Reoublika ng Filipinas
MINISTRI N REPOPMANG PANSAKAHAN
(Ministry of Agrerian Melorm)
Tangpapsn ng Minister
‘ Diiliman, Lungsed ng Quezon

H
3
MEMORANDUM CIRCULAR NO.
. Series of 1683 7% 7 - gz
TO : Assistant Secrotardes, Burean Directors,

Chiefe of Services, Division/Office Chiefs,
Regional Directors, Distriet Officers =nd
Team Leaders

SUBJECT : MAR RECCRDS RWTENTION AND DISPOSITTON 3CHEDULE

| Ths following MAR Records Retention and Disposition Schedula
is hereby spproved by autherities coneerned and issved for the

guldance of gl concerned,

MaR RECORDS RUTATITON AND DISPCSITION SCHEDULE

DEECRIPTION OF RECORDS ATTHORIZED DISFDSITIE@

AIMINISTRATIVE SERVICES

1 Civil Security Mattsrs

Summary of Information (Recelved & Send owt) Dispesed © yrs, after subject
resigned/retired

Investigation Repert Disposed 10 yrs. after taem—
& Personnel ination of case MIMORADIM
be Property, building,cle, OIRCULAR WO, 7B dated
fuguat b, 1964
Letter Complaint Disposed 10 yrees after
investigation
Feckground Investication (CBI/FRI) i
Security Clearance Dispcsed S yrss after subject
left the s ervice retiverent/
resicnaticn
| Seenrdty Survey Disposed © yrs, after ccenpancy

ef the Installation survey
Fire Flan wdgme



Training/Seminar Heport

Lecomplishment Report
an Monthly
ba Annugl

Directives from NISA
LOYI and PU

24 Commmmnicaticns

Radiograms (received/ircnsmitted)

Teleprams (received/transmitted)
Ja Directives/Isemances '

Cireulars

aa Memolandmm

be Minlatry
trders

ae Administrative

bs Executive

cea CGenorgd

d, Intersagency

£a Memorsandun

£+ Regional

s Speclal

ba Trovel

Presideniiz]l Issugnces
g+ Decrees
be Letter of Insiruction
cs Letter of Impleucrntatlon
de Pregidentisl Hemorsndum

s Exeeutive Orders

f. Batas Pambanss/Cebinet Pills
lie Information Maoterdiasls

Moving Petures

Slides

8t11] Pletures

Tapes

News Clippinge/Messares

tpeechas

Disposed after 10 yrsa

Disposed sfter 2 yrse
Permanent

Permaneni=Dispoged 2 yrs5e
adiler superseded Documenting
policy on c¢ivil security matters

Lrie ¥Tre
e

Documerting pelicies, procedures
fonctions & programs of the
agency

Permanent
e [

e

--(;'ﬂll-

Disposed 2 yrse after superseded
g

Dieposed 2 yrss after completion
of assignment

Permanent

Permznent

Permenent




-
]

Ya

10,

1le
124
13e
1l

15

164

17.
18,

1%
204
2la

224
23a
2Lia
25#
26q

- e

Orgenizatione Functions
System and Procedures (Management)
Accounntsbility
Cash and Froperty
as Designation of Collecting Cfficers
be Designstion ofDisbursing Officers
Adundit
Cash
Ferfermance
Loaris
Heal Estale

Index Card

Dnpleyees
Honmemployees
PLANS AND IROGRAMS

Anmual

Evaluation

Project Developnent
Stetistics end Data Pani
Institutionsl Projects

special Projects

Locally Assisted Froject
Linkages
BLCSEARCH

Completed Studies
Reports and Recommendations
Hesearch

Contracts

Materigls and Publications

Prepesals
Technical /operationsl (approved)

Femuanent
B 5 o

=g
Disposed § yree after elesrance
=dag=

Disposed 5 yrs. after retirement

Disposed 7 yres after retirsment

Disposed one yre after certe
ifiestion of fvll payment

Disposed 5 yrs. after retirement
.Ilth-n-

Permgnent

Disposed & yrs, after completion
of the prejetd

Disposed 5 yrese after completion
of the preject

—d@e
o

Parpanent
wdpe=

Digpcsed one yre after cempletion
ef research study

LAND ACQUISITION DISTRIBUTION AND DEVELOFVENT

Aequisition of Landed Estates
Aerlal Photeograrhs

Field Surbvey

Land Classification Maps
Lended Estates

Masterlist or Screening & 4llocition Reports

Contrel Rooks
Eenefiedsries Applicztion

Parmanent
=dp=~
s [aT



e i

27s Settlement Project

28,
27e
30s

Contrel Books
Settlers Applicatdion

Apeomrlishment Repcrts
Fhoto Mogaic
Survey Contracts

s Survey Returne.

