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signatures, seals, texts, images, sounds, speeches, or data compiled, 
recorded, or stored, as the case may be: 

 
i. In written form on any material; 
ii. On film, negative, tape or other medium allowing its reproduction; or 
iii. By means of any recording device or process, computer or other 

electronic device or process5  
 

i. Records Disposition Schedule  refers to the scheme used to determine 
the records of a unit or office that must to be retained, including the period 
of retention and storage location; and disposed, including the manner of 
disposition. 
 

j. Records Management System  refers to the system that involves the 
capture and management, including the access, of records.  

 
k. Records Management  refers to the 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 the policies and transactions of the 
government.6 

 
l. Records Lifecycle  refers to the phases that a particular record passes 

through; 
 

m. Staff  refers to University of the Philippines Diliman staff, including 
Research, Extension, and Professional Staff (REPS) UP contractual 
personnel, Non-UP contractual personnel, and retirees as well as UP 
Diliman Faculty, including visiting faculty; 

 
n. Units and Offices  refers to University of the Philippines Diliman 

academic units and administrative offices; 
 

o. University of the Philippines Diliman (UP Diliman/University)  refers 
to the University of the Philippines Diliman, an autonomous constituent 
university of the University of the Philippines System. 

 
Chapter II. Records Management System 

 
Section 3. Records Management System  Every unit or office is mandated to create 
a Record Management System. The System must be consistent with this Policy and 
other pertinent issuances by the UP Diliman Administration such as but not limited to, 
the Data Classification Policy7, UP Diliman Privacy Manual8.  
 

 
5 Sec. 4(x), R.A. No. 9470 
6 Sec. 4 (z), R. A. No. 9470 
7 UP Diliman Data Classification Policy, Data Protection Team Memorandum Reference No. EBM 19-03, dated 2 
January 2020 
8 UP Diliman Data Privacy Manual, Data Protection Team Memorandum Reference No. EBM 19-02, dated 11 
November 2019 
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Provided: That, the established Records Management System created by the 
unit or office must also be consistent with the following: National Archives of the 
Philippines Act of 2007 and the pertinent issuance of the National Archives of the 
Philippines and the Data Privacy Act of 2012 and pertinent issuances of the National 
Privacy Commission.  

 
Section 4. Record Values Classification  It is incumbent upon every UP Diliman 
unit and office, as an instrumentality of the government, to keep all its public records. 
To achieve this, every unit and office is responsible for the adequate documentation 
of the conduct of its affairs, including the services and programs they are responsible 
for.9  
 

Records have primary and secondary values. The primary value of a record is 
its operational value, meaning, these are records of the administrative, fiscal, and legal 
operations, or those that pertain to the fulfillment of the mandate of an office or unit.  

 
The secondary value of a record, on the other hand, is its organizational value. 

This pertains to the value possessed by a record, by virtue of its contents, other than 
for the purpose for which it was created.10 Historical, research or informational, 
symbolic, and evidential values are examples of secondary or organizational values. 

 
Section 5. Records Lifecycle  The lifecycle of a record has five (5) stages, each 
stage is composed of distinct events, viz: 
 

i. Creation 
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Chapter III. Records Management Process: Creation and Capture, 










