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CHAPTER I 

OVERVIEW 

 

Title of the Manual 

 

 This manual shall be known as the Tandag City Water District Records Management 

Manual. 

 

Purpose of the Manual  

 

The purpose of this Records Management Manual is to provide instructions and reference 

to all TCWD employees on how to manage the records, whether electronic or not, of the district 

starting from its creation until its retention or disposition in order to achieve adequate and 

proper documentation of policies and transactions of government for its efficient, effective, 

economical, functional and systematic flow of operation.  

 

Structure of the Manual  

 

This manual shall serve as a guide which contains the functions, organizational chart of 

the records office, policies and standard operating procedures on record management activities 

of TCWD. It shall set out the forms, rules and procedures to be followed by TCWD with respect 

to records creation, maintenance and use, routing or transmission, transition, retention and 

disposition. 

 

Coverage of the Manual  

 

This Manual shall cover all records of TCWD.   
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CHAPTER II 

DEFINITION OF TERMS 

 

Agency Records Disposition Schedule (ARDS). Refers to records control schedule. It shows the 

period of time that each record series is to remain in the office area or in storage (inactive) as 

well as governing record preservation and destruction. 

 

Appraisal. Refers to the study of records, their relationship and contents, to determine their 

utility values as to administrative, fiscal, legal, and archival value and time values whether 

temporary or permanent. 

 

Authorized Representative. Refers to an official/employee given the right to work or act as 

witness in the disposal of valueless records. 

 

Born Digital. Refers to a record or document originally created, captured and stored in electronic 

format. 

 

Capture. Refers to procedures that result in the storage of a record in a record-keeping system, 

including the registration and classification of the records and the addition of metadata about 

the record. 

 

Data Migration. Refers to the process of periodically converting electronic records to new file 

format and/or new storage media to ensure that records will remain usable for the entire 

duration of their authorized retention. 

 

Disposition.  Includes decision making regarding any of the following actions: transfer of records 

which have not reached the end of their retention periods to a records storage facility, transfer 

permanent records which have historical value to an archival institution, or disposal of temporary 

records after the expiration of their retention periods. 
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Document. Refers to information or data fixed in some medium, which does not contain or 

constitute evidence of an official transaction. 

 

Document Tracking System (DoTS). Refers to the system that electronically manages flow of 

documents particularly receiving and releasing.  

 

Electronic Record. Refers to information recorded in machine-readable form. It includes records 

created, captured, generated, sent, received, and stored in electronic records systems. 

 

Electronic Records Management (ERM). It involves processes for managing the records in their 

entirety. These processes include directing, planning, organizing, budgeting, training, and 

controlling the management of electronic records. 

 

Electronic Records Management Program (ERMP). Refers to the set of policies for the 

management of electronic records. These policies for the whole record life-cycle which is from 

the time of records’ creation to the time that they are being received and accessed until the time 

of records’ final disposition through archiving or destruction. Also covered is the period that 

records are kept for legally and other reasons even while they have become inactive. 

 

Electronic Records Management System (ERMS). Refers to the automated system that is used 

to manage the creation, use, maintenance and disposition of electronically created records for 

the purposes of providing evidence of business activities. It also includes paper records converted 

to digital formats. 

 

Electronic Resource Planning System (ERPS). Refers to the automated system that is used to 

manage the creation, use, maintenance and disposition of electronically created records for the 

purposes of providing evidence of business activities. 
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File Format. Refers to the structured means of encoding and storing digital information so that it 

can be interpreted by a software application such as but not limited to spreadsheet and word 

processing software. 

 

FOI. Refers to Freedom of Information. 

 

General Records Disposition Schedule (GRDS).  Refers to a records control schedule issued by 

the National Archives of the Philippines (NAP) governing the disposition of specified recurring 

records series common to all government agencies. 

 

Interoperability. Refers to the ability of one application, system or metadata scheme to 

communicate, work or interface with another. 

 

Metadata. Describe the context of electronic documents. It provides information about the 

location of the document, its author, the date it was created, etc. 

 

NAP. Refers to National Archives of the Philippines. 

 

NPC. Refers to National Privacy Commission. 

 

Personal Information Controller. Personal information controller refers to a person or 

organization who controls the collection, holding, processing or use of personal information, 

including a person or organization who instructs another person or organization to collect, hold, 

process, use, transfer or disclose personal information on his or her behalf. The term excludes: 

(1) A person or organization who performs such functions as instructed by another person or 

organization; and (2) An individual who collects, holds, processes or uses personal information in 

connection with the individual’s personal, family or household affairs. 
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Personal Information Processor. Refers to any natural or juridical person qualified to act as such 

under this Act to whom a personal information controller may outsource the processing of 

personal data pertaining to a data subject. 

 

Public Records. Refers to records or classes of records, in any form, in whole or in part, created 

or received, whether before or after the effectivity of RA 9470, 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. 

 

Purge. Refers to a destruction process more complex than the term delete but which preserves 

the storage media in a potentially reusable state. It is often possible to recover deleted objects 

using state of the art laboratory techniques, but purged objects are gone forever. This refers to 

the deletion of non-record materials such as excess data, drafts, reference, convenience files and 

duplicates which are not captured by the ERMS, not signed by the authorized signatory and not 

sent to the adressee. 

 

Records. Refers to information, whether to its original form or otherwise, including documents, 

signatures, seals, texts, images, sounds, speeches, or data compiled, recorded, or stored, as the 

case may be: (1) in written form or any material; or (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. 

 

Records Creation. This refers to the organization’s operation wherein exchange of written ideas 

between two sources occur. It is an act of bringing of records into existence. 

 

Records Custodian. Refers to an employee who has responsibilities over a particular set of 

records. A Records Custodian shall be designated by the General Manager and shall be in-charge 

of the records maintenance and control. He/she shall inform the Records Officer any issues 

regarding the records in custody.  
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Records Disposition Schedule. Refers to the listing of records series by TCWD, showing, for each 

records series the period of time it is to remain in the office area, in the storage area and its 

preservation and destruction. 

 

Records Maintenance and Control. Refers to the creative process of records management that 

include  the proper handling and operation of records, the  arrangement of written materials into 

usable filing sequence, and the selection of the most efficient type of filing equipment.  

 

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 documentation of policies and transactions of government for 

its efficient, effective and economical operation. 

 

Records Management Improvement Committee. Refers to a group of key officials and 

employees designated by the General Manager responsible for the effective governance and 

enhancement of TCWD records management practices and activities. 

 

Records Management Manual. Refers to a guide which contain the functions, organizational 

chart of the Records Unit, policies and standard operating procedures, on records management 

activities. 

