
CLEARED, Inc.
Room 104, U.P. - SOLAIR                                             

Diliman, Quezon City                                                           

Tel. Nos. 927-8340, 920-7717 (UP SOLAIR)                         

928-9206 (CLEARED, Inc.)                                            

Fax: 927-8340, 920-7717 & 928-9206                                                

Website:  www.cleared.com.ph
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Invites you to the Seminar – Workshop on:

Center for Labor Education, Advocacy,                           
Research and Development, Inc. 

( CLEARED, Inc.)( CLEARED, Inc.)( CLEARED, Inc.)( CLEARED, Inc.)
A Partner Foundation of University of the Philippines           

School of Labor and Industrial Relations (U.P.-SOLAIR)

October 16-17, 2008     
9:00 am – 5:00 pm                           
Bonifacio Hall                       
U.P. - SOLAIR                                      

Diliman, Quezon City

The registration fee of Four  
Thousand Five Hundred Pesos                      
(P 4,500.00) covers lunch and snacks, 
Certificate of Completion and 
handouts. Payment should be made 
to CLEARED, Inc.  CLEARED, Inc.  CLEARED, Inc.  CLEARED, Inc.  

Please  fax  at tel. no. 928-9206, c/o 
Jerowin and  for inquiries, please 
call Mayet at 9207693                                      
or  Zeny/Iane at 927-8340 or                           
Fina/Eric at telefax no.                        
920-7717 or e-mail us at 
vcbinghay@yahoo.com. NoteNoteNoteNote: : : : Seminar 
reservation is a must. The seminar 
organizers have the right to postpone 
or cancel the training program  as 
they see it fit.

Prof. Bonifacio S. Macaranas
U.P. Professor & Executive Director
CLEARED, Inc.

Dr. Virgel C. Binghay
U.P. Professor, Seminar Director                       
& Lead Resource Speaker

Ms. Marietta G. de Taza
Lead Staff

SEMINAR FEE

FOR RESERVATIONS

ORGANIZERS



Records Management is a must 
for every organization. This seminar -
workshop covers the following 
modules which will be conducted in 
a highly interactive manner:

COURSE OUTLINE

I. Introduction to Records  
Management

� Rationale, Objectives and 
Methodology

� Importance of Records 
Management: its Phases,   
Objectives and Elements

II. Records Appraisal and             
Disposal – Strategies and Tools;
Records Creation and Control

� What Records are,  Life Cycle  and  
Source, Types of Records

� Appraisal of Records:  their 
Characteristics and Values

� Records Group/Series

III. Files Administration     
Classification Systems and             
their Applications
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EFFECTIVE RECORDS 

MANAGEMENT
� Alphabetic – By Name,  by Subject,  

by Geographic Location

� Numeric   - By Series  or Duplex;  
Middle-digit and Terminal digit   
Arrangements

� Functional Subject – Alphabetic 
Filing System (FSAFS)

� Color Coding

IV. Preparation of a File Guide/Manual;  
Index to Records; and a Subject   
Authority (Workshop)

V. Vital Records Protection Program

� Methods of Storage, Maintenance and 
Protection of Permanent Records  
(current and non-current records)

VI. Records Retention, Transfer and 
Disposition

� Rules and Regulations in the Disposal of 
Records

� Methods of Destruction

VII. Preservation/Conservation of Records:

� Counter-Disaster Planning and Recovery

VIII. OPEN FORUM/SUMMATION

METHODOLOGIES
Lecture, Discussion, Role Play, Critiquing,                
T- Group, Structured Learning  Experiences, 
Case Study, Workshop, etc

October 16-17, 2008                          
9:00 am – 5:00 pm


