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NATIONAL MUSBUOPERATIONSANUAL

MANDATE AND GENERAL ORGANIZATION

THE MANDATE OF THE NATIONAL MUSEUM

The Natimal Museum, a Trust of the Government, is an educational, scientific and cultural
institution that acquires, documents, preserves, exhibits, and fosters scholarly study and public
appreciation of works of art, specimens, and cultural and historical at$ifeepresentative of or
unique to the cultural heritage of the Filipino people and the natural history of the Philippines.
In terms of museum facilities, the National Museum is mandated to establish, manage and
develop a central museum complex in Manil®, well as regional museums in key locations
around the country. Pertinent laws in terms of its general responsibilities and functions include,

Republic ActNo. 8492(February 12, 1998) ar ¢ KS bl GA 2y f a,deBickhazthe ! OO0 2
general charter ofthe National Museum, andPresidential Decree No. 89¥% (September 30,
1974),69a Gt of AAaKAY3 GKS tfF ySal NA dzwhak disiguisi®es A y A vy 3
the National Museum as an institution distinct from any other agency or instrumentalitiyeof t

National Government is its responsibility as custodian of, and function to manage and develop,

the national collections in the three clusters of Art and History, Anthropology, and Natural
History. Both individually and as a whole, these collectiondregplaceable and priceless, and

the work of holding, securing and maintaining these in trust for the nation, both now and for

future generations in perpetuity, represents the most characteristic and vital duty of the
National Museum. Based on these natarcollections, and those of other institutions, in the
Philippines and abroad, and on work carried out in the field as well as internally, the National
Museum carries out permanent and special research programs in the areas of:

wArt and Historyfine at and applied arts and art history, built heritage, and

moveable and immoveable cultural properties

w Anthropology human origins, prehistoric and historical archaeology, maritime and
underwater cultural heritage, and ethnology

wNatural History ancient ife, geological history, and biodiversity (flora and fauna)

The National Museum shall be a permanent institution in the service of the community and its
development, accessible to the public, and not intended for profit. It shall obtain, keep, study
and pesent material evidence of man and his environment. The National Museum shall inform
the general public about these activities for the purpose of study, education and entertainment.
The primary mission of the National Museum shall be to acquire, documpreserve, exhibit,

and foster scholarly study and appreciation of works of art specimens and cultural and historical
artifacts.

Section 3, National Museum Act of 1998

The Museum shall have the following objectives:

w As an educational institution, the Manal Museum shall take the lead in disseminating
knowledge of Filipino cultural and historical heritage and developing a corps of professionals
knowledgeable about the preservation, enrichment and dynamic evaluation of the Filipino
national culture.

wAs a scientific institution, the Museum shall conduct basic and systematic research programs
combining integrated laboratory and field work in anthropology and archaeology, geology and
paleontology, botany, and zoology; and to maintain reference collecbonthese disciplines

and promote scientific development in the Philippines.

wAs a cultural center, the Museum shall take the lead in the study and preservation of the
nation's rich artistic and cultural heritage, in the reconstruction and rebuildirguopast, and
the development of the national cultural wealth.



Section 6, National Museum Act of 1998
The Museum shall have the following duties and functions:

1. Acquire, document, collect, preserve, maintain, administer and exhibit to the publicalcultu
materials, objects of art, archaeological artifacts, ecofacts, relics and other materials
embodying the cultural and natural heritage of the Filipino nation, as well as those of foreign
origin. Materials relevant to the recent history of the countnalktbe likewise acquired,
collected, preserved, maintained, advertised and exhibited by the Museum;

2. Conduct researches, archaeological and scientific, on Philippine flora and fauna; collect,
preserve, identify and exhibit to the public systematicallytypes of plants and animals found

in the Philippines, prepare for publication manuscripts and scientific papers on them and
maintain a reference collection on such subjects;

3. Document all objects held by the National Museum in its collections amwsalrby the
Museum by registering them in an inventory and cataloguing them, and manage any movement
of the collections both within the Museum and elsewhere in such a way that the Museum is able
to locate any object in the collections at any time, iniji@h paper records, but to be converted

to computerized records on a professional museum documentation system as soon as time and
budget allow.

4. Conduct researches on the origin, history and geographic distribution of, and to collect,
preserve, study ah exhibit rocks, minerals and fossils of plants and animals; maintain a
reference collection and to prepare for publication scientific studies on them;

5. Regulate registration, excavation, preservation and exportation of Philippine cultural
properties tlough a legal department and customs department which shall be established for
these purposes;

6. Implement the pertinent provisions of Presidential Decree No. 374, as further amended, and
other related laws on the protection and conservation of cultpraperties;

7. Undertake research on salvage archaeology, monitor and control archaeological excavations,
diggings and researches into Philippine prehistory
and protchistory;

8. Gather, identify, reconstruct, restore and maintain a national archaea@bgiference
collection; study archaeological artifacts and ecofacts, with their corresponding data and
deduce archaeological interpretations;

9. Undertake researches on the fnstory of the Philippines in order to define the foundations
of the cultures of the people by conducting systematic and controlled archaeological
excavations in different sites on land and underwater, and to supplement existing historical
documentation;

10. Collect, preserve, restore and exhibit to the public objects of arts;

11. Conduct researches on Philippine arts and its relations to the arts of other countries and
prepare for publication research papers on them;

12. Carry out researches among different people of the Philippines to define the ethnography of
each group, to dablish the ethnology and to document for posterity and exhibit to the public
their traditional and existing cultures, practices and artistic forms expressive of their culture;

13. Collect, acquire, identify, reconstruct, restore, preserves and mairitaiogeaphic items;
gather their interpretations; mount exhibitions and prepare technical manuscripts for
publication;

14. Maintain a chemical and physical laboratory where scientific analysis of



materials recovered from archaeological and ethnographiessitay be undertaken for their
preservation;

15. Plan, organize and stage exhibitions in all disciplines covered by the Museum, including
geology, cultural properties, zoology, botany, archaeology, arts, anthropology, restoration and
engineering;

16. Plan and organize library services, guided tours, lectures, seminars, symposia or workshops;

17. Implement and enforce Presidential Decree Nos. 260, 374, 756, 1109, 1492, 996, 1683 and
1726A,

18. Supervise restoration, preservation, reconstruction, deioi|iglteration,
relocation and remodeling of immovable properties and archaeological
landmarks and sites;

19. Disseminate astronomical knowledge and information through planetarium shows, lectures
and demonstrations, exhibits and actual celestial obdema;

20. Maintain, preserve, interpret and exhibit to the public the artifacts in sites of the Paleolithic
habitation site of the possible earliest man to the Philippines, the Neolithic habitation of the
ancient Filipino at the Tabon Caves, and othgrartant archaeological sites;

21. Secure and receive bilateral and international grants and endowments to support its
programs/projects.

22. Initiate, promote, encourage and support the establishment and promotion of, and extend
management, technical andinancial assistance to regional, provincial, city and/or local
museums; and

23. Develop and implement consortium agreements and linkages with institutions of higher
learning and other organizations engaged in similar researches being undertaken by the
National Museum.

Section 7, National Museum Act of 1998

Appreciation of the collections and research findings of the institution and its partners, as well
as technical and museological skills and knowledge, are disseminated by the National Museum
through exhibitions, publications, educational, training, outreach, technical assistance and
other public programs.