 

Records Officer. Refers to the employee responsible for overseeing the records management 

program and providing guidance on adequate and proper record keeping. 

 

Records Storage Area. Refers to an intermediate repository in which non-current records are 

stored until they can be destroyed by NAP. 

 

Registration. Refers to the process of tracking changes and revisions to ensure the most current 

version is available for use. 
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Retention Period. Refers to the specific period of time established and approved by NAP as the 

lifespan of records, after which they are deemed ready for permanent storage or destruction. 

 

TCWD. Refers to Tandag City Water District. 

 

Valueless Records. Refers to all records that have reached the prescribed retention periods and 

outlived the usefulness to the agency or the government as a whole.  

 

Version Control. Refers to the process of tracking changes and revisions to ensure the most 

current version is available for use. 
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CHAPTER III 

ORGANIZATIONAL CHART FOR RECORDS MANAGEMENT 
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CHAPTER IV 

ROLES AND RESPONSIBILITIES 

 

The list below shows the summary of the basic roles and responsibilities of TCWD officials 

and employees: 

 

A. General Manager: 

1) Ensure accessibility, authenticity and reliability of records, whether electronic or not; 

2) Ensure an adequate budget for maintaining the both the Manual and Electronic 

Records Management System;  

3) Promote, support and enforce records management policies; 

4) Provide all the necessary training to agency employees with regard to technical 

knowledge and policies on records management, ERPS and ERMS; and 

5) Ensure strict compliance with pertinent provisions on security and access provided for 

under Data Privacy Act of 2012 and Freedom of Information. 

 

B. Records Management Improvement Committee (RMIC): 

1. Establish and review policies relative to records management and revise these as 

needed to ensure that these are up-to-date; 

2. Establish and review file classification systems and retention policies; 

3. Establish and review procedures for handling requests on such matter as Freedom of 

Information (FOI), copying of records or responding to subpoenas; and 

4. Serves as an advisory body on the development of records management; 

 

C. Records Unit: 

1) Establish, maintain and implement the Records Management Program of TCWD; 

2) Centralized receiving and releasing unit of all communications for proper recording 

and routing procedures  



11 
 

3) Receive, route, disseminate, distribute, release and/or send out all official 

communications to the concerned offices, thru the action officer itself or its secretary, 

of TCWD; 

4) Receive, route, disseminate, distribute, release and send out or mail all official 

communications from or to the different agencies; 

5) Retain copies of records systematically; 

6) Dispose records that have already reached its retention period and are assessed and 

appraised to be valueless in accordance to the General Records Disposition Schedule 

(GRDS) (Annex A) common to all government agencies per National Archives of the 

Philippines (NAP) General Circular Number 2, Series of 2009; 

7) Monitor and evaluate the records management program of TCWD;  

8) Plan, develop, prescribe, disseminate and enforce policies, rules and regulations and 

coordinate the records management program of TCWD; and 

9) Suggest changes to the Records Management Improvement Committee; 

 

D. Records Officer: 

1) Oversee the records unit and records management such as but not limited to creation, 

maintenance, retention, and disposition of records; 

2) Monitor and ensure that prescribed retention requirement are applied to all system 

documentation and to associated records (e.g. logs, group address books, master 

password register); 

3) Monitor and ensure that the current system in use and all future enhancements meet 

statutory and regulatory records requirements; 

4) Take responsibility for addressing the balance between the right to privacy and 

requests citing the right to information;   

5) Provide advises on retention and disposition issues associated with records 

management; 

6) Provide technical assistance to TCWD on matters concerning records management; 
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7) Ensure that records needed and involved in legal proceedings remain intact and 

accessible in accordance with existing rules and regulations as well as agency policies 

and procedures in releasing documents/records until pending cases are finally 

settled/decided; 

8) Plan work programs to carry out the duties and functions of the Records Unit; 

9) Maintain and ensure an up-to-date online Inventory of Records. (Annex – NAP Form 

No. 1); 

10) Assist in the formulation of policies, standards, procedures, rules and regulation on 

the creation, maintenance, preservation, security and disposition of records; and 

11) Responsible for the issuance of certified copies or certification and authentication of 

document on custody; 

 

E. IT Unit: 

1) Monitor and maintain the technical capabilities of the ERPS and ERMS through 

scheduled upgrades and migration; 

2) Provide user profiles to allow agency officials and employees to access the ERMS, 

ERPS and other records management applications; 

3) Maintain and update inventory of all computer hardware and software. The 

Property/Supplies Unit shall also maintain its own inventory; 

4) Maintain and Ensure access to electronic records for the duration of their 

prescribed retention periods; 

5) Ensure that appropriate technical measures are in place to preserve permanent 

electronic records, maintain and retain temporary electronic records for the 

duration of their retention periods, dispose electronic records that have passed 

their retention periods in accordance with the disposal procedures, and, if 

needed, halt the destruction of electronic records; and 

6) Provide up-to-date anti-virus software, firewalls, spam filters, and intrusion 

detection logs to protect the overall system from malicious email messages and 

other forms of sabotage. 
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F. Data Privacy Officer: 

1) Monitor the TCWD’s or Personal Information Processor’s compliance with the 

Data Privacy Act of 2012, its IRR, issuances by the National Privacy Commission 

and other applicable laws and policies. For this purpose, you may:  

a) collect information to identify the processing operations, activities, 

measures, projects, programs, or systems of TCWD or Personal 

Information Processor (PIP), and maintain a record thereof;  

b) analyze and check the compliance of processing activities, including 

the issuance of security clearances to and compliance by third-party 

service providers;  

c) inform, advise, and issue recommendations to TCWD or PIP; 

d) ascertain renewal of accreditations or certifications necessary to 

maintain the required standards in personal data processing; and 

e) advice the TCWD or PIP as regards the necessity of executing a Data 

Sharing Agreement with third parties, and ensure its compliance with 

the law; 

2) Ensure the conduct of Privacy Impact Assessments relative to activities, 

measures, projects, programs, or systems of TCWD or PIP; 

3) Advice TCWD or PIP regarding complaints and/or the exercise by data subjects 

of their rights (e.g., requests for information, clarifications, rectification or 

deletion of personal data); 

4) Ensure proper data breach and security incident management by TCWD or PIP, 

including the latter’s preparation and submission to the NPC of reports and 

other documentation concerning security incidents or data breaches within 

the prescribed period; 

5) Inform and cultivate awareness on privacy and data protection within the 

organization of TCWD or PIP, including all relevant laws, rules and regulations 

and issuances of the NPC; 
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6) Advocate for the development, review and/or revision of policies, guidelines, 

projects and/or programs of TCWD or PIP relating to privacy and data 

protection, by adopting a privacy by design approach; 

7) Serve as the contact person of TCWD or PIP vis-à-vis data subjects, the NPC 

and other authorities in all matters concerning data privacy or security issues 

or concerns and TCWD or PIP; 

8) Cooperate, coordinate and seek advice of the NPC regarding matters 

concerning data privacy and security; and 

9) Perform other duties and tasks that may be assigned by TCWD or PIP that will 

further the interest of data privacy and security and uphold the rights of the 

data subjects. 

