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l!epublic of tbe tlbilippines 

3Btpartment of Qebutation 
REGION I 

SCHOOLS DIVISION OF VIGAN CITY 

Office of the Schools Division Superintendent 

DMS1£f MEMORANDUM 
No. _ __,..__,s.2026 

MANDATORY TURNOVER OF FILES, PENDING WORK, AND OFFICIAL 
ACCOUNTABILITIES OF PERSONNEL MOVING OUT OF THE OFFICE 

To: Assistant Schools Division Superintendent 
Chief Education Supervisor, CID 
Chief Education Supervisor, SGOD 
Section Heads/Unit Heads 
Public Elementary and Secondary School Heads 
All Others Concerned 

1. In accordance with Sec 5.c, Article D of Republic Act No. 9470, otherwise 
known as An Act of Strengthening the System of Management and 
Administ:t-ation of Archival Records, Establishing for the Purpose the National 
Archives of the Philippines, and other Purposes, which mandates government 
accountability in ensuring that full and accurate records of the affairs of the 
national government and local government units are maintained and preserved, 
all concerned personnel are hereby directed to properly maintain, safeguard, and 
account for official records under their custody. 

2. In view thereof, all personnel who move out of their current office, unit, 
section, or assignment due to transfer, promotion, reas,1ignrn~nt, retirement, 
resignation, separation from service, or other personnel movement shall 
undertake a complete and documented turnover of their official files, pending 
work, and other accountabilities. 

3. The outgoing personnel shall coordinate with their immediate supervisor and 
the designated incoming personnel, successor, or Officer-in-Charge and shall tum 
over, as applicable, the following: 

a. Hard-copy mes and records under their custody, including active, 
completed, reference, and other official records; 

b. Soft-copy/ electronic mes, including documents, spreadsheets, 
databases, reports, templates, presentations, and other official working 
files stored in authorized computers, drives, or electronic repositories; 

c. Pending transactions and unfinished work, including their status, 
actions taken, remaining actions, and deadlines; 

d. Incoming and outgoing communications requiring follow-up or 
appropriate action; 

e. Programs, projects, activities, reports, and other deliverables 
currently being handled; 

® 
9 Mena Crisologo St. corner Rivero St., Brgy. IX, Vigan City, llocos Sur 

De~ED i... ~ '- (on) 604-49-44 I (077) 632-05-33 
• • ..,- Ii vigan.city@deped.gov.ph 

... ......,...,_, • www.depedvigancity.com 

2609- ,,,;i 
I 



I 
I 

I ~~NG~ 

(i} 
~ 

laepublic of tlJt .tlbilippintft 

1.Dtpartmtnt of Qfbutatton 
REGION I 

SCHOOLS DIVISION OF VIGAN CITY 

f. Other official documents, information, and work-related matters are 
necessary to ensure the continuity of the functions and responsibilities of 
the position. 

4. No official record, document, or information shall be removed, altered, 
destroyed, or retained for personal custody without proper authority. The 
immediate supervisor /Unit or Section Head shall oversee and validate the 
turnover. 

5. Where no replacement has been designated, the outgoing personnel shall turn 
over the files, pending work, and other accountabilities to the immediate 
supervisor or designated Officer-in-Charge until a successor is assigned. 

6. The turnover shall, whenever practicable, be completed before the effective 
date of the personnel movement. All concerned officials shall ensure that 
personnel movements do not result in the loss of records, interruption of 
transactions, or delays in the delivery of services. 

7. The turnover shall be properly documented using the Turnover of Files, 
Records, and Pending Work/Transactions Form, attached as Annex A of this 
Memorandum. 

8. All concerned shall observe existing Civil Service Commission rules on 
personnel movement, clearance, accountability, and separation from 
government service, as well as applicable DepEd issuances, records management 
policies, data 

9. Immediate dissemination and strict compliance with this Memorandum are 
hereby directed. 
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TURNOVER OF FILES, RECORDS, AND PENDING 
WORKS/TRANSACTIONS FORM 

Name of Outgoing Personnel: ______________ _ 
Position: ______________ _ 
Office/Unit/Section: _____________ _ 

Annex A 

Reason for Movement: □ Transfer □ Promotion □ Reassignment □ Retirement □ 

Resignation □ Separation □ Other: ___ _ 
Effective Date: --------

A. FILES AND RECORDS 

No. Desaiption of FIie/Record Hard Soft Location/Storage 
Copy Copy 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

B. PENDING WORK/TRANSACTIONS 

No. Pending Work/Transaction Current Action Deadline 
Status Required 

1 

2 

3 

4 
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7 

8 

9 

10 

I hereby certify that I have turned over the files, records, pending transactions, 
official documents, and other work-related accountabilities under my custody to the 
designated receiving personnel/Officer-in-Charge. I have also disclosed all known 
pending matters requiring further action and have provided the necessary 
infonnation to ensure the continuity of office operations. 

