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SEMINAR ON THE ESTABLISHMENT OF
RECORDS DISPOSITION PROGRAM IN GOVERNMENT OFFICE
Manila Grand Hotel, Manila
November 9-11, 2022

SCHEDULE OF ACTIVITIES

DAY 1 AM 
   8:00AM  –   11:00AM

Arrival and Registration

 11:00AM  –   12:00NN 

Lunch

   1:00PM  -      1:30PM                    Opening Program
DAY 1 PM 

1:30PM – 4:30PM
TOPIC 1.  OVERVIEW OF RECORDS MANAGEMENT
What is Records Management?

Functions, Purposes of Records Management

Problems Encountered in Managing Records
Records and Non-records Identified
Importance of Records

Records Life Cycle Concept
· Active, semi-active, inactive

Phases of Records Management

· Creation

· Maintenance and Use

· Disposition

Fundamental Activities of Records Management

Generally Accepted Recordkeeping Principles

RA 9470 salient features
DAY 2 AM 
6:00AM –  8:00AM 

Breakfast

8:00AM –  8:30AM

RECAP 

8:30AM – 12:00NN 

Lecture/Discussions

TOPIC 2.  RECORDS DISPOSITION PROGRAM  

Records Disposition Program (RDP) 
· Objectives 

· Elements

RDP Activities
· Records Inventory

· Methods of Inventory

· Steps in the conduct of Inventory

· Records Appraisal
· Values of records

· Time

· Utility

· Establishment of Retention Periods

· Development of a Records Disposition Schedule

· Kinds of Schedules

· WORKSHOP

DAY 2 PM 
1:30PM – 4:30PM
TOPIC 3.  RECORDS DISPOSAL
Disposal of Records

Methods of Disposal

Principles of Destruction

Records Disposal Procedure 

(in accordance with the provisions of RA 9470)

· Request for Authority to Dispose

· Authority to Dispose

· Notification of Actual Disposal

· Actual Disposal

· Certificate of Disposal

· Disposal of Damaged Public Records

· Proceeds of Sale

· Disposal of Damaged Public Records

Offenses and Penalty   

  TOPIC 4.  RECORDS TRANSFER 
What is Records Transfer?

Transferring Records 

· to the Agency Storage Area

· to the Records Center of NAP

Day 3 AM 

8:00AM –   8:30AM
 
RECAP

8:30AM – 10:00AM

Lecture/Discussions


   10:00AM- 12:00NN

CLOSING PROGRAM

RECORDS TRANSFER CONTINUATION

· to the Agency Archives for retention

· to the Archives of NAP for permanent preservation

· Transfer Preparation

TOPIC 5. ARCHIVES PRESERVATION  


Preservation Principles



Factors Causing Records Deterioration 

****************     