 
G. Compliance to Privacy Officer: 

1) Ensure proper data breach and security incident management by TCWD or PIP, 

including the latter’s preparation and submission to the NPC of reports and 

other documentation concerning security incidents or data breaches within 

the prescribed period; 

2) Inform and cultivate awareness on privacy and data protection within the 

organization of TCWD or PIP, including all relevant laws, rules and regulations 

and issuances of the NPC; 

3) Advocate for the development, review and/or revision of policies, guidelines, 

projects and/or programs of TCWD or PIP relating to privacy and data 

protection, by adopting a privacy by design approach; 

4) Serve as the contact person of TCWD or PIP vis-à-vis data subjects, the NPC 

and other authorities in all matters concerning data privacy or security issues 

or concerns and TCWD or PIP; 

5) Cooperate, coordinate and seek advice of the NPC regarding matters 

concerning data privacy and security; and 
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6) Perform other duties and tasks that may be assigned by TCWD or PIP that will 

further the interest of data privacy and security and uphold the rights of the 

data subjects. 

 

H. Freedom of Information Champion (FC): 

1) Responsible for the final approval and denial of all requests for information 

lodged in TCWD.  

 

I. Freedom of Information Decision Maker (FDM): 

1) conduct evaluation of the request for information, and recommends decision, 

to grant or deny the request, to the FC based on the following:  

a. The TCWD does not have the information requested; 

b. The information requested contains sensitive personal information 

protected by the Data Privacy Act of 2012;  

c. The information requested falls under the list of exceptions to FOI; 

d. The request is an unreasonable subsequent identical or substantially 

similar request from the same requesting party whose request has 

already been previously granted or denied by the TCWD; and 

e. The request is vexatious in nature. 

 

J. Freedom of Information Receiving Officer (FRO): 

1) Receive on behalf of the TCWD all requests for information and forward the 

same to the FDM for appropriate action and to the Records Unit as soon as 

approved;  

2) Monitor all FOI requests and appeals;  

3) Provide assistance to the FOI Decision Maker (FDM) and FOI Champion (FC);  

4) Provide assistance and support to the public and staff with regard to FOI; 

5) Compile statistical information as required;  

6) Responsible in the retrieval of information; 
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7) Responsible in the FOI Request Feedback Form; and 

8) Conduct initial evaluation of the request and advise the requesting party (RP) 

whether the request will be forwarded to the FDM for further evaluation; or 

deny request based on any of the following:  

a) That the form is incomplete,  

b) (ii) That the information is already disclosed in the TCWD’s official 

website: tandagwd.gov.ph, foi.gov.ph, or at data.gov.ph. 

 

K. Records Custodian: 

1) Maintenance and control of records in the section assigned;  

2) Scan the record for electronic filing; and 

3) Notify the Records Officer of any issues regarding the records in custody. 

 

L. Users: 

1) Use the ERMS, the ERPS as well as the official email address only for official 

transactions; 

2) Classify records based on the established classification guide upon receipt or 

before transmission, determine and delete non record materials; 

3) Strictly follow the proper naming convention and file formats set by TCWD; 

4) Notify IT personnel on potential system security threats; and  

5) Undergo proper training/coaching before using the ERMS and ERPS. 
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CHAPTER V 

STANDARD OPERATING PROCEDURE 

 

A. Records Creation and Capture 

 

1. Records Creation 

 

Records creation is the act of bringing the records into existence to appropriately 

document the agency’s transactions and operations.  The creation of records in TCWD shall be in 

the absolute minimum in the most effective way consistent with efficiency and economy. It shall 

be created in a trustworthy manner so that they meet legal and operational requirements.  

 

Records shall not be deleted in the ERMS, whether in the ERPS or the computer, without 

proper disposal procedures and should be prepared or printed in two (2) to five (5) copies 

depending on its use.  

 

Titles of records shall be assigned at the time of the creation. It shall be titled according 

to its details (e.g. the project title and address, the payee, the type and month of report), and 

saved and filed in the computer according to the unit who created it, the year of creation, and 

the classification of record. See pictures below for example. 
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Electronic records in TCWD ERPS shall be created with essential metadata which describe 

the content and structure of the record as well as the background of its creation. Accurate and 

reliable links connecting the electronic record and the transaction that will be created shall be 

maintained. To ensure the accuracy of the information system’s inputs and outputs, the ERPS 

shall include adequate controls, such as but not limited to the following: 

1. Audit Trails; 

2. User’s access level assignments; 

3. Testing schedules; 

4. Consistent Naming Convention; 

5. Version Control; 

6. Digital Signature; 

 

For internal communication, One (1) copy shall be kept by the creator and one (1) to be 

given or submitted to the other units.  

 

For external communications, One (1) copy shall be kept by the creator, one (1) copy to 

be given to the Records Unit, one (1) copy to be submitted to other agencies, and the others for 

submission to other units within the District, if applicable.  
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All employees shall use the official email address of TCWD in conducting official 

government business. 

 

2. Records Capture 

 

Capturing records in the ERMS as records is mandatory. Aside from the content of the 

record, captured records must provide a structure and contextual information that is necessary 

to document an official activity or transaction such as but not limited to registration, metadata, 

file format and file format standard.  

 

A registration formalizes the capture of records in the ERMS. As evidence that a record 

has been captured in the ERMS, a unique identifier for each records shall be generated. 

 

Metadata needs to be managed to ensure authenticity, utility, integrity, and security of 

records over time for as long as the records are accessed. Only authorized persons shall have 

access to the metadata database. Any change shall be documented and should be auditable. The 

following are the metadata fields that shall be used in the TCWD ERMS: 

a. Metadata about the record. This includes metadata about the reference code, 

title, name of creator, date of creation, unit of description, level of description, 

and other fields as deemed necessary;  

b. Metadata about policy, mandates and business rules; 

c. Metadata about work processes; 

d. Metadata about records management process; and 

e. Others as deemed necessary. 

