REPURLIC OF THE PHILIPPINES H
DEPARTMENT OF EDUCATION Q
ADMINISTRATIVE SERVICE ' Sl
Deplid Complex, Meraleo Avenue "
Pasig City. Philippines DEPARTMENT § OF EDUCATION

DepEd Mcmorunégion%: APR 052008
No. 143 s. - .

CREATION OF A TECHNiCAL WORKING GROUP {TWG) AND PREPARATION
OF DEPED RECORDS MANAGEMENT OPERATION MANUAL

To: Undersecretaries
Assistant Scerctarics
Burcau Directors
Regional Dircctors
Director of Services/Centers & Heads of Hnits
Schools Division/City Supcrintendents
Heads, Public Elementary & Sccondary Schools

I, In pursuant to Rule 2.6 Arucle 11 of DECS Order No. 13-B serics 1988 (Rules and Regulations Governing
the Coordination of Records Management and Archives Functions) published on page 2590, Vo, 84, No. 19
of the Official Gazetic. cach government agency shall acvelop and maintai» a Records Managetment
Opcrations Manual, This Manual shall contain the functions, organizational chart of the records unit. policics
and standard aperating procedurcs on rccords management activitics.

2. In view thereof. a Technical Commitice and Technical Working Group (TWG) for the preparation of said
Manual arc hercby created composced of the following:

Technical Conunitiee

 Chairman - “Usee Ramon C. Bacani
Underscerctary

Co-Chairman - Usce Franklin C. Sunga
Undersecretary

Vice chairman (Administration) - Asec Jesus G, Galvan

Assistant Scerctary

TWG Coordinator - Dir. Maximo C. Aljibe, Ph. D,, CES0 1V
Director 111, Administrative Service

TECHNICAL WORKING GROUP (TWG)

Members:

1. Nanctte R. Mamoransing - Chiel Administrative OMicer

2. Emeslo M. Sayo - Supervising Administrative Officer — Central Office

3. Anita Lardero : Supervising Administrative (MTicer - NCR

4. Fc Espcranva E. Bias - Administrative Officer V., Fegion (11

5. WNimfa G. Beltran - Admintstrative Officer V., Regian VIII

6. Ellen Detalo - Admimstrative Officer V. LARAGA

7. Evclyn Tadifa - Administrative Officer V, Region |

8 Geronima Nadcela - Administrative Officer V. CAR

9. Nestor T, Vallgs - Administrative Officer 1. Central Office
*10. Rose Maric D. Moscoso - Administrative Officer 1, Centrat OfTice

11. Josephing Cruz - Pringipal. Rizal National High School



Legal Adviscrs - Atty, Macur Marchombsar
Chicf. Legal Division

- Atty. Domingo Alidon
Lepgal Officer 111
President. DepEd Emplovees Union

- Atty. Luis Lao, Jr.
Lepal Officer I
DepEd NCR

Two (2) Records Management and Archives Office Consultants

3. The Technical Working Group (TWG) shalt be in-charge of the preparation of the DepEd Records Management
Opcration Manual and the 1% drafting of the said manual shall be conducted on May 3-6. 2006 at Tagaytay City.
Subsequently, a seminar-workshop will be conducted to review/critic/evaluate cte. the 1™ drafi of the Manual. The
Technical committee shall then review the dralt manual and recommend its approval to the Secretary.

4. An annotated outline of thc Manual shall be prepared by the Technical Working Group (TWG) and presented to
the Technical Commitice prior Lo the drafting workshop.

5. To provide sccrctariat support to the Technical Committee and Technical Working Group (TWG), the Records
Division. Administrative Service. Central Office shall designate personncl to constitute the Technical Working
Group (TWG) secrctariat.

6. All expenses incurred by the Technical Committee. Technical Working Group (TWG) and the Sceretariat like
board and lodging. Honoraria. Extra Essential Scrvices, supplics & matcrials, other incidemtal expenscs and
traveling cxpenses shall be charged against OSEC funds subject to the usual accounting and auditing rules and
regulations whilc traveling expenses of the Regional TWG members shall be charged against their local unds.

7. Immediate dissemination of this Memorandum is desired.

K.,' ¢ - A!‘-\n--:

RAMON C. BACAN]
Undersecrelary
Officer-in-Charge
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