An annual calendar of activities is anchored on a series of mandated commemorations
established by various presidential proclamations, including:

Proclamation No. 913

OhOG206SNI MX MpPTMOI a5SOf I NAYy3a GKS tSNA2R FTNRY
2 S S ¢ TProtlayh&ion No. 6830 Wl ydzZt NB HYy X MppPMOEI d5SOfF NRY:
9OPGSNE |, SIFNJ I a blPiodlathgtiori No.!9BldI & S LARSYIKENI MHZ MdPPmMO
0KS a2yiK 2F hOdlG20SN) 2F 9@OSNE , SINJ I & adzaSdzra
Proclamation No. 894; anBroclamation No. 43% ! dzZ3dza 0 mMmMI HAnno0vX a5S0f
al® 2F 9@SNE ,SINIA&A bradAaz2ylft I SNAGF3IS az2yiKé

Finally, the Mtional Museum has the duty of implementing, either as lead or participating
Agency, a wide range of laws and issuances pertaining to regulation of cultural properties,
including the protection, preservation and promotion of heritage or natural sites tftanding
importance, the traffic of moveable cultural properties such as works of art or historical
artifacts, and management of archaeological, anthropological and treasure hunting activities.

The first such law establishing theAprevaiIing regulatonndage of the Agency WgEepuinc A
Act No. 484QJune 18,1966)y ¢ KS / dzf G dzNJ f t NRPLISNIAS& .t N2GSO



Other subsequent key laws and issuances include the following:

wProclamation No. 99&® ! LINAf MM3XI M@PTHO G5 S @kadandall gf HipuinkK S ¢ |
t2Ay0 Ay vdSiz2ys tlflgltys Fa | {AGS adz&aSdzy wS
wPresidential Decree N0.26D! dzZ3dza 0 mMX MdpTto0v a5SOfF NAy3I (GKS |
the Roman Catholic of Paoay and Bacarra in llocos Norte, the San Agustin Churithrgiaal

Objects therein in Intramuros, Manila, Fort Pilar in Zamboanga City, the Petroglyphs of the
RockShelter in Angono, Rizal, the Petroglyphs of Alab, Bontoc, the Stone Agricultural Calendars

of Dapay Guiday in Besao, Bontoc, the Mummy Caves lbayan, Benguet and of Sagada and

Alab, Bontoc, the Ifugao Rice Terraces of Banaue as National Cultural Treasure defining the

AYLE SYSy(dAy3a | 3SyOASa FyR LINRPGARAY3I TFdzyRa GKS
wPresidential Decree No. 37 WI ydzt NB mMnX wmMdpTn0 GfRé@BYiRAY 3/ S N
b2® nync>X 20KSNBAAS (y26y & a¢KS /[ dzZf GdzNF £ t N

wPresidential Decree No. 756 Wdzf &€ onX MPpTpO a! YSYRAY3I t NBAARS
the Mestizo Section, the Houses of Padre Jose Burgos&adyLI Cf 2NByYy UGAy2 Ay Al
wPresidential Decree No. 11@a F NOK Hy X MppTTO d5SO0fFNAYy3a GKS
Valleyand Kalinga LJ- 8 2 ! NDKI S2f 23A0Ftf wSaSNBI GA2yaé o
wProclamation No. 1688 h O 26 SNJ MT X M®MTTUO & 5iAdbokNA y3I (GKS

PN Y3IEE /S FPYeFEAYS L FIdAAYI [ lYyA2YS a | bl
wProclamation No. 1748 Wdzy S HX M@pTy 0 awSASNBAY3I F2N I yiKN
research purposes a certain portion of the public domain situated in the Munigptlit

vdzST 2y t NRGAYOS 2F tlLfl gl yéao

wPresidential Decree No. 1492Wdzy S MMX MdppTy 0 a! YSYRAYy3 t N
AyOf dzZRS (GKS tSUGUNR3IfELIKA Ay (GKS /@S i (K
tlfl gl yeo

wProclamation No. 8¢March 19,198 0 a5 S Of F NAYy 3 GKS . FfFy3alFea Ay
City, National Cultural Treasures; and the sites where these Balangays are found, archaeological
arisSas o

wRepublic Act N0. 9078 ! LINAX f TheNatiomahOaues aad Cave Resources and
Managementg R t NR 1 S OGA2y ! Ol ¢

wRepublic Act No. 9108April 14,2001 ¢ KS | NI C2NHSNER ! OG 2F Hnnmé
wRepublic Act No. 914{@uly 30, 2001 ¢ KS 2 Af Rt ATS wS&a2dzNDSa / 2y &S
I OO ¢

wRepublic Act No. 1006@varch 26, 20105 ¢ KS b I G A 2lySNA & IdA S degNGdE 2 F w N
wRepublic Act No. 105%May 29, 2013)4 ¢ KS / 2 YLINSKSY &aA @S CANBI N &

I Ol €

GENERAL ORGANIZATIONAL DESCRIPTION

The National Museum is established as a Trust of the Government under the stewardship of a
Board of Trusteg with the President of the Philippines #&atron and Honorary Chairmarhe

Board of Trustees is composed of twelve members, with the Chairman and seven members
representing the private sector appointed by the President of the Philippines. Other members
serve in anex-officio capacity to represent both houses of Congress, the National Commission
for Culture and the Arts, and the Agency management. The Agency management, appointed by
the Board of Trustees, comprises the overall Director of the National Musand two
Assistant Directors of the National Museum. Agency operations are presently divided into
thirteen administrative, regulatoryand curatorialand museum services divisions that cover
central operations as well as the regional operations and ngtwb the National Museum. The
regional network comprises fifteen existing and projected museums and facilities from Batanes
in the far north of the country, to Zamboanga and Jolo in the southern Philippines.

VISION

A Filipino nation unified by a deep sanof pride in their common identity, cultural heritage
and natural patrimony and imbibed with the spirit of nationalism and strong commitment to
the protection and dissemination of Filipino legacy.



MISSION

The National Museum shall obtain, keep, staohd present material evidence of man and his
environment. Primarily, it shall acquire, document, preserve, exhibit and foster scholarly study
and appreciation of works of art, specimens and cultural and histagitidcts.

KEY RESULT AREA, SECTORRBBNIZATIONAL OUTCOMES

A KEY RESULT AREA
T Rapid, inclusive and sustained economic growth
A SECTOR OUTCOME
i Equitable access to adequate quality societal services and assets
A ORGANIZATIONAL OUTCOMES
- Management and preservation of museums, collections and cultura
properties strengthened

MAJOR FINAL OUTPUTS

1. Museum Exhibition and Education Services
Performance Indicators:
As to quantity:
1. Number of visitors to the museums under management
2. Number of persons serviced through training and workshop days
As to quality:
1. % of visitors who rate museums as good or better
2. % oftraining and workshagiitendees who rate the presentations
by museum staff as good or better
As timeliness:
1. average % of year for which museums are open to the public during
the normal bugess hours
2. % oftraining programs conducted according to schedule

2. Cultural properties protection and preservation services

Performance Indicators:

As to quantity :
1. Number of cultural properties under protection and preservation
2. % of protected ad preserved properties open for publicviewing

As to quality:
1. % of visitors who rate the quality of preservation as good or better

As totimeliness: Average
1. % of year for which protected and preserved properties are
accessible to the public dng normabusines$iours

V. Support to Operations
Performance Indicators
1. Activities/plans/projects planned, prepared, monitored, evaluated
2. Accomplishmentreports retrieved, consolidated and submitted
relevant government offices.