 

File format affects accessibility of records. It is preferable to use non-proprietary formats 

especially those endorsed by international standards that are supported by more than one 

developer and can be read by many other software systems thereby allowing inter-agency and 

intra-agency sharing. 
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There shall be no changes in formats, if possible, as it may result in loss of access. But, if 

it will become obsolete due to the continuous change of technology, the TCWD shall authorize 

the conversion from one file format to another, provided that electronic records must remain 

authentic, unaltered, complete, accessible and legally admissible in court throughout their 

approved retention periods.   

 

The table below are the recommended standard file formats which may be updated 

regularly: 

Type Primary Preservation Format 

(preferred) 

Secondary Preservation 

Format (acceptable) 

Text/word processing 

applications 

PDF/A 

PDF 

RTF (text) 

TXT 

XML with schema 

Spreadsheet applications or 

structured data 

PDF/A (must capture entire 

workbook – macros disabled) 

PDF 

CSV 

Tab-delimited 

TXT 

XML 

Presentations PDF/A 

PDF 

Original 

Images TIFF (uncompressed) JPG 

DNG 

PNG 

JP2 

Graphics TIFF PDF 

Video Motion JPEG 2000 

MOV 

AVI 

MPEG-4 

Audio BWF – Broadcast WAV (.wav 

extension) 

WAV 

AIFF 
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Type Primary Preservation Format 

(preferred) 

Secondary Preservation 

Format (acceptable) 

Website and social media 

records 

WARC FLAC 

ARC 

Files from Content 

Management System 

Email messages/account XML email preservation 

format 

 

Database Management 

Systems (DBMS) 

Keep original XML with schema 

CAD PDF/A with original file 

PDF/E with original file 

PDF with original file 

Original 

 

 All records in the ERMS shall not be deleted or altered without proper authorization and 

audit trail. Paper Records shall be captured in an ERMS by digitization or conversion to digital 

format through scanning to prevent loss of data. 

 

B. Records Maintenance and Control 

 

1. Records Transmission and Control 

 

Each record creator shall observe and attach a Document Tracking Slip (Annex B) for every 

record created. This is to be submitted to the Records Custodian for proper maintenance and 

control.  

 

Each Division or Section or Unit shall assign a Records Custodian who is in-charge of 

transmitting out records to its concerned division, and keeping a logbook system for smooth 

movement and easy monitoring purposes. The Records Custodian is responsible for the proper 
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handling of records. He/she shall inform the Records Officer of any issues regarding the records 

in custody.  

 

The Records Unit, under the accountability of the Records Officer, shall be the centralized 

receiving and releasing unit of all communications for proper recording and routing procedures. 

 

For incoming communication, mail or correspondence, a Receiving Personnel from the 

Records Unit shall receive and stamped such document “Received”. The date of receipt shall be 

stamp at the top right portion indicating the date, reference number and initial of the receiving 

personnel. Prior to receipt, the receiving personnel shall check the following: 

1) Documents shall be in original copy/ies for non-electronic mails; 

2) Correct Name and complete address of the addressee; 

3) Documents are properly signed by the senders/endorsing officials; 

4) Complete number of pages/sheets; 

5) Complete attachments or enclosures as stated in the document; and 

6) If it is a request to information that falls under EO No. 2, S. 2016 by the President of 

the Philippines; 

 

For all incoming communication, mail or correspondence, a Routing Slip and 

Referral/Action Slip (Annex C) shall be attached to ensure its proper management and effective 

implementation. For internally created records, a Document Tracking Slip (Annex B) shall be 

attached.  

  

In such a case that it falls under no. 6, a request to information that falls under EO No. 2, 

S. 2016 by the President of the Philippines, the FOI Receiving Officer shall handle the matter. 

 

The Records Custodian shall keep and preserve a logbook in which shall be recorded all 

documents routed, with reference number, dated and acknowledge by the receiver or proper 

action personnel. 
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The reference code shall be numbered in sequence and shall be coded according to its 

Division as follows:   

Administrative and Financial Management Division : AFD-year-mm-number sequence 

Engineering and Watershed Management Division : EWD-year-mm-number sequence 

 

For instance, the first ever document created by the Administrative and Financial 

Management Division on January 1, 2021 shall have a reference code of AFD-2021-01-000001. 

 

For outgoing communication, mail and correspondence, it should be released and 

properly recorded in the Records Logbook. It should be stamped released by the releasing officer 

and likewise, should either be stamped received by the concerned agency or be attached with a 

copy of the LBC Receipt for tracking and reference. 

 

The Records Logbook shall be in such details like the table below: 

Date: January 1, 2021 

Reference Code Details Name/Signature/Date of Receiver  Remarks 

AFD-2021-01-000001 

Procurement of I 

unit printer, 4 in 

1 for use in the 

HR Section 

01/01/21 

(sgd) 

Baghari 

01/01/21 

(sgd) 

Andres 

01/02/21 

GM 

01/02/21 

(sgd) 

Suarez 

Completed 

AFD-2021-01-000002 FOI Request for 

Info. By CHO 

01/01/21 

(sgd) 

Cabrera 

01/02/21 

(sgd) 

Andres 

01/02/21 

GM 

01/03/21 

(sgd) 

Cabrera 

Released and 

Received by 

CHO 01/03/21 

AFD-2021-01-000003 4th Quarter Sexual 

Harassment 

Report to CSC  

01/01/21 

(sgd) 

Andres 

01/02/21 

GM 

01/02/21 

(sgd) 

De Guzman 

 Released and 

Received by 

CSC 01/03/21 

AFD-2021-01-00000 Bacteriological 

Test Report for the 

mo. Of December 

to LWUA  

01/02/21 

(sgd) 

Bernadas 

01/02/21 

(sgd) 

Andres 

01/02/21 

GM 

01/03/21 

(sgd) 

De Guzman 

Released and 

LBC to LWUA 

01/03/21 
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The logbook shall be in the custody of the Records Officer/Custodian concerned and shall 

be open to the public for inspection. 

 

A person having custody of public records, at the expiration of his/her term of office or 

employment, shall deliver to his/her successor, all public records in his custody. Should there be 

none, to the National Archives of the Philippines (NAP). 

 

2. Records Migration, Transition/Conversion and Media Integrity 

 

The IT Unit shall ensure that records created using current software and hardware 

technologies should remain available, usable, understandable ad authentic until they reach the 

end of their retention period. Together with the Records Unit, they are obliged to transfer 

archival records into archival custody when records reach 30 years of age. However, preservation 

of the archival electronic records shall be undertaken prior to the transfer.  

