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	RECORDS INVENTORY AND APPRAISAL
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	Branch
	Division/Section
	Telephone No.

	
	
	

	Address
	Person-in-charge-of-files
	Date Prepared

	Records Series Title & Description
	Period Covered
	Volume (cubic meter)
	Location of Records
	Frequency of Use
	Duplication
	Time Value
(T / P )
	Utility Value
(Adm / F / L / Arc)
	Retention Period
	Disposition Provision

	
	
	
	
	
	
	
	
	Active
	Storage
	Total
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	NAME AND POSITION
	DIVISION CHIEF / BRANCH DIRECTOR

	Prepared by:
	Approved by:



LEGEND:
	TIME VALUE :
	T – Temporary     P – Permanent

	UTILITYVALUE: 
	Adm – Administrative     F – Fiscal     L- Legal     Arc – Archival
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