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July 10, 2023

Honorable Officials of the Republic
National and Local Government Authonity

Republic of the Philippines
Dear Collcague in Public Service!

Records management cutrently has mcreased interest among government offices and organizalions
due 1o compliance of regulations and statutes that made the Government Records Officers Assaciation
of the Philippines, Inc. (GROAP) to continzously conducting quality records management seminars o
capacitale records personnel from the govemment and private organizations in proper handlbing of
recards and information. This time, we will be conducting a Traiming and Serminar entitled. "THE
CURRENT TRENDS AND APPROACHES ON INFORMATION AND RECORDS
MANAGEMENT SYSTEM™ on September 6-8, 2023 to be held a1 the Apo View Hotel, located
along Camus S1. comer Bonifacio St Davao City.

It aimed that Records management professionals should adapt and be open to collaboration and
working cross-functionally to develop their road-map for the dentificaon and exploranon of new
sources of corporate records Work-in-progress documents, structured or semi-structured information
require governance, including protection from unauthorized access, use, deletion or disclosure across
their Life cycle

We are cordially inviting Local Chief Executives, Vice Mayors, Sangguman Members, Depanment
and Division Heads, Records Officers'Custodians, Archivists, Administrative Officers/ Assistants,
Secretanes, Legislative StaffOfficers, Lipgn ng mapn Bawrsngay PrecdenteSecretancs/Barangay
Council, as well as other personnel of your officelagency who are involved i handlhing records and
information in thewr respective offices The Seminar registralion fee of Seven Thousand, Eight
Hundred Pesos (P7,800.00) for live-in with two (2) nights’ accommodation and Five Thousand,
Eight Hundred Pesos (Php 5800.00) for live-out shall be collecied payable to Government
Records Officers’ Association of the Philippines, Inc. during the registration ime at the venue
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To confirm your attendance in this capacity enhancement traiming, we reguest that you send through
the sbove email address the master list (excel or wond formeas) of the participants (vee the sample
below) and the nomination shps

Should there be further clanfications about this traaning and seminar, we request that you call or text
these mobile nos. 09171452761, 095131708950, and 09486822602 or through the above email address

Thank you so much and we look forward 10 your participation!

Nimcerely sours,
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SDO Chiefs, Section/Unit Heads
Education Program Supervisors
Public Schools District Supervisor and In-Charge of the Districts

Elementary and Secondary School Heads, and
All Other Concerned

For Information and guidance.

SOCORRO VI DELA ROSA
Schools Division Superintendent
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PROGRAM OF ACTIVITIE

DAY 1:September 6,2023

08:00 AM-10:30 AN ARRIVAL AND REGISTRATION

10:30 AM-12:00 NN REMINDERS AND ORIENTATION

12:00 NN - 01:00 PM LUNCH

01:00 PM - 04:30 PM PRELIMINARIES | LECTURE (FIRST SESSION)

DAY 2:September7,2023

08:00 AM-08:30 AM IcEBREAKER | PRAVER | RECAP

_ 08:30AM-12:00NN LECTURE (SECOND SESSION) | WORKSHOP
12:00 NN - 01:30 PM LUNCH
01:30 PM- 04:30 PM LECTURE (THIRD SESSION) | WORKSHOP

DAY 3:September 8,2023

08:00 AM -08:30 AM ICEBREAKER | PRAYER | RECAP
08:30 AM-11:00 AM LECTURE (FOURTH SESSION)
11:00 AM -11:30 AM CLOSING REMARKS | AWARDING OF CERTIFICATES

SOLIDARITY SONG

12:00NN - ONWARDS LuncH | HOME SWEET HOME

i
"Time waits for no one, so be punctual and seize the day."
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/" THEPHILIPPINES, INC ADDRESS: () 71B, Cenacle Drive, Sanville Subdivision, Tandang Sora, Quezon City

LIST OF TOPICS

FIRST SESSION: BASICRECORDS MANAGEMENT

s« |IMPORTANCE OF RECORDS
s CHARACTERISTICS OF RECORDS

g o WHAT S RECORDS MANAGEMENT? e GENERALLY ACCEPTED RECORDKEEPING PRINCIPLES
<l o GoALOFRECORDS MANAGEMENT e CONCEPT OF THE LIFE CYCLE OF RECORDS
j e PROBLEMS ENCOUNTERED IN MANAGING RECORDS « PHASES OF THE LIFE CvCLE OF RECORDS

s |IDENTIFICATION OF RECORDS AND NON-RECORD o CREATION

MATERIALS o MAINTENANCE AND USE

o WHAT ARE ELECTRONIC RECORDS? s FILING AND RETRIEVAL
n « MANAGING PAPER AND ELECTRONIC RECORDS - = METHODS oF FILING
> DIFFERENCES = PROCESS OF RETRIEVAL
=
a

SECOND SESSION: RECORDS DISPOSITION

* INVENTORY +« WORKSHOP
s APPRAISAL

» RECORDS SCHEDULING

« REcorpsDisposaL

RECORDS TRANSFER

ARCHIVES PRESERVATION

THIRD SESSION: ELECTRONIC RECORDS MANAGEMENT

¢ OVERVIEW AND BASIC CONCEPTS OF ELECTRONIC

RECORDS MANAGEMENT

¢ CURRENT TRENDS IN RECORDS AND INFORMATION
MANAGEMENT SYSTEM

¢ ELECTRONIC RECORDS MANAGEMENT

DAY 2: September7,2023

FOURTH SESSION: ERMCONTINUATION

+ DOCUMENT MANAGEMENT SYSTEM

DAY 3:September8,2023

Ms. EsTreLLa M. Dominco
« Retired Chief Archivist of the National Archives of the Philippines
s NCCA - National Committee on Archives Member

MR. JuaN PAoLO BALACD S ee "
s Licensed Librarian (Topnotcher - Tenth Placer)

« Superviging Administrative Officer of Human Settlement Adjudication Commission y o u ®

]
"To stay relevant, you must invest in your own professional development.” * Suzanne Lucas
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ADDRESS:  71B, Cenacle Drive, Sanville Subdivision, Tandang Sora, Quezon City

PROGRAM OF ACTIVITIES

08:00 AM-10:30 AN

10:30 AM -12:00 NN
12:00 NN - 01:00 PM
01:00 PM - 04:30 PM

08:00 AM -08:30 AM
08:30 AM-12:00 NN
12:00 NN - o1:30 PM
01:30 PM - 04:30 PM

08:00 AM -08:30 AM
08:30 AM-11:00 AM
11:00 AM -11:30 AM

12:00NN - ONWARDS

ARRIVALAND REGISTRATION

REMINDERS AND ORIENTATION
LUNCH
PRELIMINARIES | LECTURE (FIRST SESSION)

ICEBREAKER | PRAYER | RECAP
LECTURE {SECOND SESSION) | WORKSHOP
LUNCH

LECTURE (THIRD SESSION) | WoORKsSHOP

IcEBREAKER | PRAYER | RECAP
LECTURE (FOURTH SESSION)

CLOSING REMARKS | AWARDING OF CERTIFICATES |
SOLIDARITY SONGC

LuNcH | HOME SWEET HOME

"Time waits for no one, so be punctual and seize the day.®