3. Contracts executed; Legadrrespondence / resolutisi affidavits
preparedandnotarized

VI. General Administration and Support Services (GASS)
Performance Indicators
1. Financal reports/statements prepared
2. Personnel Benefits developed & administered
3. Suppliesmaterials, & equipmenprocured, distributed or disposed
4. Records filed, disseminated or disposed

STRATEGIES

1 The National Museum has a -ttimensional goal covering diverse fields of
knowledge through various cultural, scientific and educational activities.

A. AS A CULTURBENTER

Asa cultural center, the Museum shall take the lead in the study and preservation of the nation's
rich artistic and cultural heritage, in the reconstruction and rebuilding of our past, and the
development of the national cultural wealth.

Target: To preserve/conserve, protect and develop the movable and immovable cultural landmarks of
the nation including both the National Cultural Treasures and the Important Cultural properties as part
YR LI NOSt 2F 2dzNJ ylF A2y Qa KSNAGlI ISo

StrategiesThe followig National Museum Divisions were created and tasked to carry out their
corresponding functions in order to achieve these objectives:

The National Museum Divisions

The Cultural Divisions

1. Restoration and Engineering Division (RELQ RED is tasked to madain,
preserve, establish and devel
branch and site museums; sury
and document immovabl
landmarks for record purpose
and determine landmarks to b
restored or preserved; undertal
the construction and renovation ¢
museum buildings and prepa
exhibdt designs for museur
galleries

Chemistry and Conservation Laboratory (CCL) | In coordination with RED and oth
Divisions with collections, CCL
tasked toconserveesearch on ang
restore movable and immovab
cultural materials; and strengthe
ties andcollaboration with other
cultural agencies and local ar
foreign institutions.

Arts Division To document, monitor and assist
the preventive conservation of th
NM Fine Art Collection consistit
of two-dimensional and three
dimensional works. It atslooks
after these collections in storag
and galleries to ensure their safe|
and security. In order to make th
NM FineArt Collection public




accessible, the Arts Divisig
researches, exhibits, participat
conferences and workshops a
creates an aifcive on artistg
represented in the NM Fine A
Collection

Cultural Properties Division (CPD)

The Cultural Properties Division ig
tasked with the enforcement and
implementation of the law on the
preservation and protection of the
O2dzy G NBE Q& @@dzitalsd
sees to it that the flow of movablg
cultural properties and illegal
excavations in the regions are
checked and controlled. The
National Museum as part of its
mandate recognizes and declarej
significant cultural properties as
National Culturalreasures and
important Cultural Treasures and
moves for their protection by virtu
of Republic Act 4846 (Cultural
Properties Preservation and
Protection Act) as amended by
Presidential Decree 374 and the
Cultural Heritage Law of 2009, R.
10066. These $exted properties
are further classified into Nationa
Cultural Treasures, Important
Cultural Properties, Site Museum
Archaeologicaland
Anthropological
Sites/Reservations, and Built
Heritage.

Outcome: Preservatiomocumentation
conservation, restoratio, exhibition
protection and regulation of ou
O2dzy i NB Qa Odzt i dzNJ

AS A SCIENTIFIC INSTITUTION

The National Museum conducts basic research programs through integrated laboratory and field work in
anthropology, archeology, geology, paleontofpotany and zoology. It maintains reference collections

on these disciplines amtomotesscientific developments in the Philippines.

Target: To undertake basic researches along with the respective reference collections through its natural

and sociaécience divisions.

Strategies Establish baseline information on the inventory of Philippine Flora and Fauna, the geologic
characteristics of the Philippines and the inventory of material culture of the Filipinos of the past and the
present time, with thaultimate goal of unraveling the true Filipino identity and culture through these

scientific characteristics.

The Research Divisions

Anthropology Division

The division is responsible foronducting
ethnological surveys, researches and trainin
within the framework of cultural and physic
anthropology, linguistics and ethnography.

acquires documents and maintains ethnograp|
specimens for the reference collection and




exhibitions as well as conduct lectures, semi
workshops and training progras.
Archaeology Division The division is tasked to conduct terrestrial g
underwater archaeology, as it acquirg
documents, maintain archaeological specimg
for the reference collection and exhibitions,
well as conduct lectures, seminanrkshopsand
training programs.

Botany Division The division is tasked to conduct botani
research activities, and educational programs
plant science, train students and teache
conduct lectures, seminavorkshops on plan
collecting and  herbarium  prepatian,
documents plant species to foster t
preservation of plant diversity and develop soy
strategies for conservation. It maintains a
develops the Philippine National Herbarium.

Geology Division To conduct geological researches, collection
specimens for the improvement an
enhancement of the reference collectig
production of new travelling exhibits
strengthening of collaborative projects aij
involvement in the activities of the differe
geological organizations, as well as cond
lectures seminarworkshops and training
programs.

Zoology Division Responsible for the establishment of base
information about Philippine faung through
research / study, collection, inventory a
preservation of the rich Philippine fauna cover
birds, mammals, crustaceans, shells §
mollusks, insects, reptiles, corals, fish
echinoderms, polychaetes and sponge, both f
land and marine areas, as well as cond
lectures, seminaworkshops and training
programs.

Outcome: Establishment of baseke
information by conducting basiq
systematic and scientific resear
programs combining integrate
laboratory and fieldwork activitieg
collection, identification and
maintenance of national refereng
collection on these disciplines; al
promotes scietific development in
the Philippines through exhibition
lectures/trainings, demonstrationg
outreach programs and publication

AS AN EDUCATIONAL INSTITUTION

The National Museum disseminates scientific and technical knowledge in more understaadable
practical forms through better management and giving effective learning procedures, lectures and
exhibitions for students and the general public.

Target: To properly disseminate, translate and interpret the basic researches and exhibitions gayhered b
museum scientists and researchers into more understandable forms through effective educational
procedures through proper guidirfgr the public to be well understood and appreciated and gather
FSSRolF Ol YFGSNAIfaAa (G2 0S iaran@Rspange. Y2YAG2NAY I DAaAA
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Strategies: ¢ KAa 202SO0GAPS Aa SFFSOGSR GKNRdzZAK GKS bt
Archeological Sites and Museum Branch Divisittre Museum Education Division and the Planetarium

Division The educational function of the museus the most public aspect of the museum services as it
becomes a conduit for public service, to bring the museum services to the majority of the citizens in the
countryside and to the remote areas of the country.

The Education Divisions

Museum Educabn Division (MED) MED shall be responsible for audier
development and museum visitors ¢ugh
better management and effective learnir
processes to enable public access to

collection through exhibitions guiding ar
positive experience of the museum.charge
of frontline services of the National Museum
formulates and institutes ways of monitorir]
feedback in a systematic and measura
manner that can be used for quantitative al
qgualitative evaluation. It also develoj
programs on how to engagschoolteacher
and their students during their visit to theMN
of Fine Arts and M of Anthropology which
includes previsit and postvisit to the museun
as well as incorporating a framework on hd
to maximize museum and human resourceg

Planetarium Divsion The Planetarium Division dissemina
astronomical information through planetariui
shows, research, lectures, demonstratio
exhibitions and actual celestial observationg
conducts educational outreach prograr
through the Mobile Planetarium whicshows
astronomical programs in all regions of t

country.
Archaeological Sites and Branch The Archaeological Sites and Branch Muse
Museums Divisions (ASBMD) Division (ASBMD) manages fifteen (15)

museums and sites irthe country. It
supervisegnaintain collections and extitions
in their regional offices. It also functions
field stations and centers of support f
/ dzf G dzNJ € t N2 LISNI A S &
dissemination program pertaining to cultur
heritage laws and other regulatory functions

Outcome:Better public understanding an
appreciation of basic scientif
and cultural, including artisti
information as see within the
structure of Philippine cultur
and translated into morg
understandable forms.

