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Republic of the Philippines

OFFICE OF THE SECRETARY
EtiipUca* Road Oil man
1100 Quezon City

SPECIAL ORDER

No. 5
Series of 2023

SUBJECT: AUTHORITY TO CONDUCT AND PARTICIPATE IN THE SEMINAR-
WORKSHOP ON PRESERVATION OF RECORDS

in the exigency ofthe service, the DA-Central Office Records Division is hereby authorized to
spearhead the conduct of the "Seminar Workshop on Preservation of Records" in Region V-
A onlJune 19 - 23, 2023.

The workshop aims to institute broader knowledge on how to operationalize a systematic
transfer of non-current records from office to storage area; identify and preserve archival
records; dispose valueless records; minimize unnecessary filing up of records to reduce the
volume of records kept in your respective offices and facilitate the retrieval of newly created
and frequently used records.

The workshop shall be participated in by Members of the Records Committee, Records
Custodians of the DA-Central Office Service Offices and respective Divisions, Office of the
Program Directors, Regional Field Offices, Bureaus, Attached Agencies and Corporations,
personnel from Records Division and representatives from GSD, DA-ICTS and National
Archives of the Philippines.

In view of the above, the authorized participants are as follow:

No. NAME OFFICE
COMMITTEE DA OFFICES
1. Undersecretary Agnes Catherine T. Undersecretary for Administration and Finance
Miranda
2. Assistant Secretary for Administration Chairperson, Records Management Improvement
Atty.Jane C. Bacayo Committee (RMIC)
3. Director for Administrative Service Vice-Chairperson, Records Management Improvement
Atty. Roland A. Tulay Committee (RMIC)
REPRESENTATIVE GSD
4. Mr.Ronald C. Pamittan Chief, General Services Division
SPEAKER NAP
5. Mr. Remmel G. Talabis National Archives ofthe Philippines (NAP)
6. Ms. Michelle Ann Rose Zamora National Archives ofthe Philippines (NAP)
7. Ms.Andrea Cecilia Manalo National Archives ofthe Philippines (NAP)
FACILITATORS NAP
8. Ms. Ma. Noida V. Banares National Archives ofthe Philippines (NAP)
9. Ms. Pauline Rebancos National Archives ofthe Philippines (NAP)
10. Ms. Ma. Rowena Gaspan National Archives ofthe Philippines (NAP)
11. Ms. Michelle Ann Rose Zamora National Archives ofthe Philippines (NAP)
12. Mr.Jacques-Noel Gesmundo National Archives ofthe Philippines (NAP)
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RECORDS CUSTODIAN

Paulino M. Santos
Rheeda Antonette Cabrera
Ma. Rizalin Berdulaga
Kristine Angela Pamplona
Cellrose F. Fabella

Marie Andrea G. Cabunos
Maricris I. Requilman
Graciel Marie P. Gatcho
Romeo E. Rosal Jr.

Ralph S. Lacanilao

Minda C. Mendoza
Antonio S. Medina, Jr.
Angelo T. Mendoza
Jennifer L. Pangilinan

Nemia Paloma

.Jennelyn C.Lavente

RECORDS CUSTODIAN
Edelyn Joy L. Levera
Carmela R. Calingo
Mariel A. Toledo
Maria Jhunessa V. Inguito
Zarah S. Torres
Joseph B. Baldelomar
Alma A. Onate
Arlyn T.Ame
Faith C. Soliguen
Regina C. Extremadura
Rosemarie S. Aquino
Jorilyti A. Rosales
Marybeth A. Cimafranca
Perla E. Flores
Dominique G. Romen
Asuncion M. Cabug-os
Jercyn 1. Saylo
Ronald C. Tapia
May B. Duazo
Aldous Christan L. Salta
Davielyne B. Torres
Claire Adelene F. Abengoza
Farida C. Quijano
Rachel Anne Valeriano
Jonalynn M. Padua
Aaron E.Anonuevo
Jhunrel P. Becada
May Ann S. Catague
Noel Tyson L. Godinez
Evangeline R. Samsona
Olivia M. Ganotice
Jocelyn L. Ferre
Ed Maxedangil S. David

OFFICE OF THESECRETARY, UNDERSECRETARY
AND ASSISTANT SECRETARY

Office of Executive Staff- OSEC

Office of Executive Staff- OSEC

Office of Usee for Administration and Finance

Office of Usee for High-Value Crops and Rural Credit

Office of Usee for Special Concerns and the (BARMM)

