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CREATION OF RECORDS MANAGEMENT IMPROVEMENT COMMITTEE (RMIC)

To:  Assistant Regional Director
Regional Office Division Chiefs
Schools Division Superintendents
Schools Division Records Officers
All others concerned

1. Pursuant to Paragraph 3.4 Article 111 of the National Archive of the Philippines
(NAP) Circular No. 1 dated January 20, 2009 and Department of Education
Memorandum (DepEd Memo) No. 105, s. 2022, the Regional Office shall create a
Records Management Improvement Committee (RMIC) as an advisory body on the
development of records management and the Chairman and the members of which
shall be designated by the Head of the Agency.

2. Attached as enclosure is the composition and functions of DepEd-CAR
Regional Office RMIC.

3. Schools Division Offices shall constitute their respective RMIC following the
composition stated in DepEd Memo No. 105 s. 2022.

4, For information, guidance and compliance of all concerned.

ESTELA P. LEON-CARINO EdD, CESO III
/Director IV/ Regional Director 9{

ADMIN/MAB/Records/dpe
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Enclosure to RM NO

023.2023

1. The DepEd-CAR Regional Office RMIC shall be composed of the following:

Chairperson:

Regional Director

Vice Chairperson: MAKSIM A. BOTILAS PhD
Chief, Administrative Services Division

Members:

ESTELA P. LEON-CARINO EdD, CESO III

The Chief or his/her duly designated representative for the following offices:

Office

Chief

Representative

Curriculum and Learning
Management Division

ROSITA C. AGNASI

ROSEMARIE A. YANGKIN

Education Support
Services Division

EDGAR H. MADLAING

MAYCLAIRE A. JIMENEZ

Field Technical Assistance
Division

ETHIELYN E. TAQUED

ELVIRA M. CUDLI

Quality Assurance Division

CLEMENTE D. BANDAO

ESTHER L. GALLOTAN

Policy, Planning and
Research Division

GEORGINA C. DUCAYSO

MELANDRO L. PAYANG

Human Resource
Development Division

SASHA JOSEPH P.
DAGANOS

EMMANUELA M. GABOL

Administrative Division

MAKSIM A. BOTILAS

CORNELIA C. ADACI-
DULNUAN

Finance Division ATTY. SEBASTIAN G. | CRISTINA L. PAQUIT
TAYABAN
Legal Unit ATTY. VANESSA B. FLORA | DALTON S. TELIAO
ICT Unit JUMAR B. YAGO-AN GLENN P. PAPA
Public Affairs Unit CYRILLE GAYE B. | MANILYN BOTILAS
MIRANDA
Secretariat: DAISY P. ESWAT

AO V, Records Section

LETECIA M. RAMOS
Legal Unit

VALENTINA CONCHITA S. BALURA
Accounting Section

MARVIN JOHN C. FLORES
Human Resource Development Division

2. The Committee, shall among others, perform the following functions:

a. Provide oversight and guidance on the implementation of a systematic
Records Management Program in all phases of records management
(e.g. creation, maintenance, and disposition);




Recommend documents that are of continuing value for preservation,
and which are for immediate disposal;

Determine the retention period of the agency’s records and formulate
the Records Disposition Schedule, subject to the approval of the agency
head and the final approval of the Executive Director of the NAP;

Formulate policies and techniques for repairing damaged records and
take positive steps to prevent loss and unauthorized destruction of
records;

Establish a repository for the storage of records which are no longer
needed by the agency, but which are not yet ready for disposal or a
program to transfer records to the Records Management and Archives
Office; and

Conduct annual inventory of records in their respective
division /unit/section using the National Records Inventory Form for
consolidation and submission to NAP by the records Section.
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Depkd MEMORANDUM
No. 105 . s 2022

RECONSTITUTION OF RECORDS MANAGEMENT
IMPROVEMENT COMMITTEE

To: Undersecretiaries
Assisiant Secretaries
Mirster, Basic, Higher, and Technical Educations, BBARMM
Bureau and Service Directors
Regional Directors
Schools Division Superintendents
All Others Concerned

pon

Pursuant to Paragraph 3.4, Article HI of the Natonal Archuves of the
"'Hihp;}!nt“\ {NAP} Circular No. 1 dated January 20, 2004, which states that each
agency shall create a Records Management Improvement Committee (RMIC) as
an advisory body on the development of records management, the Chairman
and members of which shall be designated hy the Head of the Agency.