Support Divisions

Administrative Division supports and
assures the efficient functioning of all tf
specialized divisions of the Nation
Museum. It is charged with the tasks
providing adequate security, maintainir]
cleanliness and sanitation, mobilit
safekeeping of rewrds, provision of fundg
supplies and equipment. Attached with t
Admin are units such as the Personf

10



Accounting and  Budget, taskd
respectively to serve as a most effect
support mechanism for the entire ageng
focusing on personnel developme
budget and financial management, safe
and security, supplies and oth
administrative matters.

5ANBOG2NDA hTFfi s
Planning and Legal Unit,extends its
support and assistance to the differg
research, technical and educatior]
divisions by acting and/or approving
proposals on activities, programs al
plans. It also organizes exhibit
implements agency programs an
management functions in planning, leg
organizing, staffing, directing an
monitoring  projects, targets an
accomplishmerd, as well as coordinat
and approves linkages with institutiof
both local and abroad vital to fulfiling th
F3SyO0eQa YIyRI({Saj

MANDATED AGENCY OUTCOMES AND STRATEGIES

(ORGANIZATIONAL PERFORMANCE INDICATOR FRAMEWORK)

SOCIETAL GOAL

INCLUSIVE GROWTH AND POVERTY REDUCTION

1

KEY RESULT AREAS
(Aquino Social Contract)

RAPID INCLUSIVE AND SUSTAINED ECONOMIC GROWTH

1

Sector Outcome
(Education, Culture and Manpower Development Sector)

EQUITABLE ACCESS TO ADEQUATE QUALITY SOCIETAL SERVICES AND ASSETS

1

ORGANZIATIONAL OUTCOMES
(National Museum)

1. ENHANCED MANAGEMENT AND DEVELOPMENT OF THE NATIONAL COLLECTIONS; PROMOTION AS AN EDUCATIONAL,
SCIENTIFIC AND CULTURAL INSTITUTION OF KNOWLEDGE, AWARENESS AND APPRECIATION OF THE NATIONAL PATRIMONY.

2. ENHANCED PROTECTION, PRESERVATION, RESTORATION, DEVELOPMENT AND MANAGEMENT OF CULTURAL PROPERTIES.

1

MAJOR FINAL OUTPUTS
{National Museum)

1. PROVISION OF MUSEUM EXHIBITION AND EDUCATION SERVICES WITH PERFORMANCE TARGETS

2. PROVISION OF CULTURAL PROPERTIES PROTECTION AND PRESERVATION SERVICES WITH PERFORMANCE TARGETS

1

PROGRAMS/ACTIVITIES/PROJECTS
(National Museum)

1. KEY STRATEGIES FOR COLLECTIONS, RESEARCH, PUBLICATIONS, EXHIBITIONS, TECHNICAL ASSISTANCE, PUBLIC PROGRAMS

2. KEY STRATEGIES FOR CENTRAL, REGIONAL, BRANCH AND SITE MUSEUM FACILITIES




EXISTING ORGANIZATIONAL STRUCTURE OF THE NATIONAL MUSEUM

| Board of Trustees ‘

I
‘ Director ‘
[

‘ Assistant Directors ‘

4‘ Finance and Administration

‘ Anthropology | Archaeology |

Archaeoclogical Sites ‘ Art
and Branch Museums

‘ Botany Conservation ‘ Cultural Properties ‘ Geology
Labaratory

‘ Museum Education | Planetarium | Restoration and Zoology
Engineering

5Lw9/ ¢hwQ{ hCCL/ 9

Management and Management Support

The management of the agency consists of three thektel personnel: one Director and two
Assistant Directors of thedtional Museum appointed by, and coterminous with, the Board of
Trustees. They are supported by one legal officer, one planning officer, and two administrative
personnel.

¢KS S5ANBOG2NRA hTFFAOS OF NNASa 2dzi | fénétionsS E S O dzi .
pertaining to the entire agency, and is; moreover, relatively responsible for all other personnel
of the agency of the first and second level, who are regular personnel with security of tenure.

¢ KS 5 A NB OaktenNdiita sugpdrifahd@iStance to the different research, technical and
educational divisions by acting and / or approving proposals on activities, programs and plans.

It also organizes exhibits, implements agency programs and management functions in planning,
legal, organizingstaffing, directing and monitoring projects, targets and accomplishments, as

well as coordinate and approves linkages with institutions both local and abroad vital to
FdzZ FAEEAY3 GKS F3SyoOeQa YIrIyRFEGSas 32rta FyR 2

Management oversees all operatis of the Agency as well as carries out policy, planning and
coordination functions and special prograpeventsand projects.

The existing thirteen divisions report directly to, and routinely communicate through, the
Agency management within the Officef the Director for administrative and operational
concerns and coordinatg specific tasks, programs, projecéxhibitsand events.

AGENCY HEAD/DIRECTOR IV
General areas of responsibility:

1. Exercise overall responsibility for all the functions of Assistant Directors outlined
herein, as well as focus on the areas of infrastructure development, external relations,
policy and planning matters, and budget matters.
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2. Implements the agency programs.

3. Exercises management functions in planning, organiziadfireg, directing, monitoring,
and controlling aspects.

4. Acts on requested permission of personnel to teach or exercise a profession or engage
in business not entailing a conflict of interest.

5. Approves change of status of personnel.

6. Approves transfer/detdiof personnel from one division to another within or outside the
National Museum.

7. Approves disbursement vouchers for first and last salaries of personnel.

8. Signs plantilla of personnel, approves appointments of personnel, emergency
employees and salary agjtments.

9. Approves and signs Abstract of Bids, BAC Resolutions, Awards, Contracts, Memoranda of
Agreement, Decisions/Resolutions, and Deeds of Donation including those initiated by
Division Chiefs and/or their personnel.

10. Signs payrolls, salary adjustmentdecks, and all official communications from the
institution.

11.Signs licenses, Permit to Excavate/Explore, Permit to Export, Registration of Cultural
Properties.

12. Approves sick, vacation, and maternity leaves of absence, with or without pay for a
period notbeyond one year and that of personnel occupying Salary Grade 10 and
above.

13. Approves requests for Cash Advance.

14. Signs/Approves Disbursement Vouchers.

15. Signs Travel Orders/Actual IT.

16. Appoints and discipline personnel from Salary Grade 24 and below.

17.Reports drectly to the Board of Trustees as-Bxficio member, as well as to other
institutions of the government or private enterprise relative to museum affairs.

18. Performs other functions that may be necessary.

ASSISTANT DIRECTOR/DIRECTORIII
CGeneral areas ofasponsibility:

1. Generally responsible in assisting the Director IV in programs and collections
management, and shall focus on managing, developing and strengthening the
Fdzy R YSy Gl f ySEdza 2F GKS adzaSdzyQa 62N)] &Ll
assistaice, education and training, collaborations, and dissemination. Concerned
divisions include: Anthropology, Arts, Botany, Geology, Zoology, Chemistry and
Conservation Laboratory, Museum Education, and Planetarium Divisions.

2. Approves and signs RIS, OS, Im),THp Tickets, proposed IT and other documents
emanating from Anthropology, Arts, Botany, Geology, Zoology, Chemistry and
Conservation Laboratory, Museum Education, and Planetarium Divisions.

3. Attends to all requests for technical assistance in the faélchuseology training and
research in natural and social services.

