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Email: op@vsu.edu.ph 
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Department/Unit:  CULTURE AND THE ARTS 
CENTER 

Record 
Year:  

2019-2020 Updated as of :  December 31,  2020 

# 
MOTHER 

PROCEDURE 
FORM NO. RECORD TITLE LOCATION ORIGINATOR 

RETENTION PERIOD 

ACTIVE INACTIVE 

1 

PM-CAC-01 
Execution of 
Programs of 
the Culture 
and the Arts 

Program 

 Request/ Reservation Forms 
Display 
Cabinet, 
Data Filer #3 

CAC 

2 years 
after acted 

upon  
 

2  FM-CAC-01 Financial Assistance 
Display 
Cabinet, 

Data Filer #4 
CAC 1 year   

3  FM-OOP-02 OP Memorandum Circular 
Display 
Cabinet, 

Data Filer #1 
OP Permanent  

4  FM-OOP-01 OP Memorandum  
Display 
Cabinet, 

Data Filer #1 
OP Permanent  

5  FM-QAC-05 Minutes of Meeting 
Display 
Cabinet, 

Data Filer #2 
CAC 1 year  

6  FM-OOP-05 Communications 
Display 
Cabinet 

Data Filer #1 
OP Permanent  

7  FM-QAC-29 Attendance Sheet 
Display 
Cabinet, 

CAC 1 year  

http://www.vsu.edu.ph/
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Data Filer #2 

8  FM-QAC-30 Notice of Meeting 
Display 
Cabinet, 

Data Filer 2 
CAC 1 year  

9   
Project Procurement 
Management Plan (PPMP) 

Display 
Cabinet, 

Data Filer #5 
CAC 3 years  

10   Personnel Folders (201 Files)-  
Display 
Cabinet, 

Data Filer #5 
CAC 5 years 10 years 

11  FM-VSU-13 Accomplishment Report - CAC 
Display 
Cabinet, 

Data Filer 3 
CAC 2 years  

        

PPO-04 


