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08:00 AM - 10:30 AN Arrival and Registration

10:30 AM - 12:00 NN Reminders and Orientation

12:00 NN - 01:00 PM Lunch

01:00 PM - 04:30 PM Preliminaries | Lecture (First Session)

06:00 AM - 8:00 AM Breakfast

08:00 AM -08:30 AM Icebreaker | Prayer | Recap

08:30 AM - 12:00 NN Lecture (Second Session) | Workshop

12:00  NN - 01:30 PM Lunch | Games

01:30 PM - 04:30 PM Lecture (Third Session) | Workshop

06:00 AM - 8:00 AM Breakfast

08:00 AM -08:30 AM Icebreaker | Prayer | Recap

08:30 AM - 11:00 AM Lecture (Fourth Session) | Workshop

11:00 AM - 11:30 AM Closing Remarks | Awarding of Certificates |
Solidarity Song

12:00NN - ONWARDS Lunch | Home Sweet Home

PROGRAM OF ACTIVITIES
DAY 1 : June 07, 2023

DAY 2 : June 08, 2023

DAY 3 : June 09, 2023

"Time waits for no one, so be punctual and seize the day."

"In order to part ic ipate in the games and discussions ,  i t  is  mandatory to
use Discord as the platform for communication.  This wi l l  al low us to
ensure fair  play and provide a fun and enjoyable experience for everyone."

T A K E  N O T E :  

To download, scan the following:
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•   What is Records Management?.
•   Functions and Objectives of Records 
     Management
•   Common Problems Encountered in 
     Managing Records
•    Why Implement Proper Records Management
•    What are Records? Non-records?

•    Why Do We Need to Keep Records?
•    Records Life-Cycle Concept
•    Phases of Records Management
•    Fundamental Activities of Records Management
•    Generally Accepted Recordkeeping Principles
•   RA 9470 Salient Features

SCHEDULE OF TOPICS
FIRST SESSION:  BASICS OF RECORDS MANAGEMENT 

SECOND SESSION: RECORDS DISPOSITION PROGRAM            

"To stay relevant, you must invest in your own professional development." - Suzanne Lucas

•      What is a Records Disposition Program
        (RDP)? 
•      Objectives of RDP
•      Benefits of having a Records Disposition 
        Program
•      Records Disposition Program Requirements

•      Records Disposition Program Activities
        o    Records Inventory
        o    Records Appraisal
        o    Establishment of Retention Periods
        o    Development of Records Disposition Schedule
•     WORKSHOP

THIRD SESSION:  RECORDS DISPOSAL  | RECORDS TRANSFER 
•   What is Records Disposal?
•   What are Valueless Records?
•   Methods of Disposal
•   Principles of Destruction
•   Records Disposal Procedure 
    (in accordance with the provisions of RA 9470) 
•    Offenses and Penalties (RA 9470)

•     What is Records Transfer?
•      Transferring Records – 
        o  to the Agency Storage Area/Records Center of
              NAP for further retention 
        o  to the Agency Archives/Archives of NAP for
              permanent preservation
•     Preparation for Transfer

FOURTH SESSION: ARCHIVES PRESERVATION    
•   What is Preservation?
•   Related Functions of Preservation
•   Factors Causing Records Deterioration
•    Paper Preservation Measures 
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