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Subject: DISSEMINATION OF THE NATIONAL ARCHIVES OF THE
PHILIPPINES (NAP) GUIDELINES ON RECORDS RECOVERY
AND DISPOSAL MEASURES

s —

For: Regional Directors
Schools Division Superintendents
All Others Concerned

As part of the response to the effects of Typhoon “Odette,” specifically the
destruction of the Department’s official records, the Office of the Undersecretary
for Administration (OUA) disseminates NAP Memorandum Circular No. 1, s. 2014
titled Guidelines on Records Recovery and Disposal Measures.

Please note that the NAP is ready to conduct post-disaster missions and/or
workshops in the affected areas. It will assist agencies in protecting and salvaging
their records and archives in times of calamities, emergencies and disasters. For
this purpose, all concerned may contact the NAP Office through (02) 8574 3231 or
email at nationalarchives@nationalarchives.gov.ph .

In reference to DepEd Memorandum No. 133, s. 2016 titled National
Inventory of Public Records, the OUA also enjoins all concerned to conduct an
inventory of records which would greatly help in the recovery and reporting of
damaged records.

For more information and queries on this subject, please contact Ms. Rose
Marie D. Moscoso and Ms. Alma D. Apanay of the Administrative Service-Records
Division (AS-RD) through 0906 464 3647 and 0935 877 8396, respectively. Both
personnel may also be reached through email at as.rd@deped.gov.ph .

For information and compliance. [f
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NATIONAL ARCHIVES OF THE PHILIPPINES
Pambansang Sinupan ng Pilipinas

3 January 2022 : Lo
HON. LEONOR M. BRIONES SR S T 7 S
Secretary I L L
Department of Education Pl
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Dear Secretary Briones:
From the National Archives of the Philippines (NAP), Mabuhay!

We are one with ali the sectors of society in expressing our deep concern for those that were
affected by the recent typhoon. In such times of disaster, we would like to gently and
respectfully remind everyone that records are often also badly affected. We are therefore
conveying for dissemination the attached guidelines on what to do in post-disaster situations
for records in your offices in regional centers in the Visayas and Mindanao provinces.

We would, likewise, like to know if you have considerable amounts of records damaged by
the typhoon which require our conservation intervention. We have tearned from our previous
experiences that people are not immediately ready to deal with records issues right after
catastrophes. This is why we only send records assistance missions to the affected areas a
month or two after disasters strike,

We have been conducting workshops on disaster prevention methodologies to try to avoid
further damage to records. In the event that records are unrecoverable we may also assist
with proper disposal foliowing prescribed procedures as required by law.

Please be assured that we are ready to conduct our post-disaster missions/workshops in your
designated areas in coordination with your office when you deem yourselves ready to address
post-disaster needs.

Should you have any questions, your offices may get in touch with us at (02) 8524 — 3231 or
thru email: nationalarchives@nationalarchives.gov.ph.

Thank you.

Very truly yours,

VICTORINO MAPA MANALO, CESE

Executive Director%;

1765 Paz Mendoza Guazon St. 1007 Paco Manila
Tel. Nos. 521-6830 / 525-0021 / 525-1407 loc. 103
Website: www.nationalarchives.gov.ph / E-mail: nationalarchives@nationalarchives.gov.ph
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National Archives of the Philippines

REPUBLIC OF THE PHILIPPINES
NATIONAL ARCHIVES OF THE
PHILIPPINES
FAMBANSANG SINUPAN NG PILIPINAS
NLP Buiiding, T.M. Kalaw Strest, Ermita,
Maniia 1000
Tel. Nos. 525-1828/522-8418/400-457 1/521-8830
Websito:www .nationalarchives.gov.phVE-mail:

phinatarchiyahoo.com
MexworanDUM Cmcucar No. 001 3. 2014
To : ALL HEADS OF DEPARTMENTS,

AGENCIES AND INSTRUMENTALITIES
OF THE NATIONAL GOVERNMENT,
INCLUDING GOVERNMENT-OWNED
AND CONTROLLED CORPORATIONS,
GOVERNMENTY FINANCIAL  IN.
STITUTIONS, CONSTITUTIONAL
OFFICES, LOCAL GOVERNMENT
UNITS, BTATE/LOCAL COLLEGES
AND UNIVERSITIES, GOVERNMENT
HOSPITALS AND WATER DISTRICTS

SupxcT : GUIDELINES ON  RECORDS
RECOVERY AND  DISPOSAL
MEASURES

I. Background

This Memorandum Circular aims to
provide guidance to ali government
agencies on the proper procedurss to be
undartaken in the recovery stage after a
disasier.