Office of Usee for Special Concerns and the (BARMM)

Office of the Assistant Secretaiy for Administration & Special Concerns
Office of the Assistant Secretaiy for Administration & Special Concerns
Office of Assistant Secretary for Consumer Affairs
Office of Assistant Secretary for Policy Research and Development
Office of Assistant Secretary for Finance
Office of Assistant Secretary for Finance
Office of Assistant Secretary for Operations
Office of Assistant Secretary for Operations
Office of DA Inspectorate and Enforcement
Office of DA Inspectorate and Enforcement

DA SERVICE OFFICE/DIVISION/SECTION
Office ofthe Director (AMAS-0OD)
Agribusiness Industry Support Division (AMAS-AISD)
Agribusiness Industry Support Division (AMAS-AISD)
Agribusiness Promotion Division (AMAS-APD)
Agribusiness Promotion Division (AMAS-APD)
Market Development Division (AMAS-MDD)
Office ofthe Director - Administrative Service
Office of the Director - Administrative Service
Personnel Division
Personnel Division
Genera] Services Division (Motorpool)
General Services Division (Cashier)
General Services Division (Property)
AFID - Printing Section
AFID - Library
AFID - Editorial Section
Human Resource Development Division
Human Resource Development Division
Procurement Division
Procurement Division
Legal Service
Legal Service
Office ofthe Director - Finance Management Service
Accounting Division
Accounting Division
Budget Division
Budget Division
Management Division
Management Division
Office ofthe Director - Internal Audit Service
Internal Audit Service - OAD
Internal Audit Service -MAD
Policy Research Service - MEPD
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62. Ms. Rosario K. Tatlonghari Policy Research Service - IAD
63. Mr. Carlo L. Sarmiento Policy Research Service - IAD
64. Ms.Carmela M. Gonzales Policy Research Service - FAFPD
65. Ms. Rosila E. Abasola Office ofthe Director - Planning Service
66. Ms.Annie Maria Concepcion R. Lopez Planning and Programming Division - PPD
67. Ms.Noreen de Guzman Project Development Service - PPRMD
68. Ms. Sonia T. San Jose Project Development Service - PIED
69. Mr.Joshua T. Robosa Project Development Service - PPP
70. Mr.Jose E. Abasola Il Office ofthe Director - Field Operations Service
71. Ms. Baby Ruth E.Camila Field Operations Service (FPCMD)
72. Mr.Jackie V. Eguizabal Field Operations Service (FPCMDJ
73. Ms. Catherine S. Tumaque Field Operations Service (FPOPD)
74. Ms.Aubrey Caoile-Layao Field Operations Service (FPOPD)
75. Ms. Lorna Belinda L. Calda Field Operations Service (FPOPD)
76. Ms. Mary Anne M. Lee RSBSA - NPMO
77. Mr.Rename M. Miano Field Operations Service (Rice Program)
78. Ms.Jessa F. Cardinoza Field Operations Service (Rice Program)
79. Ms. Rosel L. Parado Field Operations Service (Corn Program)
80. Mr.Carlos M. Gayo Field Operations Service (Corn Program)
81. Ms. Marilyn T. Atienza SPCMAD
82. Ms. Rowena C. Gamas SPCMAD
83. Ms. Virginia P. Esqttierda Office of the Director - 1CTS
84. Ms. Francis Louis A. Eufemia ICTS-DMD
85. Ms. Carmela G. Villafuerte ICTS-NOMD
86. Ms. Marie Loise Q. Arenas 1CTS- PSD
87. Ms.lJerahmie 0. Odoy ICTS-SysADD
88. Ms. Marichel A. Verganio FDC - OM
89. Mr.Joel M. Malibiran FDC - FAD
90. Ms. Ma. Charmaine C. Ricafrente FDC-ISD
91. Mr, Michael John B. Diola FDC - ESD
RECORDS CUSTODIAN DA PROGRAM OFFICES
92. Mr. Pian B. Huelva Biotech
93. Mr. Riden C. Alaguia Biotech
94. Mr, Brian Joseph Quanico F2C2
95. Ms. Sheila May S. Lelis FMRDP
96. Ms.Anna Lyne Quimosing HALAL
97. Ms. Rona Eresari HALAL
98. Mr. Leonel L. Limbauan HVCDP
99. Ms. Stephanie Roxanne T. Crisistomo HVCDP