OUTGOING PERSONNEL: 
Name and Signature: ___________ _ 
Date: _______ _ 

RECEIVED BY: 
Name and Signature: ___________ _ 
Position: ___________ _ 
Date: _______ _ 

VERIFIED BY: 
Immediate Supervisor /Unit or Section Head 
Name and Signature: ___________ _ 
Date: _______ _ 

NOTED BY: 

VILMA D. EDA, CESO V 
Schools Division Superintendent 
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Begun and held in Metro Mani/a, on Monday, the nineteenth 

day of February, two thousand seven. 

( REPUBUC ACT NO. 9 4 i O ] 

AN ACT TO STRENGTHEN THE SYSTEM OF MANAGEMENT 
AND ADMINISTRATION OF ARCHIVAL RECORDS, 
ESTABLISHING FOR THE PURPOSE THE NATIONAL 
ARCHIVES OF THE PHILIPPINES, AND FOR OTHER 
PURPOSES 

Be it enacted by the Senate and House of Representatives of the 
Philippines in Congress assembled: 

ARTICLE! 

GENERAL PROVISIONS 

SECTION 1. Short Title. -This Act shall be known as the 
"National Archives of the Philippines Act of 2007". 

SEC. 2. Declaration of Policy. - It is the policy of the State 
to protect, conserve, promote and l)opularize the nation's 
historical and cultural heritage and resources. 
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The State shall pursue, conserve and promote the Filipino 

tural heritage and resources including the documentary 

ecords of Filipino culture, history and governance. 

The State shall give utmost priority for the safeguard, 

protection and preseNation of its public documents and records, 

not only as fundamental instruments for efficient and effective 

governance but also as essential tools for the preservation of 

the country's history and cultural memory. 

Towards this end, all public records with enduring value, 

held by government offices, including, but not limited to, all 

branches of government, constitutional offices, local 

government units (LGUs), government-owned and -controlled 

corporations (GOCCs), state universities and colleges, 

Philippine embassies, consulates and other Philippine offices 

abroad shall be transferred to a permanent government 

repository for proper management, control and regulation of 

record disposition. 

SEC. 3. Scope. - This Act shall cover all public records 

with archival Yalue, held by either government offices or private 

collection~,. and t&hall also cover archival and records 

management programs and activities in all branches of 

government, whether national or local, constitutional offices, 

GOCCs, government fmancial institutions, state universities 

and colleges, Philippine embassies, consulates and other 

Philippine offices abroad. 

SEC. 4. Definition of Terms. - For purposes of this Act, 

the following definitions shall hereby apply: 

(a) • Agency head" refers t.o the person responsible for the 

performance of a government office and/or the person 

responsible for, the performance of the LGU, such as the chief 

executive elected under the Local Government Code of 1991. 

(b) "Approved repository" refers to a repository to be 

established by the President, which is provided under this Act. 

(c) "Archives" shall refer to: 

(1) Public records, papers, periodicals, books or other 

items, articles or materials, whether in the form of electronic, 

audio-visual or print, which by their nature and characteristics 
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have enduring value, that have been selected for permanent 
• preservation; • 

(2) The place (building/room/storage area) where archival 
materials are kept and preserved; and 

(3) An organization (or part of an organization) whose 
main function is to select, collect and preserve archival records 
and make such records available for public use. 

(d) "Controlling government agency'' shall refer to: 

(1) Public office that controls the public records~ 

(2) Public office that has the power to determine the 
conditions of access to the public archives; and 

(8) Any successor of a public office that is abolished, 
merged or. reorganized. 

(e) 0 Controlling local government" shall refer to: 

(1) The LGU that has custody and control over the local 
governmentrecords;and 

(2) Any successor to the LGU that is abolished, merged 
or reorganized. 

{t) "Executive Director" refers to the head of the National 
Archives of the Philippines. 

(g) "Disposal" refers to the act of selling, burning or any 
other way of discarding valueless records in accordance with 
the provisions of this Act. 

(h) "Disposition" refers to the systematic S()rting out of 
records in the office storage whereby those classified as valuable 
records are permanently preserved and those which are classified 
as valueless are disposed of. 

{i) "Estray record" refers to a public record that is no 
longer under the custody and control of the National Archives 
or a controlling government office. 

