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TO:

ALL CLERKS OF COURT OF THE REGIONAL TRIAL COURTS, METROPOLITAN TRIAL COURTS
MUNICIPAL TRIAL COURTS IN CITIES, MUNICIPAL TRIAL COURTS, MUNICIPAL CIRCUIT TRIAL
COURTS, SHARI'A DISTRICT COURTS, AND SHARI'A CIRCUIT COURTS

SUBJECT:

CREATION OF PERSONNEL RECORDS (201 FILES) IN THE LOWER COURTS

Original documents pertaining to the employment of lower court officials and employees shall be filed and
maintained in the Records Division, Office of Administrative Services, Office of the Court Administrator,
Supreme Court. However, to enable the lower courts to have their own employment records files, all Clerks of
Court are hereby directed to create and maintain a 201 File system of their officials and personnel in their
respective stations from copies of the original documents. The Clerks of Court shall be the official custodians of
said 201 Files under the supervision and control of their respective Presiding Judges/Executive Judges.

For purposes of strict control and to maintain the confidentiality of the records, the following guidelines shall be
observed:

- Documents-to be filed in the 201 file folders:

A. Appointment papers:

a.. Birth Certificate
b. School Records (Transcript of Records, Diploma, Certifications)
c. Personal Data Sheet
d. Appointment with attestation by the Civil Service Commission
e. Oath of Office
f.. Certificate of assumption
g. Job description

B. Sworn Statements of Assets, Liabilities and Net worth

C. Leave applications such as:

a. Maternity leave;
b. Leave for travel abroad
c. Sick or vacation leave granted without pay regardless of the number of days;
d. Sick or vacation leave exceeding 30 days, regardless of whether approved with pay or without pay;
e. Monetization of leave credits; and
f. Terminal leave
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D. Service Records and Certificate of Employment from other government agencies that will be useful for
retirement or terminal leave purposes

E. Clearances

F. Performance Ratings

G. Memoranda, Court Resolutions, Compliance, Decision. Judgments

H. All personnel actions

I. Others

- The document shall be placed in each 201 file folder of the official/personnel concerned properly paged and
indexed (see attached form).

- Granting of request for copies of documents in the 201 File with the Personnel Records shall be limited to the
concerned officials. and employees of the lower courts or their authorized representative and Executive Judges
duly authorized by the OCA/SC to conduct an investigation in connection with an administrative complaint
involving lower court officials and personnel. Request coming from other court officials and personnel and parties
who are not employees of the lower courts should be referred to the OCA.

- The request which shall state the purpose therefor shall be approved by the Presiding Judge/Executive Judge.

- An employee who wishes to look into his 201 file may be allowed to do so within the premises of the
court/office under the supervision of the Clerk of court or his officially designated representative. In no case shall
any other person be allowed to look into a 201 file not pertaining to his own.

For immediate compliance

13 November 2003

PRESBITERO J. VELASCO, JR.

Court Administrator
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ABOUT BATAS.ORG

Study smarter at BATAS.org
The Philippine bar review and law-school companion built around how your brain actually remembers.

The complete Philippine law library - free for everyone.
More than 100,000 Supreme Court decisions, Republic Acts, and executive issuances - full-text searchable, browsable
by category and year, and always free. No paywall, no login. This PDF came from it.

Audio case-brief lectures.
Any decision becomes a podcast-style lecture - facts, issues, ruling, and doctrine - with read-along highlighting and a
hands-free presentation mode. Study while commuting, working out, or resting your eyes.

Bar review built on the science of memory.
Complete, sequenced courses for all eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

The full law-school curriculum.
One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock exams that tell you where you stand.
Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keeps you on pace.
Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org
The law library is free forever - and your first lesson is one click away.

The text of this document is an official public record and remains in the public domain. Formatting, presentation, and compilation © 2026
batas.org.

Downloaded free from the batas.org Law Library. Share it freely - the library is free for every law student, bar reviewee, and practitioner.
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