Republic of the Philippines
MHlountain Province State Polptechnic College
(Bontoc, Mountain Province

RESEARCH DEVELOPMENT AND EXTENSION SERVICES

TERMINAL REPORT

GENERAL INFORMATION

Activity: Empowering DepEd Teacher on Records
Management

Date & Time of Activity: April 29-30 and May 1, 2021

Venue of Activity: Betwagan National High School, Betwagan Elementary
School and Anabel Elementary School

Proponents: Bachelor of Science in Office Administration; RDE

Facilitators: Research Development and Extension Staff; BSOA
Students; BSOA Alumni

Participants: Deped-Sadanga District (Riverside Cluster)

Budget: P50,195.00

Source of Fund: Extension Fund= P32,195.00

Sadanga District = P18,000.00

NARRATIVE REPORT

Mountain Province State Polytechnic College (MPSPC) regularly conducts
extension services as part of its mandate. Through the years, the College aims to serve
various communities and clientele through its diverse expertise to reinforce
community development and empowerment. Moreover, in the achievement of such
purpose, the creation of departmental programs enabled demand-based extension
services. The Office Administration Department, with its extension program: Key
Skills in Office Management (KSOM) strives to assist communities, local governments,
and other organizations with its core Services-Records Management, Management of
Meetings and Completed Staff Work.

We all rely on information to work effectively and to build the knowledge for
ourselves and the organizations we are in. Records Management refers to efficient and
systematic control of creation, receipt, storage, maintenance, use and disposition of
records, including processes for the capture and maintenance of evidence of and
information about business activities and transactions in the form of records.

This activity is conceptualized in response to the request from the Sadanga-
District for assistance in organizing and managing their school records.

On the first day, the opening programs was held with the singing of the
Lupang Hinirang, then Prayer and opening remarks given by the School Principal of
Betwagan National High School. It was followed by the overview of the activities and
introduction of resource persons. After which, the training proper started with a pre-
test administered by the facilitators. Then the first topic was delivered by an Alumni
Ms. Laire S. Ligligen on Classification of Filing, followed by the presentation of BSOA
faculty member, Ms. Febie Liza L. Lengwa on Indexing system. On the afternoon
session, Ms. Liberty Tudlong, a faculty member also of the department discussed
Records life cycle, wherein she discussed how records and filing started and as to
where filing starts and ends, creation and disposing properly. After her topic, a
workshop was facilitated by the extension staff and the speakers wherein
participating schools has their SWOT analysis, after which, their strengths and
weaknesses were identified. After the workshop, planning for the second day activity
was done.

On the second day, the scheduled activity was to conduct hands-on assessment on
the recent filing of partner schools. First, the team went to Anabel Elementary School
wherein upon arrival, the teachers were disposing non-permanent files that were filed
years ago. The School head then showed us their filing cabinets and we were able to
identify misfiled documents and the mis labelled ones. We then suggested that they
may file their documents per area such as, Finance files containing PR’s, OBR’s,
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Statement of Accounts and Budget files. Personnel files also may contain form 121
of employees, PDS, application letters, promotions, and files that are concerned with
personnel. Lastly, files for their SBM were identified and placed on one shelf for easy
accessibility. In the afternoon, Betwagan Elementary School was attended for their
hands on assessment. Upon arrival, we witnessed the teachers fixing their files as
they just transferred to the new building. They sorted their files one after another and
we checked on how they arranged files according to subject. The files were not
arranged from recent files to files from 5 years ago, so we helped them file them
properly. They also shared their sentiments on filing, records keeping that they, as
teachers cannot attend to these most of the time because they are loaded with
modules and other requirements for their teaching. Therefore, we suggested that they
should have one administrative staff to serve as their record keeper.

On the third day, we allotted it for the closing program. School heads gave their
observations and recommendations. It was followed by post-test and evaluation of the
activity. The closing program then ended with the closing remarks of the Extension
Director, Mr. Elmer Pakipac. Picture taking followed afterwards.

PHOTO DOCUMENTATION

Pictorials from the three-day training.
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III. RECOMMENDATION

V. ATTACHMENTS
(attendance sheet, approved activity design)

Prepared by: Noted:

LAIRE @LIGEN EL . PAKIPAC
Research Assistant 1/ BSOA Alumni Direct! tension Unit
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RESEARCH DEVELOPMENT AND EXTENSION SERVICES

ATTENDANCE SHEET

Title of Activity: Empowering Dep.Ed Teachers on Records Management

Date & Time: April 29-30 and May 1, 2021

Venue: Betwagan National High School

No. NAME GENDER UNIT/OFFICE/ SIGNATURE
DEPARTMENT
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CERTIFICATION - NS

This is to CERTIFY that the above is the true and correct attendance list of the
participants/facilitators/ secretariat of the above-mentioned activity.

This is to CERTIFY that the meals/snacks claimed for payment by the caterer was served to the above
participants.
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RESEARCH DEVELOPMENT AND EXTENSION SERVICES

ATTENDANCE SHEET
Title of Activity: Empowering Dep.Ed Teachers on Records Management
Date & Time: April 29-30 and May 1, 2021
Venue: Betwagan National High School
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CERTIFICATION
This is to CERTIFY that the above is the true and correct attendance list of the

participants/facilitators/ secretariat of the above-mentioned activity.

This is to CERTIFY that the meals/snacks claimed for payment by the caterer was served to the above
participants.
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RESEARCH DEVELOPMENT AND EXTENSION SERVICES

ATTENDANCE SHEET

Title of Activity: Empowering Dep.Ed Teachers on Records Management

Date & Time: April 29-30 and May 1, 2021

Venue: Betwagan National High School

No. NAME GENDER UNIT/OFFICE/ SIGNATURE
DEPARTMENT
F | LGBQT | M
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CERTIFICATION

This is to CERTIFY that the above is the true and correct attendance list of the
participants/facilitators/ secretariat of the above-mentioned activity.

This is to CERTIFY that the meals/snacks claimed for payment by the caterer was served to the above
participants.

Chairpersorf, BSOA Department
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CHERWAY GROCERY
Poblacion, Bontoc, Mountain Province
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CAFE DAVANNA AND CATERING SERVICES
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FLORMAS FOODHAUS AND BAKESHOP

Samoki, Bontoc, Mountain Province
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