Republic of the Philippines
Province of Pampanga
Mabalacat City

MABALACAT CITY COLLEGE

FROM THE MINUTES OF THE 3RP REGULAR MEETING OF THE BOARD OF
TRUSTEES OF MABALACAT CITY COLLEGE
HELD ON JULY 22, 2021 2:00 P.M. VIA MICROSOFT TEAMS (VIRTUAL)

PRESENT:

Vice Chairperson - Dr. Michelle Aguilar-Ong  College President

Members -
Dr. Imelda DP. Soriano Representative, ALCU-National
Ms. Rebecca Q. Lising President, MCC Faculty Association
Mr. Niel P. Rigdao President, MCC Alumni Association
Mr. John Khyle David B. Villanueva President, MCC Student Council
Secretary of the Meeting -
Atty. Charmaine P. Lansangan-Venturina
ABSENT:
Chairperson - Hon. Crisostomo C. Garbo Mayor, Mabalacat City, Pampanga
Hon. Krizzanel C. Garbo Chairperson, Committee on Education,
’ Sangguniang Panlungsod, Mabalacat
City, Pampanga
X X
RESOLUTION NO. 39
Series of 2021
APPROVAL OF THE QUALITY ASSURANCE AND ARCHIVES POLICY FOR
INSTITUTIONAL FILE NAMING CONVENTION AND RECORDS KEEPING

SYSTEM
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WHEREAS, Article III Section 6 of the City Ordinance No. 60 s. 2016 generally known as
The New Charter of Mabalacat City College, the Sangguniang Panlungsod empowers
Mabalacat City College to exercise the general powers prescribed by this Ordinance in
order to carry out and perform the powers and functions are hereby vested exclusively
by the Board of Trustees;

WHEREAS, Article Il section 7 (a), of the City Ordinance No. 60 s. 2016 generally known
as The New Charter of Mabalacat City College, the Sangguniang Panlungsod of
Mabalacat City empowers the Board of Trustees to promulgate sound policies in
accordance with the declared state policies on higher education as well as with the
policies, standards and thrusts of the CHED to be implemented in the College;

WHEREAS, Section 2 of Republic Act N0.9470 provides that all public records with
enduring value, held by government offices, including, but not limited to, all branches of
government, constitutional offices, local government units (LGUs), government-owned
and -controlled corporations (GOCCs), state universities and colleges, Philippine
embassies, consulates and other Philippine offices abroad shall be transferred to a
permanent government repository for proper management, control and regulation of
record disposition;

WHEREAS, to comply with the requirements of RA 9470, an act to strengthen the system
of management and administration of archival records, establishing for the purpose the
national archives of the Philippines, and for other purposes, MCC shall give utmost
priority for the safeguard, protection and preservation of its documents and records;

NOW THEREFORE, BE IT RESOLVED, as it is hereby resolves, that the Board of
Trustees approved, as it hereby approves, the following policy:

AND RECORDS KEEPING SYSTEM POLICY

$ INSTITUTIONAL FILE NAMING CONVENTION

I. Background

The Republic Act 9470 or the National Archives of the Philippines Act of 2007 was
promulgated to be followed by all government agencies and was made for better
coordination in the management of all government records and public archives. This
includes the creation, general protection, use, storage and disposition of public
records (National Archives of the Philippines, 2009, p. 1715). In its Implementing Rules
and Regulations, it required the establishment of a Records and Archives Management

Program that called for, among others, the creation and monitoring of records of “all final
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official acts, decisions, transactions or contracts pertaining to their functions”. All

agencies were tasked to develop a uniform filing system in order to maintain and control
these records (National Archives of the Philippines, 2009, p. 1719).

Also, Article III, Section 15 of the same act states that “all government offices shall
regularly conduct an inventory of their public records.” Through the conduct of an
inventory, the institution will be able to establish systematic records keeping and
promote awareness to its departments and units “of the importance and relevance of
records and archives as significant aspects of Philippine cultural heritage” (NAP
Guidelines on National Inventory of Records, 2012, p.2)

The College integrates quality in all its activities as part of its thrust to achieve its vision
and mission. Part of the ISO 9001:2015 Quality Management Systems requirements

states that when an organization creates documented information, it should have an

adequate and appropriate identification and description so that its use, protection and
control can be ensured (International Organization for Standardization, 2015).
II. Definition of Terms

As per National Archives General Circular No.1 of 2009, the following terms are defined
as such:
1. Access - refers to the granting of permission to:
a. Use the reference service of an archives institution;
b. Examine and study individual archives and records or collections held by
archives;

c. Extract information from archives and records for research or publication.

2. Archives - shall refer to:
a. Public records, papers, periodicals, books or other items, articles or materials,
whether in the form of electronic, audio-visual, or print, which by their nature and

characteristics have enduring value, that have been selected for permanent

preservation;
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b. The place (building/room/storage area) where archival materials are kept and

preserved; and,
c. An organization (or part of an organization) whose main function is to select,
collect and preserve archival records and make such records available for public

use.

3. Document - refers to recorded information regardless of medium or characteristics;

frequently used interchangeably with “records”.

4. File - refers to:
a. A folder containing records;
b. A collection of records involving a specific name or topic;
c. A class of records in a separate group or serious of file drawers; or

d. The operation involved in arranging records in a systematic order.

5. Preservation - refers to all actions taken to retard deterioration of, or prevent damage
to, cultural materials and controlling the environment and conditions of use may include

treatment to maintain materials as nearly as possible in an unchanging state.

6. Public Records - refer to a record or classes of records, in any form, in whole or in part,
created and received, whether before or after the effectivity of RA 9470, by a government
agency in the conduct of its affairs, and have been retained by that government agency

or its successors as evidence or because of the information contained therein.
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