100 Mr. Glenn B. Umandap

101 Ms. Khorina Nina S. Padilla
102 Mr. Apollo T. Domingo

103 Mr. Gerard G. Floredeliz
104 Ms.Juliet F.Cruz

105 Mr. Martin German D. Biter
106 Ms.Jerelyn A. Himaya 4Ks

National Organic Agriculture Program (NOAP)
National Organic Agriculture Program (NOAP)
RCEF-PMO

RCEP-PMO

Special Area for Agricultural Development -NPMO

Special Area for Agricultural Development -NPMO

107 Mr. Cesar F.Campomanes 4Ks
RECORDS CUSTODIAN

108 Mr.Amado D. Ersando

109 Mr. Luke Gabriel I. Pagaran ACEF Scholarship (PMO)

110 Ms.Jean Mica-Tejeno ACEF Scholarship

111 Mr.John Dexter D. Carolina GAD

OTHER DA OFFICES
ACEF Scholarship (PMO)
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112 Ms. Jeanette S. Salandanan Minimum Access Volume (MAV)

113 Ms. Apple Grace M. Castillon Minimum Access Volume (MAV)

114 Mr.Arnold L. Durante NAPC

115 Ms. Ermalyn U.Cruz NCI-SRD

116 Mr. Rafael S. Mendoza NCI-SRD
RECORDS CUSTODIAN DA-REGIONAL FIELD OFFICES

117 Ms.Jasmin Joy A. Artates-Pareja DA RFO 1

118 Mr.Saymond C. Miranda DA RFO 1

119 Mr. Rene Hosmond Tallud DA RFO Il

120 Ms. Dixie Joy Tallud DA RFO Il

121 Ms. Rolibeth B. Zapata DA RFO Ill

122 Ms. Divina Gracia T. Rebillaco DA RFO I

123 Ms. Remedios B. Quia DA RFO IV-A

124 Mr. Alfred G. Gregorio DA RFO IV-A

125 Ms.Josephine Baaco DA RFO IV-B

126 Mr. Roberto Revilla DA RFO IV-B

127 Ms. Emily B. Delmiguez DA RFO V

128 Ms, Daisy P. Broncate DA RFO V

129 Atty. Rolin M. Asuncion DA RFO VI

130 Mr. Stephen Lloyd S. Porras DA RFO VI

131 Ms. Nora S. Alvaniz DA RFO VI

132 Ms. Leona C. Sumagaysay DA RFO VI

133 Mr. Elisha Paul P. Balite DA RFO VII

134 Mr.Joseph C. Hernani DA RFO VII

135 Ms. Shiela Marie P. Lozano DA RFO VII

136 Mr. Reynaldo P. Amat DA RFO VIII

137 Mr. Dominic N. Pacanan DA RFO VIII

138 Ms. Mylene E. Banuag DA RFO X

139 Mr. Lester B. Apag DA RFO X

140 Ms. Norhailyn B. Diamla DA RFO Xl

141 Ms. Perlaminda D. Sarande DA RFO Xl

142 Ms. Mardy D. Limba DA RFO XlII

143 Ms.Jona Genevieve P. Dulce DA RFO XII

144 Ms. Kimberly Mae S. Coral DA RFO XIIl CARAGA

145 Mr.Joel V. Banas DA RFO XIIl CARAGA

146 Ms.Alma Vina S. Tela DA RFO CAR

147 Ms.Jhazelyn M. Mang-osan DA RFO CAR
RECORDS CUSTODIAN BUREAU

148 Ms. Marlene Q. Pintac ATI

149 Ms. Josefina M. delos Santos ATI

150 Ms. Analiza A. Cabang BAI

151 Ms. Cristine Joy D. Bernardo BAI

152 Mr. Almario R. Patungan BAFE

153 Ms. Julie R. Mabbagu BAFE

154 Ms. Mary Joy A. Malvas BFAR

155 Ms. Michelle S. Fontelar BFAR

156 Ms.Janete C. Rocero BPI

157 Mr. Valerio F. Colis, Jr. BPI

158 Ms. Veronica Sophia P. Realubit NUPAP

159 Ms. Philline Alexa H.Yap NUPAP

160 Ms. Elizabeth M. Hernando BSWM

161 Ms. Zipporah Ysabel T. Macaranas BSWM

JMasatjanana <AtjrUmirura, 'Maunfad na i 'banamii/Za



Republic of the Philippines
OFFICE OF THE SECRETARY
Hiiptice Roac. Dtnec,

11CO Quezon City

162 Ms.Gemma A.Labayo PRRi - DA Central Office
163 Ms. Ritchel J. Quisadio PRRI - Zamboanga Sibugay

RECORDS CUSTODIAN ATTACHED AGENCIES
164 Ms. Ma. Kathleen Alamani ACPC
165 Ms. Ma. Cathrina R. Pelagic ACPC
166 Ms. Olivia Marzan FPA
167 Ms. Madonna Bella C. Flavier FPA
168 Mr. Efren Serbito FPA