This Memorandum Circular s
pursuant to Article if, Sec. 9(i) of Republic
Act No. 8470 which authorizes the Nations!
Archives of the Philippines (NAP) to
establish and implement governmant-wide
program on public records and archives
counter disaster planning.

il. Guldelines

The following are the guidelines to
facliitate systemaltic records recovery after
disaster:

A. Only undertake work that will not
endanger human lives. Proceed only
when everything is safe and secured.

G.

Check existing/remaining records
sgainst the sgency's inventory of
records;

. Vital records must be pricritized for

recovery,

. Ensure safe handling in the retrieval

of records, relocation destination,
transportation arrangements and
documentation procedures:;

. Salvage operations include packing

and removing records from affected
sreas; digging up of records, securing
agains! theft, water, insesct infestation,
and other processes;

Alr-dry water damaged records away
from sunlight. Do not dry water
damaged records under the sun. UV
rays from sunlight will geuse fading
of what is written/printed on paper
documants. I electricity is avallable,
use glectric fans but don't point thess
directly at the records.

Carefully remove dirt and dust using
sofi brush or other suitable instrument.
Do not attempl to separsie papers
which are stuck together.

. Coordinate with NAP for technical

assistence on appropriate restoration.
Do not sttempt 1o perform restoration
aclivities on the records without first
consulting NAP. This may
unintsntionally do more demage to the
records.

. Non-paper matarials such as

photographic, magnetic and other

techniques of restoration.
coordinate with NAP for possible
rehabliiitation measures.

. Documentation indluding photography

of sll procedures must be made for
reporting purposes.



Marcy 3, 2014

OFFICIAL GAZETTE

1279

K. Records damages by water or other
elements can b2 disposed of only
ofter saciring Authority from NAP.

L. Rule 13 of NAP Gsneral Circular No.
2 states that disposal of damaged
permanent puplic records and
damaged public rezords that have not
ve! passed their prescribed retention
periods shall be considersd for
authorized disposal only upon
submission 10 NAP of the fcllowing
requirements:

1. Official Report which contains
informaticn of the non-usablty and
extent of damage of records as
wel as causes of the damage to
the public records; photd
documsniation and information o1
what other agency records series
can the data or Information of the
damaged public records be found;

2. Recuest for Authorily to Dispose
of Records (NAP Fom No. 3) in
three (3) copies and properiy filled-
out with the specific records series,
period covered and volume of the
damaged public records, approved
and signod by agency oficisls
concemed,;

3, Certification that tha sald damaged
public records that are subject of
audt were post-auditad and finaily
setted and/or he records involved
in a case or investigation were
finslly decided upon or settled;
and,

4. if expediercy demands and upon
the order ¢ the Exacutve Director,
an oficial assessment by 8 NAP
Regprasentative who shal conduct
an actual shysical inspection and
eva'uation of the damaged records
may be requested. A report of this
assessment may be appended to
a rsques: for an Authorty to
Dispose.

M.Article ¥, Rue 14 of NAP General
Ciroulor No. 2stipulates thata person
who, wifully »r negligenty damages
a8 public recard or disposes of or
destroys & public rezord in violation
of the provisions of R.A. 8470 or
contravenes or fails to comply wih
any provision of sad Act and its IRR
stall be deemed to have committed

ar offerss.
Ml Directive

All heads of the depariments, agencies,
and instrumentalities of the National
Governmen:, including GOCCs, GFls,
Constitutioral Offices, LGUs, SUCs,
Govemment Hospitals and Waler Districls
gffected by earthquake and typhocn
Yolanda are enjoined to implement the
guidaiines stated heein for "aconds recovery
and proper dispossl of reunds.

This Memorandum Circular shall take
efiect immaediately.

Doxg, in the City of Mania, this 15th day
of January in the year of our Lord, Two
Thousam] and Foureen,

(Sgd.) VicToRNG MapA MANALO
Executive Director