2. The Committee shall, among others, perform the following functions:

a. Provide oversight and guidance on the mplementation of 2

systernatic Records Management Program in all phases of records
management {€.g., creation, maintenance, and disposition).

b, Recommend documents ihat are of continuing value  for
preservation, and which arc for immediate disposal;

¢. Determine the relention perind of the agency's records and
formulate the Records Disposition Schedule, subject 1o the
approval of the agency head and the final approval ol ithe
Sxecutive Director of the NAP:

d. Formulate policies and techoigues for repairing damaged records
and take positive steps w0 prevent foss and  unauthorized
destruction of records; and

e. Establish a repository for the storage of records that are no longer
needed by the agency, but which are not vet ready for disposad or

i a program 1o transfer the records to the Records Management and
Archives Office,
3. Depld Memorandum {(DM) No. 140, 5. 2010 itded Creation of Records

‘Management Improvement Committee, is repealed and modified aceordingiy,
RMIC shall now be reconstituted with the following composition:
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COMPOSITION OF THE RECORDS MANAGEMENT
IMPROVEMENT COMMITTEE {RMIC)

Department Executive Coordinator ;o Undersecretauy for Adminisiration
Department Executive Co-Coordinator : Director, Administrative Serviee
a. Central Oﬂ‘ice Comm_ittee ) )

Chaiman ‘ Und(' sm rctan for *\dmm:btratmn

Vice Chairman o Underwcretan for | xmm ¢

“Members o SXECOM Lead, or his/ her duly designated
re prf:"ﬁ('nlatwe {for the folt nwme; Strands:

Office of the Secretany
Administration
Curriculum and Insiricnon
Finance
Jovernance and Ficld Operations
Legal Aftairs
Human Resource and Organizational
Development
Legislative Affairs and Partnerships
Chief, Records Mvision
Assistant Chief, Records Division
Section Chicfs, Records Division
One representative cach from:

Legal Service
- Finance Serviee
- Bureau of Human Resource and
Organizational Development

s 2 ¢ & 2 o @

“Secretariat

s 08 0.

b. Reginnal Oﬁ'ice Committee
__Chairman - Hcgmnal Dm&tor
Vice Chairman B { Chief, Admmhtmnve Umswn

The Chief or his; her duly designated
represenfative for the following offices:

PR

+«  Curricutum and Learning Management
Division

Education Suppon Services Division

Field Technicat Assistance Division
Quality Assurance Division
Policy. Planning. and Researrh Division
Human Resource Prevelopment Division
Administrative Division
Finance Division
jegal Unit
Informarion And Communications Technology
Serviee T Uny
o s Public Affairs Unit

Secretariat Y “Section Chiel, Records Section
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[ ]

.o Administrative Officer, (Records Officen
: Records Section
«  One representative each from:

Legal Section



Flance Section
Foaman Resoune Developinent Jiuvso

c. vaxsxon Oﬂ'ice Comnuttee

Chairman Assistant Schools Division Supertatendent
Vice Chairman \.l el Addpunisinative Section and Fnance Secton
Members Phe Chiet or s her aub sdesigivted representai e

tur e itii;n'ﬂ.h-g(h.lu_\.

s Curricdian implemeniauon Division

e mchooss Coversie e aned GPemions DELsei
s Pirance
e rimmistrathe
e lega
e i
Secretariat T e Chuet Reoords Loy
o Adtnivvistratice Officer ideeords Ot e,
Records Unit
«  DHW TCPRI Sentalive caen o
ii‘LHi st
Frogaroe Unn
Fersonnel Unit

Foromore iniormation, all cancerned ey coniac: thie Records Division-
Admxmstratxve Service, H:‘pe::'?;‘r){*x‘u af Foucaran thepbeds Cenrred Do, Dentld

Comple~x, Mersleo Avenue, Pasig Chiv at telephone aumiber 6337215

A Hinmedete dissemination of thns Memoranden: s desired,

By Authoriny ol the Sectetar
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November 16, 2022
To: All Schools Division Superintendents

All Division Records Officers
All others concerned

For information, guidance, and compliance.

ESTELA P. LEON-CARINO EdD, CESO III
Director IV/Regional Director

For the Regional Director:

(
Assidgtant Regional Director
JADMIN/Records/dpe
7
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