4. Attends to request of other entities in setting up of museums, galleries, and the like.

5. Acts on all routinary functions of the Director IV in his absence. Functions involving
discretion/peusal shall still be referred to the Director IV and shall require his approval
before the Director 11l can approve/sign in behalf of the Director V.

6. Performs other functions that may be assigned from time to time.
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ACTING ASSISTANT DIRECTOR/DIRECTORI I
General areas of responsibility:

1. Assists in exercising the management functions of the Director IV concerning Finance
and Administrative, Archaeological Sites and Branch Museums, Archaeology,
Restoration and Engineering, and Cultural Properties Di\gsion

2. Serves as the Secretary of the Board of Trustees within the Office of the Director.

3. Approves and signs Requisition and issue Vouchers, Obligation Slips, Job Order,
Purchase Order, proposed IT, and other financial documents (except DV) emanating
from Firance and Administrative, Archaeological Sites and Branch Museums,
Archaeology, Restoration and Engineering, and Cultural Properties Divisions.

4. Handles, signs, and approves proposed itinerary of Travel of Finance and Administrative,
Archaeological Sites afgfanch Museums, Restoration and Engineering, Archaeology,
and Cultural Properties Division personnel.

5. Acts on all matters in the absence of the Director IV and Director Ill.

Approves trip tickets and payrolls.

7. Performs other functions that may be assigrisam time to time.

o

LEGAL OFICER Il
Duties and Responsibilities

1. wSO@ASsa YR NBO2YYSYyRa F2NJ 6KS 5ANBOG2NDa
understanding, deed of donation and other legal documents pertaining to scientific and
technological activigés;

2. Provides legal opinion to the Director IV regarding legal conflicts pertaining to any
scientific and technological program implemented or to be implemented by the agency;

3. Maintains linkages with local and international research institution regardirgglle
matters;

4. Does other related works.

PLANNING OFFICHER

Duties and Responsibilities

1. Plan, organize, and review the preparation of short and long range plans and programs
such as scientific, technological and administrative projects of the agency.

2. Studies and give recommendatiorn® the Director IV consideration on the effectivity of
scientific and technical program of the agency.

3. Undertake monitoring of all museum projects (scientific, technological and
administrative functions);

4. Assists inthe assesent and evaluation of the implementation of museum
development plan;

5. Coordinate linkages with relevant agencies (academic and private research section);

6. Compile, analyze and interprets statistical data required in the assessment of the
performance of techical activities;

7. Does related work.
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RULES AND REGULATIONS
FOR MEDIA COVERAGE/ DOCUMENTATION
WITHIN THE MUSEUM PREMISES

1. O0- AAEA6 OAEAOO Ol AAAOAAEOAA A1 OEOEAO
broadcasting networks (radio, television) and onlire publications that are owned
by media organizations and supervised by an editorial body.

2. Blog§, social media, personal websites and other platforms that are not generally
OAAI ¢cT EUAA AO OI AOGO 1 AAEAG6 1 O EOO AAOEOA
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3. Requests for media coverage/ documentation should be received in writing by
the appropriate offices and must clearly indicate the purpose, schedule options,
personnel and equipment nvolved. It is preferable that the galleries or
collections of particular interest to the requesting party be indicated as well.

4. All requests for photo or video coverage should be received in writing by the
National Museum through its public affairs offte at least ten (10) working days
before the actual shooting.

5. Requests for interview of museum officials or personnel should be receivedin
writing and addressed to the Office of the Director at least ten (10) working days
in advance. The Office of the Dactor reserves the right to appoint a
spokesperson or representative as it deems appropriate. All requests for
interview should be accompanied by the proposed questionnaire.

6. All photographs and video images taken inside the museum shall be used only for
the specific purpose indicated in the written request. Such images should not be
re-purposed or passed on to a third party without the written approval of the
National Museum through the Office of the Director.

7. All shoots or interviews shall be conductedonly between 10AMz 4PM, Tuesday
to Friday, except on national holidaysAny requests outside of this schedule are
subject to availability of museum personnel and approval shall be on a cake
case basis and may incur costs to be shouldered by the reqtiag party.

8. Credits shall be given to the National Museum of the Philippines upon
publication/ airing of the article or program.

0. A copy of the publication or aired program shall be provided to the Museum for
its files.

10. No coverage or shooting shall bel@wed without written permission from the
National Museum through the Office of the Director or its authorized
representative.

It is understood that should there be any violation in the above rules and regulations, as
well as to the attached general guidlines for photography and video documentation, the
permit for coverage shall be immediately revoked. In addition, the requesting party shall be
held fully liable for any and all damages to museum property that may occur as a direct
result of the said coveage/ documentation.

Approwe o by

REMY BARNS >
i.!-:ruw: tor W
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GENERAL GUIDELINES FOR PHOTOGRAPHY/ VIDEO DOCUMENTATION

1.  All personnel and equipment are subject to security inspection.
2.  Touching and/or re-arranging museum objects are strictly prohibited.

3.  Museum artifacts areexpected to be the subject of the documentation and should
not be used as backdrops or ornaments

4.  Flash photography or use of strong artificial lighting is not allowed.
5.  Tripods, light stands, as well as large bags, boxes or containers are not allowed

inside the galleries.

6. For media coverage, all personnel involved should wear their company
identification badges at all times.

7. Proper decorum is expected of all personnel involved. No photo or video
documentation activity should hinder or disturb museum pdrons especially
during regular viewing hours.

SCHEDULE OF FEES AND CHARGES

(Effective July 1, 2010)

1. IDENTIFICATION OF PLANTS AND ANIMALS

Taxonomic Category| Students Professionals Institutions
Order 20.00 50.00 100.00
Family 40.00 100.00 150.00
Genus 60.00 150.00 200.00
Species 80.00 200.00 250.00

Concerned Divisions: Botany and Zoology Divisions

2. IDENTIFICATION OF ANTHROPOLOGICAL AND ARCHAEOLOGICAL MATERIALS

Material Students Professionals Institutions
Anthropology 100.00 150.00 200.00
Archaeology 200.00 300.00 500.00
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Concerned Divisions: Anthropology and Archaeology Divisions

3. IDENTIFICATION AND ANALYSIS OF GEOLOGICAL MATERIALS

Methods Students Professionals Institutions
Megascopic 30.00 50.00 200.00
identification
Petrographic analysig 2,500.00 2,500.00
Concerned Division: Geology Division

4. VIDEGPHOTO DOCUMENTATION

Cultural Property Non-commercial Commercial

National Cultural Treasure Free P3,000.00
Done by 19 century masters Free 2,000.00
Important CulturaProperty
National Artists Cultural Property
Natural History specimens (type specimens only)
Non Cultural Property Free 500.00
Museum objects
Contemporary arts
Photo-ops within the museum premises (Facade, St Free 5,000.00
Hallway, Courtyard)

Concerned Divisio.O. Museum Education DivisiqiRED, Art

5. ASSESSMENT OF CULTURAL PROPERTY OR MUSEUM OBJECTS

Conservation assessment:

P 5,000.00

Concerned Division: Chemistry and Conservation Laboratory
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6. PERMIT AND LICENSE$E

