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December 14, 2020

MEMORANDUM
FOR/TO : ALL REGIONAL EXECUTIVE DIRECTORS
ALL PENROS AND CENROS
ALL HEADS OF SERVICES
ALL BUREAU DIRECTORS
ALL HEADS OF ATTACHED AGENCIES
FROM : THE DIRECTOR
Administrative Service
SUBJECT : NATIONAL ARCHIVES OF THE PHILIPPINES (NAP)

MEMORANDUM CIRCULAR NO. 001 S. 2014

In relation to recent typhoons Rolly and Ulysses and earthquakes that beset the country,
records are often also badly affected.

The National Archives of the Philippines (NAP) Memorandum Circular No. 001 s.
2014 entitled “Guidelines on Records Recovery and Disposal Measures” aims to provide
guidance on the proper procedures to be undertaken in post-disaster situations for records.

For your guidance and information.

/
RQLANDO R. CASTRO

MINO 110.2020-665

Let’s Go Green!!!
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Secretary W@?@ 1|
Department of Environment and Natural Resources fz.\. R 91/ l
TP Yen, F“'QO 166 ¢, P __:J
Dear Secretary Cimatu: /

From the National Archives of the Philippines (NAP), Mabuhay!

We are one with all the sectors of society in expressing our deep concern for those that
were affected by the recent typhoons. 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 such as Tuguegarao or in the
provinces of Bicol.

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

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

Should you have any questions your office 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, C.E.S.E
Executive Director

6F PPL Bldg., cor. UN Avenue and San Marcelino Street, Paco, Manila
Tel. Nos. 521-6830 / 525-0021 / 525-1407 loc. 103
Website: www.nationalarchives.gov.ph / E-mail: phinatarch@yahoo.com
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MEesoraNDUM CircuLAR No. 001 s. 2014

To : ALL HEADS OF DEPARTMENTS,
AGENCIES AND INSTRUMENTALITIES
OF THE NATIONAL GOVERNMENT,
INCLUDING GOVERNMENT-OWNED
AND CONTROLLED CORPORATIONS,
GOVERNMENT  FINANCIAL  IN-
STITUTIONS, CONSTITUTIONAL
OFFICES, LOCAL GOVERNMENT
UNITS, STATE/LOCAL COLLEGES
AND UNIVERSITIES, GOVERNMENT
HOSPITALS AND WATER DISTRICTS

SunpJect : GUIDELINES ON RECORDS
RECOVERY AND DISPOSAL
MEASURES

. Background

This Memorandum Circular alms to
provide guidance to all government
agencies on the proper procedures to be
undertaken in the recovery stage after a
disaster.

This Momarandum Circular Is prepared
pursuant to Article If, Sec. 9(i) of Republic
Act No. 9470 which authorizes the National
Archives of the Philippines (NAP) to
ostablish and Implement government-wide
program on public records and archives
counter disaster planning,

Il. Guldelines

The following are the guidelines to
factitato systematic records rocovery after
disaster:

A. Only undertake work that will not
endangar human lives. Proceed only
whan everything Is safe and secured.

B.

Check existing/remaining records
against the agoncy's inventory of
racords;

. Vital records must be prioritized for

recovery;

Ensure safe handling in the retrieval
of records, relocation destination,
transportation arrangemenls and
documentation proceduros;

. Salvage operations include packing

and removing records from affected
areas; digging up of records, securing
against theft, water, Insect infestation,
and other processes,

Air-dry water damaged rccords away
from sunfight. Do not dry water
damaged records under the sun. UV
rays from sunlight will cause fading
of what [s written/printed on paper
documents. If electricity is available,
use electric fans but don't point these
directly at the records.

. Carefully remove dirt and dust using

soft brush or other suitable Iinstrument.
Do not attempt to scparate papers
which are stuck together,.

. Coordinate with NAP for technical

assistance on appropriate restoration.
Do not attempt to perform restoration
activitics on the records without first
consulting NAP. This may
unintentionally do more damage to the
records.

. Non-paper materials such as

photographic, magnelic and olher
clectronlc media require specialized
techniques of restoration. Ploase
coordinate with NAP for possible
rehabilitation measures.

. Documentation Including photography

of all procodures must be made for
roporting purposes. v
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K. Records damages by water aor other
elements cen be disposed of only
aftor esciring Autnority from NAP,

L. Rule 13 of NAP Goneral Circular No.
2 states that disposal of damaged
permanent pudlic records and
damaged public recordsthat have not
ye! passed their prescribed retzntion
periods shall be considered far
authorlzed disposal only upon
suomission 10 NAP of the fcllowing
requirements;

1. Officlal Report which contains
Informatian of the nor-usability and
exlent of damage cf records as
wel as causes of tha2 damage to
the public records; Dhoto

documeniation and information 01
what other agency records series
can the data or information of the
damagad public records be found;

2. Reguest for Acthurily to Dispose
of Records (NAP Form No. 3) In
three (3) copies and properly filled-
oul with the specific records series,
period covered and volume of the
damaged public records, approved
and signed by ageacy coffilcials
concerned;

3. Certification that the sald damaged
public records that sre subject of
audit were post-audited and finally
setled and/or the records involved
in a case or invesligation wers
finally decided upon or seltled;
and,

4, If expedletrcy demands and upon
the order o the Executive Director,
an oficial assassment by a NAP
Reprasentative who shal conducl
an actual shysical inspection and
evaluation of the damaged records
may be requested. A report of this
assessment may be eppended lo
a rzques: for an Authorty to
Dispose.

M.Ardicle ¥, Rue 14 of NAP General
Circular No. 2s&tipulates thata person
who, wilfully sr negligently damages
a public record or disposes of or
destraoys a public razord in violation
of the provisions of R.A. 8470 or
confravenes or fails to comply with
any provision of sad Act and ils IRR
shkall be deemed to have committed

an offense.
1. Directive

All heads of the departments, agencies,
and instrumentalities of the Nalional
Governmen:, including GOCCs, SFls,
Constitutioral Offices, LGUs, SUCs,
Government Hospitals and Water Districts
affected by earthquake and typhocn
Yolanda are enjoined to impiement the
guidelines statad hereln for “ecords recovery
and proper disposal of recurds.

This Memorandum Circular shall take
effect immadiately.

Dong, in the City of Manla, this 15th day
of January in the year of our Lord, Two
Thousand and Fourlleen,

(Sgd.) VicTorinOo Mapra WaNaLO
Exccutive Diroctor