 

 The IT unit shall be in-charge of file migration and conversion. The following are some of 

the basic consideration when migrating and converting files, to wit: 

a. Electronic records must be migrated to the most current hardware or software on a 

regular basis; 

b. For short-term storage, electronic records which were not migrated should be 

transferred into other media such as optical dis or COM. 

c. For long-term storage and preservation, a complete set of copies of the electronic 

records should be converted to and maintained as “eye readable forms” such as paper 

or microfilm; 

d. Copies to be used as access copies should be distinguished from those which will be 

used for backup and preservation; and 

e. To save storage space and fast and easy transmission of files, the District may opt to 

use a file compression technique provided that, a lossless compression method will 

be used. 
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All records must be electronically scanned and saved in the computer according to its use 

and sub-filed per year by the Records Officer for the Office of the Board and General Manager, 

and by the Records Custodian for his/her assigned Division or Section or Unit. It should be 

organized by functions and subject categories or activities, and arranged alphabetically. 

 

Electronic records storage may be done online or offline or near-line as guided by the 

below-stated schemes: 

a. Offline storage, e.g. External Hard Disk Drive, USB, etc., is for records which are not 

frequently accessed; 

b. Online storage, e.g. thru ERPS, is for records which are used day to day; 

c. File storage with a third-party, e.g. Cloud Computing, to allow users to access 

documents from any gadget and from any place especially during emergencies and 

calamities, provided that, there is approval from the General Manager. Provided 

further, that policies, procedures and facilities of the service provider will meet the 

District’s operational needs, legal requirements, the provisions of R.A. 9470 and other 

existing laws on evidence and privacy. 

 

If the District will decide to join the Cloud, the following shall be considered: 

a. Preservation: There shall be mechanisms in place to check the integrity of the records 

stored in the cloud. Cloud Administrators must guarantee that long term or 

permanent records retain their original content, context, and structure while residing 

in the Cloud. 

b. Disposition: Data centers shall create multiple copies of records they store in different 

locations to ensure that data is not lost. The District shall ensure that provisions are 

in place to allow the authorized destruction of all copies of records which have 

reached the end of their retention periods. 

c. Selection of records for the cloud: Decisions on what records to upload shall be 

carefully considered keeping in mind issues related to freedom of information and 

data privacy. 
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Offline storage shall be stored in a storage facility while online storage of the networked 

computer equipment shall be stored in the server room. 

 

3. Records Use and Access 

 

The creation of records within the ERMS as well as their access and use shall take into 

consideration the user’s predetermined roles and responsibilities. Automated workflows must 

be applied to facilitate the efficient use of records in the system. 

 

The history of significant actions related to records stored in the ERMS shall be 

automatically tracked. There shall be a system-generated audit trails which identifies users or 

operators, tracks actions and changes, and allows reconstruction of previous changes in the 

records and in the system according to their exact chronological order. Audit trails are also 

considered as records and shall have their own retention period. It must be kept and secured 

properly by the IT Unit to prevent changes. If any portion of the audit trail is altered, the whole 

audit trail may be questioned as the integrity of the records in the system may be compromised. 

 

The TCWD shall exchange and reuse government data and information in a uniform and 

efficient manner across multiple ICT systems as prescribed in the DICT Memorandum Circular No. 

2014-09001, Philippine Electronic Government Interoperability Framework (PeGIF) – Technical 

Standards) and in keeping with NPC MC 16-01. 

 

The relevant applicable rules of judicial, quasi-judicial, or administrative bodies shall 

determine the admissibility and manner of authentication of these electronic records as 

evidence. 

 

4. Records Integrity, Security and Retention 
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4.1 Paper Records 

 

The Records Unit shall always keep a copy of a correspondence, whether incoming or 

outgoing, in the Records Storage Room.  

 

It shall be organized and labeled according to bureaus, departments, offices, agencies, 

association, etc. in a file folder, legal in size, and arranged according to its date, with the oldest 

in the bottom and newest on top, easily readable and viewable on the filing cabinets. It shall be 

summarized per folder in a proper manner for easy tracking as follows: 

Date Details 

February 20, 2021 Reply letter regarding LBP loan clearance requirements 

January 8, 2021 Letter asking for technical assistance in the preparation of 

500cu.m concrete reservoir Plans and POWs 

January 3, 2021 Bacteriological Test Report for the month of December 2020 

January 2, 2021 Water Source Data Updating Report for the 4th Quarter of FY 

2020 

 

All records inside the Records Storage Room shall be scanned for e-filing and archiving, 

stored in the computer and an external hard disk drive for double retention and preservation 

strategy in case of disasters. Only the Records Officer or his/her duly authorized personnel in the 

Records Unit shall have the sole access to the Records Storage Room. They shall be responsible 

for the security of records at all time. 

 

Confidential records shall be kept separately from the general files in secured file 

containers. Manuals must be stored or kept in a separate area too. It shall be arranged according 

to its uses. 

 

Request for copies of records not created by the requesting party should be approved by 

the General Manager. Should the case warrant it, it should be coursed thru the Freedom of 
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Information Standard Operating Procedures. Either the Records Officer or his/her duly 

authorized personnel in the Records Unit only shall be allowed to pull-out and retrieve file in the 

Records Storage Room. A borrower’s logbook must also be maintained by the retrieving 

personnel for tracking purposes. 

 

4.2 Electronic Records 

 

In order to protect the integrity and operability of the ERMS, the IT Unit shall give access 

to users to a clone or analogous system or copies of records instead of the actual live system. 

 

There shall be an appropriate back up media and systems for storing electronic records 

throughout the records retention period. Back up records are considered records and shall be 

protected in the same manner and to the same extent as records. Backup copies must be placed 

in a different location or building of the District within the Philippines territory. Ideally, media 

and systems used for backup shall be able to support and enable the following: 

a. Secure, prompt and suitable electronic records access and retrieval. 

b. Electronic records in a working format until the authorized date. 

c. Electronic records are not lost because of changing technology. 

d. Flexibility of the medium, i.e. can be used with different hardware or software and 

can be transferred to a different medium. 

e. Records continue to retain content, context, and structure within an system. 

f. Records are protected from unauthorized alteration, destruction, disclosure, access 

or loss whether accidental or intentional. 

g. Data within a records are not altered, deleted or lot once the transaction which 

generated it has been finished. 

h. Records are coherent and the information content and structure of records is retained 

in logical form. 

i. When records are migrated to new software environments, their content, context and 

structure should be linked to software functionality to preserve their executable 
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relations or representations of their associations thereby allowing for the 

restructuring of connections to the original software environment. 

j. Reasonable record restrictions are preserved regardless of physical form. 

 

The storage facility shall be free from dust and magnetic and electrical interference in a 

climatically controlled environment with a constant temperature of between 18 to 20 degrees 

Celsius (optimum: 18 degrees) and a constant relative humidity of between 35 and 45 percent 

(optimum: 40%). 

