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to Assistant Schools Division Superintendents
Division Chiefs
Unit / Section Heads
Records Management and Improvement Committee (RMIC)
Records Management and Improvement Sutr-Committee (RMI Sub-Cornmittee)
All SDO Personnel

In compliance with Rule Ifo.25, Artlcle llo.29 of Implementlng Rules and
Regulatlons (IRRf of Republlc Act IYo. 947O otherwise known as the "illatloncl Archlues
oJ the Phitlppttes Act of 2OO7," it is stated that all government ollices shall regularly
conduct an inventory of their public records under its custody.

In this connection, this Offrce, through the Records Section announces the c-oailuct
of an anaual inventory of publlc docunentr and records scheduled for the WHOLE
MONTII OF rrIrIIE each year. RMI Sub-Committee rnembers are hereby directed to update
the individual inventory of documents ald records under their custody using the newly
developed Automated Records Invertorl System (ARIS) Verston 1.O.

This effort will help our OIfice to:
a) identi$ the volume of our record holdings;
b) determine the physical location and condition of our documents arrd records;
c) determine substantive documents and records; and
d) dispose of valueless documents to improve the efliciency of our workplace.

For the information and guidance of ail concerned, immediate dissemination of this
Memorandum is hereby desired.
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