(j) "Government office" refers to any public office, 
department, bureau, agencies and instrumentality, whether 
belonging to the national government or an LOU. 
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"Judicial records" refers to records presented to, or 

ng to the Supreme Court including all the judicial courts 
dici~l organizations under its jurisdiction. 

(I) ''Legislative records" refers to records presented to, 

r belonging to the Philippine Senate and the House of 
Representatives or any of its committees. 

(m) '1..ocal government archives" refers t.o local government 
records that have been collected by the controlling LGU that 
served as historical evidences in the performance of its duties. 

(n) "Local government records,, refers to records in any 

form, in whole or in part, created or received, whether before 
or after the effectivity of this Act, by an LGU in the conduct of 

its affairs. 

(o) "National Archives,, refers to the National Archives 
of the Philippines, which is established and strengthened under 
this Act. 

(p) "Open access records" refers to: 

(1) Public records that have been in existence for at least 
thirty (30) years or have been transferred under the custody 
and control of the executive director, and that are classified as 
open access records as referred to in Section SO and to which 
public access have not been prohibited, under Section 81 of this 
Act;and 

(2) Local government archives that are no longer in use, 
or have been in existence for at least thirty (80) years and are 
classified as open access records referred under Section 32, and 
to which public access have not been prohibited, under Section 
33 of this Act. 

(q) "President" refers to the President of the Republic of 
the Philippines. 

(r) "President's papers" refers to records created or 
received, whether before or after the effectivity of this Act, by a 
President while holding office as a President of the Philippines. 

(s) "Protected record" refers to local government records 
containing data that are important from economic, social, 
political, legal, national security, scientific, cultural, 
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-technological or other aspects, which are indispensable for the 

research of historical past, for becoming acquainted with and 

understanding it, and/or for the continuous fulfillment of public 

duties and the realization of citizens' rights, which are not or 

only partially available from other sources. 

(t) 
11

Public access registry" refers to public access register 

containing prohibition and restriction on the unauthorized 

disclosure and access of information in any public records. 

(u) 
11Private archives" refers to records belonging to 

private individuals and/or entities which are of enduring 

archives value. 

(v) "Public archives'' refers to public records that are 

under the custody and control of the executive director. 

{w) "Public records" refers to record or classes of records, 

in any form, in whole or in part, created or received, whether 

before or after the effectivity of this Act, by a government agency 

in the conduct of its affairs, and have been retained by that 

government agency or its successors as evidence or because of 

the information contained therein. 

()c) "Records" refers to information, whether in its original 

form or otherwise, including document.a, signatures, seals, texts, 

images, sounds, speeches, or data compiled, recorded, or stored, 

as the case may be: 

(1) In written form on any material; 

(2) On film, negative, tape or other medium so as to be 

capable of being reproduced; or • 

(3) By means of any recording device or process, computer 

or other electronic device or process. 

(y) "Records center" refers to an intermediate repository 

in which noncurr~nt records of various government offices are 

stored until they can be destroyed or transferred to the National 

Archives. 

(z) "Records management" refers to the managerial 

activities involved with respect to records creation, records 

maintenance and use, transmission, retention and records 

disposition in order to achieve adequate and proper 
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documentation of policies and transactions of government for 

its efficient, effective and economical operation. 

(aa} "Restricted access records'' refers to records which 

access have been restricted because there exists a legal 

impediment and/or standard or advice issued by the executive 

director that requires such public records to be withheld from 

public access. 

(bb) "Standards" refers to the circulars and orders issued 

by the executive director pursuant to the provisions of this Act. 

(cc) ''Vital records" refers to records containing 

information essential for: emergency operation during a disaster; 
the resumption and/or continuation of operations; the re­

establishment of the legal, financial and/or functional status of 

the organization; and the determination of the rights and 
obligations of individuals and corporate bodies with respect to 
the organization. 

ARTICLE II 
~ 
t 

PuRPOSE, OTHER PRELIMINARY PROVISIONS, AND KEY 

ADMINISTRATIVE PROVISIONS 

SEC. 5. Objectives. -This Act is primarily aimed at: 

(a) Strengthening the existing system of management and 
administration of government archival records; 

(b) Defining the ro.le of the executive director in 

developing and supporting government records keeping, 

including independent determinations on the disposal of public 

:records and certain local government archives; 

(c) Mandating government accountability in ensuring that 

full and accurate records of the affairs of national government 

and the LGUs are maintained and preserved; 

(d) Enhancing public confidence in the integrity of public 
records keeping and management; 

(e) Ensuring the accessibility of public records that are 
relevant to the promotion and preservation of Philippine cultural 
heritage; and 

(f) Supporting the safekeeping of private records. 
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