 

And to ensure that operations and core business are not severely affected by a disaster 

or other unforeseen events, the following basic counter disaster strategies for the protection of 

electronic records shall be taken into consideration: 

a. Protection of the physical environment of storage areas for ICT equipment and 

devices which entails providing fire and water-resistant cases and suitable 

environmental controls; 

b. Identification, duplication and dispersal of vital electronic records; 

c. Periodically scheduled comprehensive system backups; 

d. Preservation of systems and application documentation and passwords; 

e. Provision of maximum systems security to prevent electronic records from being 

unlawfully altered or deleted and to secure against computer viruses, malwares and 

ransomware, etc.; 

f. Assurance that critical work in progress which may not be hacked up or which is 

located outside storage facilities are properly managed in accordance with the 

District’s rules and procedures; 

g. The TCWD shall use disaster recovery systems to ensure continuous access in case of 

cyber attacks. 

h. Conduct of Periodic Vulnerability and Penetration Test Procedure by the District, if 

competent, or accredited service providers. 
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i. The TCWD shall identify preventive measures to secure electronic records from 

damage as a result of disasters. Recovering electronic records from backup media is 

easier and cheaper than retrieving from damaged media. 

j. In cases of weather emergency forecasts, the District shall secure in advance the ICT 

resources and storage media that might be affected. The District shall also power the 

equipments down, if possible, and disconnect them from the electrical supply. It shall 

also be moved to elevated places or the upper floors. See NAP Guidelines on disaster 

preparedness. 

 

C. Records Inventory and Disposition 

 

As an initial step in developing the Records Disposition Schedule (RDS), the TCWD shall 

prepare an inventory and appraisal of its records holding in the prescribed form known as NAP 

Form No. 1 (Annex D). 

  

Thereafter, the TCWD shall establish a Records Disposition Schedule, to be accomplished 

in the prescribed Form known as NAP Form 2 (Annex E) covering its substantive records and those 

records not included in the General Records Disposition Schedule (GRDS) to serve as guide in  the 

disposition of records, subject to the approval of the NAP. Any revision or change in the schedule 

shall likewise be submitted for approval to the NAP Executive Director as needed. 

 

The TCWD shall not dispose any public records without the authority of the NAP, or public 

records that are involve in any case until they are finally decided upon or settled, or financial 

records that are subject of audit by the COA until they are post-audited and finally settled.  

 

The TCWD shall at all times observe the GRDS in determining the disposal of valueless 

records. It shall be installed in every desktop and laptop of the agency with guidelines necessary 

for implementation. Prompters based on the approved GRDS may be built into the system to 
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warn the Records Officer that a disposal action should take place. For electronic records, the 

original record shall be the official records copy. 

 

The TCWD shall not dispose records earlier than the period indicated for each record 

series. However, records may be retained for longer periods if there is a need to do so. 

 

The Records Officer shall conduct a periodic examination of TCWD records, at least once 

a year, to identify valueless records that can be requested for disposal or recommended for 

transfer to the Records Center Division, NAP or TCWD’s storage area in accordance with the 

approved RDS or GRDS. Hence, the Records Officer shall separate the records for disposal or 

retention. 

 

Disposal Procedure 

 

1. Determination of valueless records for disposal 

 

 The Records Officer shall determine the valueless records by checking their specific and 

authorized retention periods using the TCWD’s RDS, GRDS and/or specific laws and regulations 

as the legal basis. He/she shall estimate the volume of the valueless records to determine and 

facilitate economical disposal. 

 

2. Request for authority to dispose 

 

 The Records Officer shall accomplish the Request for Authority to Dispose of Records 

known as NAP Form No. 3 (Annex F) in three(3) copies and properly fill-up the specific record 

series, period covered, volume and authorized retention periods in the RDS, GRDS and/or specific 

laws and regulations are complied with such as: 

a. Financial records that are subject of audit by the COA were post-audited and 

finally settled, and 
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b. The records involved in a case or investigation were finally decided upon or 

settled. 

 

Upon completion of Request for Authority to Dispose of Records and the General 

Manager have approved and signed the request, the Records Custodian shall submit the same to 

NAP. 

  

3. Evaluation of Disposable records 

  

 Upon Request for Authority to Dispose of Records, the NAP shall forward the same to the 

Head of Davao Records Archival Network (RAN). The Head concern shall assign a division staff to 

evaluate the valueless records requested for disposal who shall then prepare and submit an 

analysis report based on his/her evaluation and/or examination. 

  

4. Authority to dispose 

  

 The NAP shall issue the Authority to Dispose of Records indicating therein the mode of 

disposal. 

 

5. Notification of Actual Disposal 

 

Upon the approval of the Request for Authority to Dispose of Records, the TCWD shall be 

notified of its approval. In case the mode of disposal is by sale, the guideline on Government 

Procurement shall be followed in the selection of contracted buyer. A copy of the contract shall 

be submitted to NAP prior to the actual disposal. If TCWD opts to avail the services of the NAP 

official buyer, a letter of availment shall be submitted. 

 

6. Segregation and custody of valueless records 
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 The Records Officer shall supervise the segregation of valueless records and be 

responsible for their safekeeping until their actual disposal. 

 

7. Actual disposal 

 

 Actual disposal shall be witnessed by authorized representatives from TCWD, NAP and 

COA to ensure that the records to be disposed of are the same records that were authorized for 

disposal. 

 

 Electronic records shall be disposed either by degaussing, overwriting, digital file 

shredding, reformatting, and physical destruction of storage media e.g. shredding, crushing, 

chemical decomposition, or pulverizing. 

 

 The TCWD shall not use the landfill method for confidential paper records because it does 

not ensure total destruction and records may be exposed to unauthorized access. 

 

8. Certificate of Disposal 

 

 A Certificate of Disposal shall be prepared in three (3) copies by the NAP authorized 

representative who witnessed the actual disposal of records and ensure that all pertinent data 

are complete. 

 

 In case where the witnessing by NAP Authorized Representative is dispense with, the 

Records Officer shall prepare the said certificate. 

 

 The distribution of copies shall be as follows: Original copy – TCWD, 2nd copy – NAP, and 

3rd copy – COA. 

 

9. Proceeds of Sale 
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 All proceeds realized from the sale of valueless records shall be remitted either to the 

National Fund, Local Government Fund, Revolving or Trust Fund. 