6.1. Application Processing Fees for:

5.1.1. Export Permit

50.00

5.1.2. Permitfee to Explore / Survey / Excavate 50.00
5.1.3. Permitto Transport 50.00
5.1.5. License as Dealer 50.00
5.1.6. Treasure Hunting Permit 50.00
6.2. Permit Fee to Export 1,000.00
6.3. Permit Fee to Transport 1,000.00
6.4. Permit Fee to Explore
5.4.1. Terrestrial Sites 5,000.00
5.4.2. Underwater Sites 10,000.00
6.5. Permit Fee to Excavate
5.4.1. Terrestrial Sites 5,000.00
5.4.2. Underwater Sites 10,000.00
6.6. License Fee for Dealers 2,000.00
6.7. Registration Fee for Movable Cultural Properties 200.00
(Stamp, Certificate of Registration Fees, or Certificg
of
Non-Coverage)
6.8. Surchargéor late renewal of Licenses 2,000.00
Penalty after March 31 = 100 %
6.9. Fee for each Certificate issued by the Cultural 200.00
Properties Division other than those mentioned above
6.10. Inspection Fee for each item not covered by P.D. 50000
6.11. Fee for Treasure Hunting Permit 10,000.00
6.12. Performance Bond for Underwater Archaeology a 500,000.00
Treasure Hunting
Concerned Division: Cultural Properties Division
7. FEES FOR FILMING AND EVENTS
A. FILMING
Categories/Areas Publicity Commercial

18



Exterior (MFP, NAG) Free 50,000.00
Interior (MFP,NAG) Free 100,000.00
Planetarium Free 20,000.00
Regional branches Free 30,000.00
B. EVENTS
Categories/Areas Government, NGO that Private /
supports the NMP Commercial
Exterior (MFP, NAG) Free 50,000.00
Interior (MFP,NAG) Free 100,000.00
Old Senate Session Hall | Free 100, 000.0d
Planetarium Free 20,000.00
Regional branches Free 30,000.00
FEES FOR ENTRANCE OF MUSEUM VISITORS
National Art Museum of the | NAG & MFP Planetarium
Gallery FilipinoPeople
INDIVIDUAL
(upto 49 pax)
Student 40.00 40.00 50.00 40.00
Senior Citizen 50.00 80.00 120.00 40.00
Adult 70.00 100.00 150.00 50.00
GROUP
(over 50 pax)
Student 25.00 25.00 40.00
Senior Citizen 40.00 40.00 60.00
Adult 50.00 80.00 120.00
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Concerned divisions: D.Museum Education Division, Planetarium Division

THE FINANCE AND ADMINISTRATIVE DIVISION

National Museum

OPERATION®MANUAL

The Finance and Administrative Division is tasked with providingrastrative, Financial, and
logistical support to the agency. It has seven sections or units playing an indispensable role of
supporting employees and management in relation to its-ttiaylay activities related to finance, record
keeping, personnel mamgg@ment, transportation, and provision of supplies and materials and
equipment.

1. Accounting Section

Its main task is processing of vouchers in relation to payments of accounts payable to be
done in accordance with the prescribed Government Accounting aulitidg Rules and
Regulations and prepares and submits financial reports to other agencies such as the
Commission on Audit and Department of Budget and Management. It also advises management
on financial matters.

2. Personnel Section

It does not only preparepayroll, computes leave credits, maintains complete atauip
date personnel information system, executes office policies, assists the Personnel Selection
Board during interview of applicants, but assists in the formulation of policies, planning of
activities and creation of programs relative to personnel administration which are necessary for
the engagement of employees.

3. Record Section
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incoming and outgoing documents.

4. Supply and @perty Section
Charged with the procurement of requisitioned supplies, materials, and
equipment and its subsequent distribution to requesting party. It also manages
properties of the agency such as but not limited to buildings, equipment, arts
collectims, etc. Disposal of assets is also one of its function.

5. Motor Pool Unit

Provides transport services to officials and employees in the discharge of their
official duties and functions.

6. Cash Section
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Collects admission fees from museum viewers and cli@mtsreleases payments
of claims to creditors and employees.

7. Budget Section

Prepares budget estimate, allocate appropriation, and ensure that utilization of
funds is in accordance with the approved General Appropriations Act (GAA) and the
Annual Procuremat Plan.

POLICIES/PROCEDURES RELATIVE TO FINANCIAL ADMINISTRATION

Disbursement of Funds adheres to the fundamental Principles prescribed by P.D. 1445 that no
money shall be paid exceptin pursuance of an appropriation law or other specific statutopyrigyth
use solely for public purpose; disbursements or dispositions should bear approval of proper officials;
claims should be supported with complete documentation; and faithful adherence to all pertinent laws
and regulations.

Disbursement may vary froome transaction to another, but the General Requirements for All
Types of Disbursements are the following:

Certification of Availability of Fund by Chief Accountant;

Lawful and sufficient allotment duly obligated as certified,;

Legality of transaction aneoformity with laws, rules and regulations;
Approval of expenditure by Head of Office or authorized representative; and
Sufficient and relevant documents to establish validity of claim.

v > > D

Further, the National Museum faithfully adheres to the Revised Dwauary requirements for
Common Government Transactions as prescribed under COA Circular N6020d2ted June 14, 2012.
Hence, prescribed specific requirements for each type of disbursement as enumerated under the said
circularis adopted here. The Grnment Accounting Manual also serves as basis in disbursement.
Considering that Financial Transactions in the government is already included in the COA Circular No.
2012001 and for purposes of not repeating the provisions as stated therein, only afféne
transaction will be detailed below. Note that forms to use are those prescribed by the new Government
Accounting Manual.

I-PAYMENT OF ACCOUNTS PAYABLE
Payment for Accounts Payable generally adheres to the procedure which is here illustrated:
Sample Transactio.ayment of Electric bills for NM Branch
Relevant Documents:

1 ORS 3copies
1 DV 4 copies
1 Original Billing Statement (photocopy to be attached to each DV)

Procedure:

1 Branch OIC prepares DV and ORS. OIC shall place his/her initial leertawid of
the head of the Archaeological Site and Branch Museum Division.

1 Documents submitted to the ASBMD for the signature of the head of the division
certifying in the Disbursement Voucher that expenses is necessary, lawful and
incurred under his dirdsupervision and certifying in the Obligation Request and
Status that charges to appropriation/allotment are necessary, lawful and incurred
under his direct supervision and supporting documents are valid, proper and legal.
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1 Same documents are forwarded Budget Section for obligation and signature of
the Budget Officer certifying in the Obligation Request and Status that allotment
available and obligated for the purpose orin case of adjustment, the latteris
necessary as indicated in the document.

1 Sameadocuments forwarded to Accounting Section for the signature of the Chief
Accountant certifying that cash is available and supporting documents complete and
amount claimed proper.

1 Same documents forward to Chief Administrative Officer for his initial {oladeed
below the name of the head of agency certifying that the transaction was under his
supervision.

1 Documents forwarded to the Office of the Director for the approval of payment by
the head of the agency.

1 Documents forwarded to Cash Section for the gaegtion of LDDAfADA; Summary
List of LDDAFADA; Advice of Check Issued; and or Preparation of Database Report.
Chief Cashier shall signed certifying correctness of the prepared documents.

1 LDDAPADA and other relevant documents are forwarded to Accouragtion for
signature by the Chief Accountant certifying therein that the List of Due and
Demandable Accounts Payable was prepared in accordance with existing budgeting,
accounting and auditing rules and regulations.

1 LDDAPADA and other relevant documerftswarded to the Office of the Director
for signature and approval (including online approval) of the head of the agency
certifying therein that he assumed full responsibility for the veracity and accuracy of

the listed claims, and the authenticity of sugrting documents as submitted by the
claimants.