169 Ms. Ehyalou Grace M. Menes NFRDI
170 Ms. Ma. Fatima B. Sapno NFRDI
171 Ms. Marilyn D. Bitong NMIS
172 Ms. Kristel T. Amburgo NMIS
173 Mr. Haydee T. Sevilla PCC
174 Ms. Helen Grace T. Ablaza PCC
175 Ms. Yolanda C. Fernandez PHILFIDA
176 Ms. Clarissa T. Aquino PHILFIDA
177 Ms. Eleine S. Corpuz PhilMech
178 Ms.Jemmalyne R. Aguilar PhilMech
179 Mr. Florencio B. Lamson PH1LRICE
180 Ms. Sheila Marie C. Pascual PHILRICE

RECORDS CUSTODIAN ATTACHED CORPORATIONS
181 Ms. Florelin A. Regonay NDA
182 Ms. Maricon B. Evangelista NDA
183 Mr. Roland T. Mapula NFA
184 Ms. Charlene D. Gonzales NFA
185 Ms. Michelle P. Nacpil NTA
186 Mr. Gerald C. Guzman NTA
187 Ms. Rowena S. De Leon PCA-CO, AGSD
188 Mr. Isagani N. Zorra PCA-CO, OCS
189 Ms. Christal Era M. Datahan PFDA
190 Ms.Ana Callea B. Guevarra PFDA
191 Ms.Concepcion C. Ruby SRA
192 Mr. Mark Allain A. Tizon SRA

TECHNICAL SUPPORT OFFICE OF DA-ICTS
193 Mr.Jordan Israel ). Camanding ICTS - NOMD
194 Mr.Jacky Marn G. Hortaleza ICTS - NOMD

RECORDS DIVISION SECRETARIAT OFFICE OF DA RECORDS DIVISION

195 Ms. Susan L. Del Rosario Records Division - DA OSEC
196 Ms. Jaicel V. Garcia Records Division - DA OSEC
197 Mr. Danny F. Llanes Records Division - DA OSEC
198 Ms, Marilou A. Castillo Records Division - DA OSEC
199 Ms. Annalyn D. Garana Records Division - DA OSEC
200 Mr. Christian Cabugawan Records Division - DA OSEC
201 Mr.Jayson P. Flores Records Division - DA OSEC
202 Ms.Vienna Marie Cimafranca Records Division - DA OSEC
203 Ms. Kristine Joy V. de Leon Records Division - DA-OSEC
204 Mr. Sherwin T. Ranada Records Division - DA OSEC
205 Mr. Bernabe L. Taluban Records Division - DA OSEC
206 Mr.John Joshua D. Saquing Records Division - DA OSEC
207 Ms.Jhonalyn R. Moya Records Division - DA OSEC
208 Ms. Zandra G. delos Santos Records Division - DA OSEC
209 Ms.Emylou M. Mora Records Division - DA OSEC

>»i} Adjrikuirnr«i, Aliiuu/«>t< no I'ivm ‘'itt n/d



Republic of the Philippines

OFFICE OF THE SECRETARY
Eiiiptica- Roac. D'troon

1100 Quezon City
210 Ms.Irene S.San Jose Records Division - DA OSEC
211 Mr. Ebner B. Padilla, Jr. Records Division - DA OSEC

SUPPORTSTAFF
212 Support Staff Driver
213 Support Staff Driver
214 Support Staff Driver
215 Support Staff Driver

Each participant is required to bring laptop and must have a working knowledge of MS Excel
and/or google sheets. The participants must also bring a soft copy of their existing manual
on Records Counter Disaster Preparedness and Business Continuity and must have Gmail
accounts.

Expenses in the conduct of the workshop such as food, accommodation, honoraria and
transportation of resource persons shall be chargeable against DA-OSEC funds while
travelling expenses and per diem of participants shall be chargeable against their respective
offices' funds, subject to existing government accounting and auditing rules and regulations.

This order shall take effect immediately and shall be considered revoked upon the
completion of the activity. All orders, memoranda, and issuances inconsistent herewith are

deemed revoked.

Done this day of 2023
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