offices shall regulsrly conducl an invenlory of thEir puuic record8 under its

ostody.

ln ihis connedion. this oflice Ennounceslhe conduct of invenlory of public documents and records

starting Juna 0l b July 30,2021. Each personnet emptoy€d in the Division of euezon is hereby direct€d

to pr€pare their individual in\€ntory of documenis and records under their cus{ody using the standgfd

template provided by Nelionai Archives o, thc Philippines (NAp) and submit the sofl copy of their output

to the assigned RMI Sub-Committee enlisied hereunder:

6. Arlene M. Tolentino
7. ClarkH. Cediz

R. Ladines
L Resiele G. Coronacion

nia L.
11. Roseth M. Flancia
'12. Aira Mav C. Perez
13. Susan M. Baluyut

oEPEOOUEZON,II+SD+IX{l o{lx

'Cndtiry Postlblltkt, lt,5,plrll,,g In bynaiorE
AaldEss: Sitio Fori, 8.ty. T.lapan, Patbil.o, Quezon
Trurldfirc ft lO4Z) 7a4{366, (042) 784-0164, (042) 784{391, lO42) 784{321
En I lddtt56: que.on@dsp€d.!w.p+!
lveHte: uwr.depedqu€zon..am.ph

1. Sarah Lvnn V. Diale
2- Rena R. Rodil
3. Anna Jean Ooerio
4. Marissa L. Ma
5. Marinel l. O AOA VI

AO
ADA



nllnttir !t trr Prilis$ines

Eerertment ot Glutation
Reglon IV-A

scHoors DrvrsroN oF Q(JzoN pRovINcE

Recods '14. Amador V. Capindn Senior AA I

15. Leovioildo V. Ge€le
Cash '15. ADollo B. Salanouit M

17. Ler P. De Rosas Communications Equiprlenl
Ooerator lll

Supply 18. MichBlle D. Pomobi t

19. Jov M. Sanchez ADA. VI
Legol 20. Jackqueline D Nuyda

2'1. Floricel R- Leoos
Accour*ing 22. Maylene G Becus

23. Jan Pauline P. Billanes
Budget 24. Jeflrey E. Maano I

25. Rorirena S. Adalim ADA VI
tcT 26. Rommel T. Oczon AA
ctD 27. Oessa Marie B. Dalmacion ADA VI

28. Raymond Q. Nieva ADA VI
LR DS 29. Aldren B- Libranda ADA VI

30. Sedinuelle Y. Aouila AO
PrlvatE 31. Clarissa G. Casana Prlvate School Secretary
sGoo 32. Glorie G. MeotibaY AO
Hoalth 33. Vincenl Laur€nca B. Habito ADA VI
EFS 34. Danica May V. Jaranilla t

PAR 35. Leah M. Ab€io AA
36. AIma M. Quiambao

Technical Assislance in the actual conduci of invenlory will be provided by tile sssigned RMI SUE

Commiit6e per uniusedion.

The l.lAP G€neral Rec.rds Disposition Schedule (GROS) and DepEd Recods Disposition

Schedule (RDS) shall be utilized as guide in the accomplishrnent of inventory form and sppraisal ot public

documents and records. Th6e can be accessed thru this link Unyurl.comflnvForm€RDS"RDS together

wilh standard invenlory fom. Sample enlries in invenlory form can also be accesscd in the above

mentioned link ior your perusel.

ln addition, th€ RMI SuFcommittee is expeded to submit the consolidaled inventory ofth6ir

uniusedion on or befo.s Augu3t 06,2021 thru this link tinyurl.com/Coflsolidatedlnventory202l. For

more information, please coordinate with the R€cords S€slion.
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Em.ll Addr.!B: qu.ro.@dEpEd.Eov.ph
Wcbdtc: s{w.dep€dquezon.com.ph



l,l'spufltr ot llrE lBljillt4,in?s

Es[crtment ot @luation
..,.,*o o*ffiff t'i [JSon r*o*no

This efiort will help our agency to:

a) identify the volume of our r€cord holdings;

b) determine the physical localion and condition of our documents and racordsi

c) delermine substantiv€ documenls and records; and

d) disposo valu€l€s8 documents to imprcve lhe eficicncy of our v/orkplace.

lmmediate diss€mination of, and compliance with this Memorandum is desired.

aa,o" o. oa,"oro .l*., aoo/
A$istant Schools Oivision Sdlerintendert
fficer-in-Charge I
Office of the Schools Division Sup€rir end€nt
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