1 LDDAPADA and other relevant documents submitted to Land Bank of the
Philippines by Cash Section.

1 Creditor shall acknowledge receipt of payment in the Disbursement Voucher and
shall issue an Official Receipthe branch OIC who will transmit the said Official
Receipt to the Cash Section.

1 Pertinentdocuments forwarded to Accounting Section for submission to the
Commission on Audit Field Audit Office.

Complying with the Government Accounting Manual for akall National Government
Agencies, payment for other transactions requires additional documents necessary to establish validity
of claim. These requirements are not limited to receipts, but shall also include PPMP and APP; Canvas;
Published Notice of Aard; Notice to Proceed; BAC Resolution; Abstract of Bids, Inspection Report;
Acceptance Report; Billing Statement; Performance Bond; Contract; Warranty Security; Justification;
Assessment/certification relative to hiring of job orders; etc.

Il - PROCURENAE

Procurement of supplies and materials; services; equipment; and infrastructure project shall
comply with the provisions prescribed under the procurement law or RA 9184 and pertinent guidelines.

Procurement in the amount of fifty thousand pesos anddvebut more than ten thousand
pesos shall be supported with a canvass to be obtained from at least three (3) suppliers.

[llustrative Example:

Procurement of Supply and Material in the amount of five thousand pesos (5,000) not Available
inthe Procuremengervice

Relevant Documents (prescribed by Government Accounting Manual):

T RIS
i Purchase Order

Procedure:
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1 Duly designated requisitioner prepared RIS (the RIS shall be used by the
Requisitioning Division/Office to request supplies/goods/ equipment/property
carried in stock and by the Supply and/or Property Division/Unit to issue the items
requested) in three (3) copies for Accounting Unit; Requisitioning Division/Office;
FYR {dzLlLJt @ FyR t NPLISNIe& !yAadQa FTAfSO
ProcurememnManagement Plan (PPMP) and Annual Procurement Plan (APP).

1 In addition to the required signatories in the form, concerned Division Chief shall

recommend for approval the request by signingin the RIS.

RIS shall then be forwarded to appropriate diredtarapproval.

Upon approval, RIS shall be forwarded to Accounting Section who shall certify

whether or not stock is available.

1 Ifstock is available, RIS shall be forwarded to Supply and Property Section for the
issuance of items requested.

1 Ifthe items reuested are not available on stock, Enser shall prepare and
accomplish Purchase RequéBhe PR is a form used by the Supply and/or Property
Custodian for purchasing goods/supplies/property if the item/s requested is/are not
available on stock).The FR shall be prepared in three copies to be distributed as
follows:

= =4

o0 Supply and/or Property Division/Unit for their appropriate action, later to
be attached to the original DV for the payment of purchased item/s
Supply and Property Section File

o Requisitionig Office/Division File

(@)

1 The PR shall be forwarded to Budget Section for funding then to the Office of the
Director for approval.

1 Upon approval by the Director IV, the PR shall be forwarded to the Supply and
Property Section. The latter shall process teens requisitioned by preparing and
accomplishing Purchase Orderin four (4) copies to be distributed as follows:

1. Tothe Supplierfor conforme to the terms of the PO and as attachmentto
the DV upon request for payment.

Retained by the Supply and/or Preypy Division/Unit for file.

To be submitted to COA within five (5) days after conformity by the supplier.
. { dzLJLJX A SND&a 02 Lk
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1 Ifcost of itemistenthousand (10,000) or above, a canvas shall be prepared by the
Supply and Property Section to be distributedit least three suppliers. Atleast
three (3) canvas must be obtained. Inthe presentexample, thisis notneeded since
the amountis below ten thousand pesos.

1 Purchase Order shall be forwarded to the Accounting Section for the signature of

the Chief Acountant certifying therein that the amount of funds is available.

Purchase Order shall be forwarded to the Director IV for approval.

Approved Purchase Order shall be forwarded back to the Supply and Property

Section to be received for conforme by the glipr.

1 Within five (5) days, copy for the COA shall be forwarded to them by the Supply and
Property Section.

1 On or before date of delivery, Supply and Property must receive the delivery of
items.

1 Inspectorshall inspect delivered items and signed in theeptance Report

together with the Eneuser and Chief of the Supply and Property Section.

Supply and Property Section shall issue ICS/ARE whenever warranted.

Supply and Property Section process payment of delivered and accepted items.

= =4
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Procurement of itemsvith ABCs above Fifty Thousand Pesos (Php 50,000.00) shall be done
through competitive bidding except as allowed by Article XVI of the Procurement Law.

23



[1l- HONORARIA

Payment of honoraria to speakers of seminars, trainings, and other similar actishigdl follow
the prescribed guidelines under DBM Budget Circular No-208&ted April 23, 2007 known as
Guidelines on the Grant of Honorariato Lecturers, Resource Persons, Coordinators and Facilitators.

IV-DISPOSAL OF GOVERNMENT PROPERTY

Disposabf government property shall be done pursuantto DBM National Budget Circular No.
425 dated January 28, 1992 (Manual on Disposal of Government Property).

V-INVENTORY OF GOVERNMENT PROPERTY

Inventory of government property shall be spearheaded by tingBy Section and or the
Committees established for the purpose. Government property shall be booked by the Accounting
Section upon receipt of list or pertinent documents, duly approved by the head of the agency, from the
Record Section.

VI- GRANTING GFASH ADVANCE

The rules and regulations on the grant and liquidation of cash advances are prescribed
under COA Circular No.-9D02 dated February 10, 1997 and reiterated in COA Circular No.
2009002 dated May 18, 2009 and Section 89 of PD 1445. Thedeliges provide, among
others:

No cash advance shall be given unless for alegally authorized specific purpose.
No additional cash advances shall be allowed to any official oremployee unless the
previous cash advance given himis first liquidated andateal for in the books.

No cash advance shall be granted for payments on account of infrastructure projects
or other undertaking on a project basis.

Documentary Requirements common to all cash advances exceptfor travels.
Designation of the accountable afér by the Head of the Agency or his duly
authorized representative indicating the maximum accountability and purpose of
cash advance (forinitial cash advance)

Certification from the Accountant that previous cash advance has been liquidated
and accountedor in the books

Approved application for bond for initial cash advance, and Fidelity Bond for the
year for subsequent cash advance as the bond is renewable yearly
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VII- LOCAL TRAVEL
Relevant Documents (taken from page @A Circular No. 20001 dded June 14, 2012

Approved Office Order

Approved Travel Order

Approved IT

Certification from the accountant that the previous cash advance has been
liquidated and accounted for in the books.
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VIII- FOREIGN TRAVEL
Relevant Documents (taken from pagef @A Circular No. 2001 dated June 14, 2012

M Office Order/Travel
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1 Approved by the Head of the Agency. Incase of the Head of the Agency, travel
Order should be approved by the Department Head/Agency Head where the
National Museum s attached
Duly appoved Itinerary of travel
Letter of invitation of host/sponsoring country/agency/organization
For plane fare, quotations of three travel agencies or its equivalent
Flightitinerary issued by the airline/ticketing office/travel agency
Copy of UNDP rate faolaily subsistence allowance (DSA) for the country of
destination for the computation of DSA to be claimed
1 Documentto show the dollar to peso exchange rate at the date of grant of cash
advance
Where applicable, authority from the OP to claim representaérgpenses
In case of seminars/trainings
o Invitation addressed to the agency inviting participants (issued by foreign
country)
o Acceptance by the nominees as participants (issued by the foreign country)
o0 Programme agendaand logistics information
1 Certificationfrom the accountant that the previous cash advance has been
liquidated and accounted in the books
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IX- LIQUIDATION OF CASH ADVANCE

Relevant Documents:

|l

As required under page 5to 7 ©GDA Circular No. 2001 dated June 14, 2012.

