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1.3 Incoming and Outgoing of Documents Flow
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Records Section

7.1.1 Request for Form 137 for Old Students

Start

Provision of Request form to be filled out by the
concerned person.

Prepare the requested Form 137

’

Submission of the requested form 137 for
signature of the school principal

Releasing and recording (logbook) of the signed
Form 137.

v
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1.2 Records Disposal Flow

Start

\’

Conduct an inventory of records
series

\

Establish the retention period for
each records series

v

Appraise the records to determine
the active/current and inactive/non-
current and records that are no
longer of value

V

Inactive/non-current records shall

be transferred to their respective

records storage facility until their
final disposition

)

Recommend the approval of the
DepEd RDS

v

Approved

No

\l/ Yes

Dispose

J

End
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1.1 Records Retrieval Request Flow

Start

!

Request a filed record

!

Search for the Record

|

Retrieve (locate) the
record

!

Remove the record
from the file

|

Charge out

|

Send the record to the
requesting clients

!

Return borrowed file
with appropriate
notation for re-filing

nntatinn

l

End
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1.1 Records transfer to archive room

> Records Transfer for
Archive

v

Verify Records

v

Provide Archive Box
Label and Assigned
Box No.

Approved

Update Masterlist of
Records

v

Reproduction of RATE
copies to all coneern

v

Storage/Filing
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Registration and Distribution of Documented Information
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