Approved Plan
Approved Survey'buntrnl
Area Computation
Field Notes
Scheme of Subdivisicns
Survey Cards
Technicsl Let Description
LAND TPNURE IMPROVEMENT

324 Leasehold Opsrstion and Operation

Land Transfer

Leasehold Action Report
Leasehold Registretion
Masterlist

8« Landowners

be Parcels

s Tenants

33a Natdonal Computer Center iutemated Output

Ection Rpport

Frovieional Register Report
Updates Action Report

Masterlist of Tenante Isesued CIT's
Autemated Cutput Index Card
Prooflist/Frror list

Update Reject/Error Report

34s Barangey Committee on Land Prodvetion Records
35. BOLP Index Card

36« CLT Doctmentation ¥older

37a Landowner Claim Folder

38, Rice and Corn Preduction Smrvey

39, Masterlist of Farmer=Beneficiaries Issued

Mnaneipation Patent

L0a Reports

Mornthly Status Report
de CLT Cemeration
ba CLE Lecumentstion Folders
¢a CLT Duplicate Copy

Permanent

Disposed after 2 yrs.
Permanent

=g

=do~

Parmanent
s}

Farmanent

Fermanent
.
One yTa
Fermanent
=do=
ne ¥ra
One ¥r.
Permanent
=dge=
L
=Cig=
{ine yra
FPermsnent

2 yrea



Anngal
|1, Policies and Frocedures

L2, Samahang Nayon special Statistics
AGRARTAN LEGAL ASSISTANCE

\A,

L3. Contracts
Chattel Mortgare

Donations
Irrigatien Pumpe

Janitorial Services
Wapping

Mass Communication

Memorandum Apreement
Office Space

Palay ¥hreshing

Riee Mi1l
Security Services
Tractore
Llie Judicial Cases

Permanent
=g
20 yrs.

Ddsposed 3 yrs, sfter terminztien

af perded
Perrgnent

Disposed 10 yrs. after
termination of Contract

L Lt

Disposed 3 yra after
termination of Contract

Disposed 5 yrse after
termingtion of Contrzet

Permanent

Yigposed 3 yrs after rental
is fully paild

Disposed 10 yrs. alter
termination of Contract

=dg~
] e
sdo-
Disposed T yrs. after ecase

has been terminated
Regional Trial Court

Intermédiaste Appeallate Court
Supreme Court

LRC Notices ef Initiagl Hearing
Municipal City Trial Court

Opiniens Parmznent
L5, Quasi=Judicisl (idministrative) Casss

fbandonment Cases (Settlement Project) g

Cases in Landed Estutes el

Cazes in Leasehold Areas eclgm

Cases in Operation Land Transfer =dop

Mediation Cases 6 ywa,

Opinions Permgnent
Lfs Resettloment

Masterlist of Setilers Permanent

let Inventory
g2s Application for Agrdiculturzl Settlement 3 yrea
be Certificate of Alocation Iis posed 2 yrs after approvael



«6m
LT« Infrastructures Disposed 2 yrse after
Putlding T Siwtesd in by tess
Bect#lfication
Irrigation
Mel tl=puprpose Pavement
Roads/Bridges/Cul verts .
Water System
L8 Loan Assistance Digposed 2 yrs after payment
Jprdenltursl Toputs of loan srd issuance of patent
Farit Implemants
Housing
Medicyl Assistance
Subgistence Ration
Transportation
Work Animsls
TRATMING
119s Education “wpport Yemmuniecatien Modules C ¥yrse
60w In=Service Training for Personnsl 5 ¥yrse
51e Evalustien 5 yraa
Hesearches
29 List of Participants Dispose 25 yyrse after
compul sory retirement er
death
534 Planning and Programming 10 vrsa
Slis Rescurce Speakers 5 yrse
£5s Scholarship Disposed £ yrs. after
completion of scholarship
Ferealgn
Loeal
56 Training Operations
Clientele 10 yries
Farmers Educatien 10 yrsa
Farm=Fanily Eduwcation 10 yrsa

Approved by Dirsctor luis 0. Cordere of the
Records Management and Archieves Office dated
May 25, 1983