 

10. Disposal of Damaged Public Records 

 

 Disposal of damaged permanent public records and damaged public records that have 

not yet passed their retention periods shall be considered for authorized disposal only upon 

submission to NAP of the following requirements: 

a. Official report pertaining to the non-usability and extent of damage done to 

the records; causes of the damage to the public records; photo documentation 

and information on what other agency records series can the data or 

information of the damaged public records be found; 

b. Request for Authority to Dispose of Records in three(3) copies and properly 

filled-up with the specific records series, period covered and volume of the 

damaged public records, approved and signed by TCWD officials and 

employees concerned. 

c. Certification that the said damaged public records that are subject of audit by 

the COA were post-audited and finally settled, and/or the records involved in 

a case or investigation were finally decided upon or settled; and 

d. If expediency demands and upon the order of the NAP Executive Director, an 

official report from NAP representative who shall conduct an actual physical 

inspection and evaluation of the damaged public records. 

 

Upon issuance of authority to dispose, the same disposal procedures shall be followed. 

 

Transfer of Non-Current Records to Records Center (NAP Form No. 7) 
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The transfer of non-current records/inactive public records to the Records Center Division 

shall be in accordance to the approved RDS for public records of more than five years retention 

period, and upon recommendation of a Records Management Analyst/Archivist based on their 

final evaluation. 

 

The Request to transfer public records to the Records Center Division shall be effected 

upon the recommendation of the Chief, Records Center Division and approved by the Executive 

Director, NAP. These transferred records may be requested for loan or permanent withdrawal by 

TCWD to NAP. Prior to transfer, the TCWD shall maintain a Records Storage Room/mini archives 

of non-current records. 

 

Electronic records that are to be transferred to the NAP must be in a format listed in 

Chapter V.A.2 of this manual. 

 

Transfer of electronic records to archival custody can be carried out through physical or 

electronic/network transfer. Regardless of the means used, accompanying documentation is 

required with each transfer of electronic records. It should not be encrypted or password-

protected unless for confidential reasons. Confidential files shall be done with access protocol 

and by special arrangement. Compression of files is allowed provided that it is a lossless 

compression. The transfer should be guided by the NAP Transfer Protocol and must include the 

following: 

a. Title of records and date range 

b. Unit or office creating the record 

c. Staff person transferring the records 

d. Transfer date 

e. Transfer delivered to [archives staff person] 

f. Transfer method 

g. Records format (s) 

h. Source of transferred records 
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i. Important notes 

j. Folder and file list 

 

For physical transfer, the following media types are acceptable: 

a. CD 

b. DVD 

c. Hard Drive 

d. USB Flash Drive 

e. ZIP Cartridge 

f. Digital Audio Tape 

 

For electronic file transfer, security of contents shall be ensured. 

 

Upon abolition and/or absorption of TCWD, all public records which come into the 

possession of TCWD shall be transferred to the custody of the NAP, provided that, such transfer 

is consistent with the provision of any law or ordinance that declare the abolition and/or 

absorption of TCWD. Records transferred under this shall not be loaned or permanently 

transferred for an indefinite period to another office unless approved by the Executive Director 

of NAP. 

 

Disposal of transferred public records can only be disposed of upon the final 

recommendation of the Records Management Analyst/Archivist with a written concurrence from 

TCWD. But public records of a defunct agency can be disposed of upon the recommendation and 

approval of NAP. Restricted records which have been transferred by TCWD are accessible only to 

TCWD authorized personnel. 
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CHAPTER VI 

ELETRONIC MAIL AND INTERNET-BASED ACTIVITIES MANAGEMENT 

 

Official communications sent or received through email, instant messages, social media 

accounts and voice mails as well as recordings of meetings done through videoconferencing are 

official records and shall be managed and stored as required for functional and/or historical 

purposes in accordance with the GRDS. 

 

When managing electronic messages, the following practices should be observed: 
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a. Official emails must be accompanied by a transmission data that identifies the sender, 

recipients, date and time the message was sent and received. 

b. If email messages are sent or received with no reply expected or necessary in both cases, 

the email shall be printed then filed and captured by the ERMS. 

c. If an email is sent or received and a reply is expected, the email shall remain on the email 

server until the reply is received. 

d. Once the discussion thread has been completed, the original email message as well as all 

related email messages shall be filed in the ERMS, printed and filed. 

e. If an email is sent to a distribution list and the recipients reply to the message, different 

records are generated shall be filed as separate records. These shall be kept until the 

individual discussion threads are completed. Once completed, emails shall be filed in the 

ERMS. To prevent filing of messages with the same name in the electronic repository, the 

system shall provide the facility to add an additional file name to emails to distinguish it 

from each other. Each messages shall be identified as a unique entity. Information 

identifying all parties in the list must be retained for as long as the message is retained. 

f. Any changes in the TCWD Official Website shall be documented and filed. The appearance 

of webpages shall be periodically captured and filed as records for historical and 

authentication purposes. All webpage generated messages, if any, shall also be filed in 

the same manner. 

g. Official transactions conveyed through social media are considered as official records. 

CHAPTER VII 

DATA PRIVACY 

 

As it is the policy of the State to protect the fundamental human right of privacy, of 

communication while ensuring free flow of information to promote innovation and growth, the 

TCWD shall follow the guidelines in the Republic Act No. 10173, otherwise known as Data Privacy 

Act of 2012, and the Executive Order No. 2, s. 2016 of the Office of the President when handling, 

processing and controlling information and/or request for information. 
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 The State recognizes the vital role of information and communications technology in 

nation-building and its inherent obligation to ensure that personal information in information 

and communications systems in the government and in the private sector are secured and 

protected. 

In handling information and requests for information, the TCWD had – It is the policy of 

the State to protect the fundamental human right of privacy, of communication while ensuring 

free flow of information to promote innovation and growth. The State recognizes the vital role 

of information and communications technology in nation-building and its inherent obligation to 

ensure that personal information in information and communications systems in the government 

and in the private sector are secured and protected. 

 

 

 

 

 

 

 

 

CHAPTER VIII 

PUBLIC ACCESS  

 

The TCWD had established a Freedom of Information (FOI) Program that is in pursuant to 

the Executive Order No. 2, s. 2016 of the Office of the President. This program guarantees the 

right of the people to information on matters of public concern. It is recognizes the fundamental 

role of free and open exchange of information in a democracy to enhance transparency and 

accountability in government official acts, transactions, or decisions. 

 



40 
 

For TCWD to efficiently address all requests that are covered under the said Executive 

Order, the requestor shall file his/her request to the FOI Help Desk.  

