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1. Tha Minlslry of Ehusatinn and Tulfure will sondust a

deiional-SeminaWorkahop on Recards Managesent for —ecards af-

fleers on May 1i=18, 10789, at the “reining fenter, MEC-Loameonrd,
AATTCLAT08, . Manila,

2. Recorits affizerg, or in their sbscues, personrel porw
Zorming the ot of Tecards sfficer in svery office, rugicooal of-
fice and astate tollege way attond thia progrem.

Ja Bttarhed iz a trairing weriehoot and o ligt of pirtics
ipants from central And regiomnal offises. ivdisions which
geaira to send officizls for trainding may dc wo.

4. Fach participant will be rogquired to nay #80 for tradco
ing fee oateriala. A1l expensss incident te attendsacs in this
Frogram will be charged against lacul furds subject to the aewal
accounting and nuditieg rule= and rogulationg.
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Training Wordehect
Eecords Managenent Jerinar-itarkshop
M=y 1aA=18, 1979
MEC Praining Cermter
Arroceros, Manils

RATIONATLE

Records mansgement is undoubtedly an irntesral part of
avery orgemimation, public or privete. It im the cenfer aof
CcReravion by reawon o 1ts irherent functiorns. Mismansgenernt
of records may result in inefficiency and ineffectiveneds of
every office, Racorde ae working tools are valuable and,
tinerafors should be used effectively.

The oragtion, msintsnance, retirement and gispogition
of recorda sre costly hemcs, all officialz and epplaymes should
gee to 1% that records management activities mre done with
maxlmim sconomy, efficiency and cifectiverees,

Howaver, it has been found that the imolementaticn of the
Integrated Hecrganization Plar in 1975 resuited in the 951 N-
ment of saveral new Records Qfficers in thc regienal offices,
majority of whor are new ir 4he posifiopn and hsve hed no training
iln Records Manazopcnt, They lave fournd themaelves at a Lloga,
more ofton than not when problems in records keepirg and dise
poditicon aofur.

This aswinar-workshop bas besn conceived %o, hopefully,
oroate =glutions Yo problend in records managsoent oklaining
1n the centrsl and regionel offices for betier coordinztian
and effectiva work performarce. I in intended to provide
hawic techhiques and working guides in the Tield of records-
management to anablc the particivanis to acguire the gkillis,
attitudes and loigw-how jecoEaary to overoone satiefectorily
the averydey problems in resords moangfemeant,

COTREE J0ORTENT
Thim course is divided into two phoses: Part I, which
provides the theoretical framework of the ayatom ard Part 1.
®hich gives practicin wotivities and opportlnity to the partd
Ccipanta to visit some offices upder thim Minisiry. The
following are the topice for +the couarme: '

1. The Hole of Effictent Records Management in the
Overall Governent Development Frograpm

2. Whot Records are, Thelr Importomte and the High Qoat
" of Craating Than

3« Concept of Records, Iﬁs Life Cyelo end Spurces

4, MNeed for Controls mmd Gurides in the Maintenonce
and Control of Reecerds Crection












'H'E‘ll' L -
el Major Fields in Recorde Creation
4.1.1 .Mail MEnﬁgem&nt

4,1.1.1 Gtwgtegies in Improving .
Mail Qperations

4,1.2 Files Managemrent
4,1,2,1 Tiling ama Finding Operaiiona
4al,2s2  Initizl Freparation of an
Tuds viduel 'a/bAcennyte Pile
Claggification CGuide

4.2 Qonirols and Guides ir the Meintenanco ond
Confrel of Recorde Creotion

42,1 TImproving Mail Operaticons

4,2.¢ Tiling ond Finding Operstions

4.2;3 Initizl Preparation af an
Irdividual's/igency's File
Clasaification GFuide

S5« Administration of Reocorda Dispositicn dctivities in
Line With The Records Disvositicon Frogram

5.1 Records Inventory avd Aporeisel (HTA)
5,2 "Records Retarmiion angd Diapﬁﬂal Enheﬂule {BREDS)
2+3 Hronafer of Recorde

t

Sed  Initiasl Preparotion of the Individeal Apemey'a/’
Recordd Retention ond Diaposal Schedule

. Legal Aspocts Twwolved in Rﬁcﬂrds'MEnagem£n$
Te Btandard Operating Frocedure in Rncurﬂs'HQHEEEmaﬂt
5. Enrreﬂpnndanﬁe Yanazement |
9 Security of Records
THAIRLNG STRATEGY

This seminar~vorkshop @hall be condueted 1o nine lectuwre -
dlzcussior gdesplone. Open Forum shall follow each lecture and
a4 Tour to s2ome Records (ffices under the NBEC will he made at the
end of the seminer—worishop. Hocoh day?s gession shall eormence
a2t B:30 eum, and 1170 Belley and end at 11130 a.m. asd 4:50 Palt,
respectivily, Fifiy-one records officepg =isll compore tixe paie
Thelpwie, They ahsll be chosen in 2uek a woy thuat every region,
unit, division or oflfice is represdentod,
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Aftar o E h of tbe five-dqy sEmlliruwurkahnp +tha

partlcipants,

gt least Eﬁﬁ-succeas Fhallbe =ble %o:

1. Rea;lzm tﬁe rala ‘mnd ing oTiance off éff;ﬂlenu rEuﬂrﬂE
_ mana%:gEﬂ# i whe! aversll Envernﬁent ﬂbvelnnmnnt
RTOS S :J_! oo
y . ; _

2y Fur%har fam1llarlze Wit H tha retura of rogerds,
thﬁlr 1mp¢rtanne and the high comt Aafe rn&ting themn

e 'Preparé an agaﬂcy's f:le ulaablf:n vtion guide

4. TFully hpﬂljfthﬂ rerards mﬂmﬂvemﬁrt tenhrlquas 82 o
whale 1n Evervﬁ&¥ WDPH S _ . :

PARTICIFANTS | C i _' S .

Thxs Edmlﬂﬂruwvrﬂﬁnnp 13 1ntended ‘for records officers
oX; in their abagnce, rerganzeld porforning the job of a rocords
officer whnse ‘names gpoEar beiﬁw* '

1y
2.

mr ﬁxriln I. E:ElquEE, HRRecarﬂB Officer ¥V — WRED -
My, Huoben 4, Felix .- - {40 m IIF: - roc
Mr, Heyhaldo 'T, S2lwvdg - do - 118w MEC-ITCR
Migg Peliciths F. @8 Lip - do = ITF -~ ZDPITAF
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©Mry Plonisio M. Hageng mda - 1l .= = dp =III
Mr. ‘Flaorercio H. Hernandesz - - dc — IL - = = do = IV
Mr. Renato 3. ‘Angelca - - do = IT =~ = dg -
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