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RETENTION PERIOD AND DISPOSITION GUIDELINES FOR 
UNSUCCESSFUL MEMBERSHIP APPLICATIONS ON THE SKMS- 

MEMBERSHIP INFORMATION SYSTEM 

RATIONALE 

Since the operationalization of the Membership Information System (MemIS) in 2018, the 
system has continuously accepted and stored online membership applications. Over 
time, a substantial volume of unsuccessful, incomplete, and unprocessed application 
records has accumulated within the system. Retaining these electronic records 
indefinitely consumes valuable storage space, impairs the overall performance and 
efficiency of the system, and creates unnecessary data privacy vulnerabilities. 

To support efficient system management and guarantee strict compliance with the Data 
Privacy Act of 2012 (DPA), this document establishes a definitive disposal policy 
specifically for unsuccessful membership applications. Under the DPA, personal data 
must not be retained longer than is necessary to fulfill the declared, specified, and 
legitimate purpose for which it was collected. Personal data must never be kept 
indefinitely or “just in case” of future use, as prolonged retention unnecessarily amplifies 
privacy and cybersecurity risks. 

Furthermore, this disposition policy aligns with the official NRCP Data Privacy 
Statement, which formally mandates that data from unsuccessful membership 
applications—such as those that are incomplete or fail to meet membership criteria—shall 
be retained for a maximum of six (6) months from the last update or activity. After this 
period, the personal data must be securely disposed of and discarded in a manner that 
prevents unauthorized access, disclosure, or further processing. 

This systematic disposition is also a crucial component of the Electronic Records 
Management Policy (ERMP) and National Archives of the Philippines (NAP) guidelines. 
Establishing a clear retention schedule and conducting regular “purge days” for 
temporary or non-current electronic records is essential to maintaining a logical, 
streamlined, and highly productive records management system. 

Following consultations with the Management Information System on November 24, 
2025, and the NRCP Records Section Officer, the adoption of a strict six-month retention 
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period for unsuccessful applications is recommended to mitigate security risks, ensure 
legal compliance, and optimize MemIS operations. 

OBJECTIVES 

This policy specifically aims to: 

A. Establish a Definitive Disposition Schedule 
a. Create a clear, authorized Records Disposition Schedule (RDS) prescribing 

the proper retention and disposal periods for unsuccessful membership 
applications within the Membership Information System (MemIS). 

 
B. Ensure Strict Data Privacy Compliance 

a. Guarantee compliance with the Data Privacy Act of 2012 (DPA) by ensuring 
that personal data collected from unsuccessful applicants is not retained 
longer than necessary to fulfill its declared purpose, thereby minimizing 
potential data privacy and cybersecurity risks. 

 
C. Enforce the Six-Month Retention Limit 

a. Institutionalize a strict six (6)-month maximum retention period for all 
unsuccessful, incomplete, duplicate, and non-recommended membership 
applications, in direct alignment with the approved NRCP Data Privacy 
Statement. 

D. Optimize System Efficiency 
a. Foster a logical and streamlined electronic records management system by 

conducting systematic and properly documented “purge days” to delete 
temporary and non-current electronic records. This timely and authorized 
disposal will free up valuable storage space and improve overall MemIS 
performance. 

GUIDELINES 

A. Retention 
1. Purpose of Data Collection 

The collection and processing of personal, professional, and research data—
including digital or biometric signatures—from all NRCP membership 
applications shall be strictly limited to the purpose of evaluating membership 
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eligibility and administering records within the NRCP Scientific Knowledge 
Management System (SKMS). 

2. Maximum Retention Period 
In strict compliance with the Data Privacy Act of 2012 (DPA), personal data must 
not be retained longer than necessary to fulfill its declared, specified, and 
legitimate purpose. Accordingly, personal data associated with unsuccessful 
membership applications shall be retained for a maximum period of six (6) 
months from the date of the last update or activity by the applicant. 

3. Security During Retention 
During this six-month retention window, all application data must remain strictly 
secured within the MemIS. To ensure record integrity, these electronic records 
must be protected against intentional or accidental modifications, unauthorized 
access, deletion, and disclosures, in accordance with the NAP Electronic Records 
Management Policy and the NRCP Data Privacy Notice for Membership Information 
System (MemIS). 
 

4. End of Retention 
Once the six-month retention period expires, the unprocessed or incomplete 
electronic records are deemed to have outlived their administrative usefulness. 
They shall then be subjected to systematic disposition and disposal, governed by 
the NRCP’s approved Records Disposition Schedule (RDS). 