  

A memorandum from the Executive Secretary dated November 24, 2016, Inventory of 

Exceptions to Executive Order No. 2 (S. 2016), was circularized for the guidance of all government 

offices and instrumentalities covered by EO 2, S. 2016, and the general public. The following are 

the exceptions to the right of access to information, as recognized by the Constitution, existing 

laws or jurisprudence: 

1.   Information covered by executive privilege; 

2. Privileged information relating to national security, defense, or international relations;  

3. Information concerning law enforcement and protection of public and personal safety;  

4. Information deemed confidential for the protection of the privacy of persons and 

certain individuals such as minors, victims of crimes, or the accused; 

5. Information, documents, or records known by reason of official capacity and are 

deemed as confidential, including those submitted or disclosed by entities to 

government agencies, tribunals, boards, or officers, in relation to the performance of 

their functions, or to inquires or investigation conducted by them in the exercise of 

their administrative, regulatory or quasi-judicial powers; 

6. Prejudicial premature disclosure; 

7. Records of proceedings or information from proceedings which, pursuant to law or 

relevant rules and regulations, are treated as confidential or privileged;   

8. Matters considered confidential under banking and finance laws, and their amendatory 

laws; and   

9. Other exceptions to the right to information under laws, jurisprudence, rules and 

regulations.    

 

According to FOI – MC No. 5, S. 2020 dated December 15, 2020 with the subject: 

“Guidelines on Vexatious Freedom of Information Requests and abuse of Rights Thereunder”, a 

request is considered vexatious if it is frivolous, malicious, made in bad faith, intends to harass, 
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vilify or embarrass, or if it possess an actual or imminent danger to the office, its officials or 

employees. 

 

 The TCWD shall consider all relevant circumstances in determining whether or not a 

request is vexatious. The following may be taken into consideration in evaluating requests: 

1. Language of the request; 

2. Burden on the concerned government agency; 

3. Purpose, motive or intention for making the request; 

4. Value of the requested information; or 

5. History and context of the request. 

 

A request is presumed to be vexatious if it involves: 

1. Frequent or overlapping request; 

2. Personal grudges; 

3. Unfounded accusations; 

4. Unreasonably complex request; 

5. Reprocessed data; 

6. All other requests that are meant to harass, embarrass or put into actual or imminent 

danger the life or property of TCWD, its officials and employees. 

The TCWD is not precluded from seeking clarification from the RPs. In case of doubt as to 

the nature of the request, the TCWD may grant the RP the opportunity to clarify and/or modify 

the request, the TCWD shall not immediately deny the same, but shall instead extend advice or 

assistance so that a valid request may be filed. 

 

Despite clarification and extension of reasonable assistance to the RP the request still falls 

under Section 4 of FOI – MC No. 5, S. 2020, the proper authority may deny the request clearly 

stating forth the ground/s for denial and the circumstance/s on which the denial is based. 
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Denial of request on the ground that request is vexatious may be appealed in accordance 

with the appeals process. 

 

 A person whose request for access to information has been denied may file an appeal to 

the TCWD Central Appeals and Review Committee (CARC). The Requestor may also file its appeal 

to the Local Water Utilities Administration, Katipunan Road, Balara, Quezon City. In case the 

decision of the department is unfavorable, the RP may file its appeal to the Office of the 

President. 

 

 

 

 

 

 

 

 

 

 

 

 

CHAPTER IX 

OFFENSES AND PENALTIES 

 

A person who willfully or negligently, damages a public record or dispose of or destroys a 

public record in violation of the provisions of RA 9470 and its IRR or contravenes or fails to comply 

with any provision of said Act and its IRR shall be deemed to have committed an offense. 

 

Any public officer committing any of the unlawful acts of omissions mandated under RA 

9470 shall be punished by a fine of not less than Five Hundred Thousand Pesos (Php 500,000.00) 
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but not exceeding One Million Pesos (Php 1,000,000.00) or be imprisoned for not less than five 

(5) years but not more than fifteen (15) years and/or both fine and imprisonment at the 

discretion of the court without prejudice to the filing of administrative charges that would result 

to such public officer’s perpetual disqualification from public office, and forfeiture in favor of the 

government, of his salary and other lawful income.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHAPTER X 

ANNEXES 

 

ANNEX A. NAP General Records Disposition Schedule 

ANNEX B. Document Tracking System 

ANNEX C. Routing Slip and Referral/Action Slip 

ANNEX D. NAP Form No. 1 

ANNEX E. NAP Form No. 2 

ANNEX F. NAP Form No. 3 
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ANNEX G. NAP Form No. 7 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ANNEX A 
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ANNEX B 

Document Tracking Slip 

 

 

DOCUMENT TRACKING SLIP 

 

Reference No.:  ______________________________________ 

 

Subject             : ______________________________________________________________ 

                             ______________________________________________________________ 

 

SECTION ACTIVITY 
IN OUT 

DATE/TIME SIGNATURE DATE/TIME SIGNATURE 
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ANNEX C 

Routing Slip and Referral Action Slip 

 

 

 

Republic of the Philippines 

TANDAG CITY WATER DISTRICT 

Tandag City 

 

ROUTING SLIP 
 

     Reference No. ____________________ 

FROM : 

 

DATE : 

07/12/21 

TO: 

GENERAL MANAGER 

 

DIVISION HEAD, ENGINEERING 

 

DIVISION HEAD, ADMINISTRATIVE 

 

SECTION 

 

OTHERS 

 

 

 

 

 

 
N.  B. Action must be taken within 15 days from receipt of  

   Correspondence pursuant to the Provision of Sec 5(s). RA 6713 

 

 

 

 

 

 

 

 

 

 

TWD 1991



59 
 

ANNEX C 

Routing Slip and Referral Action Slip 

 

 

 

 

 

 

 

 

 

Republic of the Philippines 

TANDAG CITY WATER DISTRICT 

Tandag City 

 

REFERRAL/ACTION SLIP 

 

      FOR/TO:     _________________________________________  REFERENCE NO. : __________________ 

       ________________________________________ DATE: ___________________________ 

      SUBJECT:                                                                                                    

      ____________________________________________________________________________ 

 

___ URGENT, PLEASE RUSH!   REMARKS: ____________________________________ 

___ See me / Let’s discuss   _____________________________________________ 

___ Draft reply    _____________________________________________ 

___ For review / Initial   _____________________________________________ 

___ For compliance   _____________________________________________ 

___ For comment / recommendation 

___ For review /evaluation 

___ For appropriate action 

___ For information / reference 

___ For dissemination 

___ For file 

___ Return document/s to me   EULOGIO D. MILLA, CE, ASEAN ENG 

                   General Manager C 

      

 

       

       DEADLINE: __________________________ 

 

TWD 1991
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ANNEX D 

NAP Form No. 1 
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ANNEX E 

NAP Form No. 2 
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ANNEX F 

NAP Form No. 3 
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ANNEX G 

NAP Form No. 7 

 

 