B. Defining unsuccessful membership applications  

For the precise implementation of this disposition policy, “unsuccessful 
membership applications” encompass all electronic records within the MemIS that 
are incomplete, determined to be system duplicates, or definitively not 
recommended for approval based on the established NRCP Membership Criteria 
and Requirements. To ensure accurate records appraisal, these are explicitly 
classified as follows: 

1. Incomplete Applications  
These are membership applications that underwent initial evaluation but 
remained stagnant due to the applicant's failure to furnish the mandatory 
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information, supporting documents, profile updates, or other specified 
requirements within the prescribed evaluation period. 

2. Duplicate Applications  
These are redundant electronic submissions generated by the same applicant. 
These excess records duplicate a previously filed application and are intentionally 
bypassed or left unprocessed by the Membership Secretariat because a primary, 
complete application has already successfully advanced through the evaluation 
workflow. 

3. Not Recommended Applications  
These are applications that have been fully evaluated but were officially denied or 
not endorsed for approval due to a failure to satisfy the NRCP Membership 
Criteria and Requirements. These records are classified as permanently 
unsuccessful if the applicant has not updated or resubmitted them as a new 
application within the prescribed six (6)-month window 

C. Disposition 

1. Pre-Disposal Requirements and Authority  
Before any unsuccessful membership applications are purged from the system, the 
agency must secure an official “Authority to Dispose of Records” (NAP Form No. 
3) from the Executive Director of the National Archives of the Philippines (NAP). 
Automatic, software-driven destruction of records is strictly prohibited; human 
intervention and formal authorization are mandatory prerequisites for any 
disposal action. 

2. Approved Methods of Destruction  
Under NAP guidelines, mere “deletion” of electronic records is unacceptable, as it 
only removes the directory pointer and does not permanently eliminate the data 
from the storage medium. Therefore, the disposal of unsuccessful membership 
applications shall be executed through digital file shredding or secure 
overwriting. This ensures the contents of the files are obliterated multiple times, 
rendering the personal data practically unrecoverable and ensuring total 
destruction. 
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3. Execution and Purge Schedule  
The disposition shall be systematically executed once every semester during 
scheduled agency “purge days” to permanently remove these inactive records and 
free up system storage space. The authorized digital file shredding shall be carried 
out exclusively by designated staff from the NRCP Research Information and 
Dissemination Division-Management Information Section (RIDD-MIS). 

4. Witnessing the Disposal  
To ensure accountability, the actual disposal process must be conducted in the 
presence of authorized representatives from the NAP, the Commission on Audit 
(COA), and the NRCP Membership Secretariat. Following the procedure, a 
Certificate of Disposal shall be prepared in three (3) copies by the NAP authorized 
representative to officially document the completion of the destruction. 

5. Recording and Audit Trail  
All disposed applications must be recorded in a secure disposal log and system-
generated audit trail. This log must capture the type of records disposed, the date 
and method of destruction, the retention period applied, the specific NAP 
authority reference, and the users responsible for the action. This documentation 
shall be securely stored and accessed solely by authorized personnel for 
compliance verification, audit, and reporting purposes in accordance with the 
DPA. 

6. Disposition schedule and execution 

a. Frequency of Disposition (Purge Schedule)  
The systematic disposal of unsuccessful membership applications shall be 
conducted once every semester. This semi-annual disposition schedule shall be 
executed during designated agency “purge days” to ensure the regular, 
permanent removal of excess data and to systematically free up storage space 
within the Membership Information System (MemIS). 

b. Prerequisite Authority to Dispose 
Prior to the scheduled semester disposal, the agency cannot rely on automatic, 
software-driven destruction. Instead, the Records Officer or concerned personnel 
must prepare and submit a Request for Authority to Dispose of Records (NAP 
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Form No. 3). The scheduled purge can only proceed upon the explicit written 
approval and issuance of an Authority to Dispose by the NAP Executive Director. 

c. Authorized Execution Method  
On the scheduled date of disposal, the destruction of the electronic records shall 
be carried out exclusively by authorized or designated staff from the NRCP 
Research Information and Dissemination Division-Management Information 
Section (RIDD-MIS), To ensure the data is permanently unrecoverable, the 
execution must be done through digital file shredding or secure overwriting, 
rather than mere “deletion”. 

d. Mandatory Witnessing and Certification  
To ensure strict accountability during the scheduled execution, the actual disposal 
must be witnessed by designated representatives from the National Archives of 
the Philippines (NAP), the Commission on Audit (COA), and the NRCP 
Membership Secretariat. Upon completion of the scheduled disposal, a Certificate 
of Disposal must be prepared in three (3) copies to officially document the 
destruction. 
 

-end- 
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