General Guidelines:

The accountable officer shall liquidate cash advances within the following period:

f
f

Salaries, wages, allowances, honoraria and Other Similar Payqwetitisn five
calendar days after the end of the pay period.

Field Operating Expensewithin 20 calendadays after the end of the year subjectto
replenishment as frequently as necessary during the year.

Petty Cash Funglas soon as the disbursement reaches 75% or as needed, the PCF shall
be replenished which shall be equal to the total amount of expendituaele
therefrom. In case of termination, resignation, retirement or dismissal of the PCF
custodian, immediately thereafter.

Traveling Expenses for local tragelithin 30 days after the return of the
official/employee concerned to his official station.

Traveling Expenses for foreign tragavVithin 60 days after the return of the
official/employee concerned to the Philippines.

Special purposegas soon as the purpose of the cash advance has been served.

Documentary Requirements

IX.1 Petty Cash Fund
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Petty Cash Vouchers duly approved

Report of Disbursement

PCF Replenishment Report

Approved purchase request with Certificate of Emergency Purchase, if necessary
Official Receipts

Certificate of inspection and acceptance

Report of Waste Materials in case of tepishment or repair

Approved trip ticket for gasoline expenses

Canvass from at least three suppliers for purchases involving 10,000 and above but less
than 50,000.

For reimbursement of toll receiptsToll Receipts and Toll Tickets

Such other supportingatuments that may be required and or required under the office
policy depending on the nature of expenses
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IX.2 Field/Activity Current Operating Expenses
Same requirements as those of PCF.
IX.3 Traveling Expensdscal Travel

New forms will be used asgscribed under the Government Accounting Manual which
took effect beginning January 1, 2016.

9 Tickets (plane, bus, boat)

1 Boarding pass

9 Certificate of appearance

1 Copy of previously approved Itinerary of Travel

1 Revised or supplemental Office order or any greopporting the change of schedule

1 RevisedIT, if previous approved IT was not followed

1 Certification by the Head of the Agency as to the absolute necessity of the expenses, if
the expenses incurred exceeded the prescribed rate per day.

9 Affidavit of losshall not be considered as replacement for the required hotel/lodging
bills and receipts

T RER

1 ORincase of refund of excess Cash Advance

91 Certificate of Travel Completed

1 Hotel room/lodging bills with official receipts in the case of official travel to [dace
within 50-kilometer radius from the last city or municipality where the permanent
official station is located in the case of those outside the Metro Manila Area, if the travel
allowance being claimed include the hotel room/lodging rate

1 Narrative report

9 Lquidation report

9 Travel Order approved by the head of the agency

1 Otherdocuments that may serve as proof of validity of the claim.

IX.4 Traveling Expensd=oreign Travel

Same documentary requirements as those under local travel, but with the following
additional documents to be submitted:

1 Forreimbursement of actual travel expenses in excess of the prescribed rate (EO No.
298)
o Approval by the head of the agency
o Certification from the head of the agency thatit is absolutely necessary
o Hotel room billsith official receipts (Affidavit of Loss shall not be considered as an
appropriate replacement for the required hotel bills and receipts)

X-PAYMENT FOR AIRFARE
Relevant Documents:

ORS 3 copies

DV 4 copies

Billing Statement/invoice (with photocopy)

Approved request for the issuance of plane tickets (with photocopy)
Original ticket (with photocopy)

Original boarding pass (with photocopy)

Checkinreceipts, if there is (with photocopy)

Certified true copy of approved Travel order (with photocopy)
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XI-PAYMENT OF UTILITY CONSUMPTION BY CONTRACTOR
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As part of the costutting measures that the National Museum implements, the Restoration
and Engineering Division, having the necessary capability, is mandated to evaluate and assess the
amount that NM contractes shall pay for their electrical and water consumptions and transmit the
same in writing to the Finance and Administrative Division (FAD)which shall bill contractors on the basis
of the submitted assessment.
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warranted under Section 39.5 of the Revised Implementing Rules and Regulations of the Government
Procurement Reform Act or R.A. 9184.

POLICIES/PROCEDURES RELATIVE TO PERSONNEL ADMINISTRATION
|- RECRUITMENT

The opportunity for government employment is made known to the general public
through the Personnel Section. This appears to be the number one task as this calls for the staff
to exert efforts in the procurement ohuman resourceshe key element in tb working
environment.

The following are the phases undertaken in the recruitment:

Identification of all unfilled or vacant positions

Preparation and submission of the list of vacant positions and their corresponding

qualification standards to the Civlervice Commission for publication

91 Posting of the same list of vacant positions in three (3) conspicuous places within the agency
premises for a period of ten (10) days and in the NM website

1 Advertisement of vacancies in a newspaper of general circulatmieges/universities and

other government agencies, and other venues

Receipt of applications and all requirements (wailkmail or email)

Inclusion of new applicants in the database of applicants

Search for qualified candidates in the database qflegants

Evaluation of the submitted applications, requirements and other documents in terms of the

required qualifications (education, experience, training and eligibility) of the vacant

positions

= =4
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Il - SELECTION/ PROMOTION

The selection of the best @lified among the candidates is done right after a thorough
evaluation of the applications. The Personnel Section assists the National Museum Personnel
Selection Board (NNPSB) in the selection procedures for original appointments and promotions

such as:
1 Identification of the candidates who are considered to be qualified for the vacant positions.
1 Submission of alist of qualified and competent applicants as basis for the determination of

adequate number of candidates forthe NM{ . Q&4 NBFSNBy OS
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of rating

f Consolidation and computationofthe NM{ . Q& NJ} GAy3a +a olFaira F2N
Summary Evaluation

1 Preparation of the Summary Evaluation Form presenting the candidates with their
corresponding summary of weighted points on the diffet qualifications

1 Preparation of the Summary Evaluation for signature of the members of thePSB! as
proof of the completion of screening and thereby certifying and recommending the
personnel/applicant to the vacant position

1 Preparation of referral lettrs for the medical and neufpsychiatric examinations of the
considered candidates or to employees applying for promotion to vacant positions with
Salary Grades 18 and above
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- APPOINTMENTS AND OTHER PERSONNEL ACTIONS

The Personnel Section worksrfine NMt { . = 5ANBOG2ND&a h¥FAOS
Commissionin the performance of its duty in connection to appointments and other personnel
actions or movements in the following:

1. Appointment (Original and Promotion)

9 Verification as to the copleteness of the Summary Evaluation in terms of the-RS&B
YSYOSNERQ aAdyl ddzNB

9 Submission of the verified and accomplished Summary Evaluation for approval of the
Director IV with his signatures affixed

1 Preparation of appointment in the prescribed form Wwiall the supporting documents

attached for signing of the appointing authority

Notification of the appointee of his/her approved appointment

Issuance of appointment

Submission of the appointment papers within the first fifteen (15) calendar days of each

ensuing month and two (2) copies of Report on Appointments Issued (RAI)/Report of

Personnel Actions (ROPA)

Posting of the names of appointees in the bulletin board

Preparation of documents for the oath taking of concerned appointee/s

E ]

= =

2. Other Personnel Actins (Transfer, Reinstatement, Reemployment)

a. Transfer
1 To other government agency

o Preparation of Clearance from Money and Property Accountability
upon receipt of request for transfer as approved by the head of the
agency

o Preparation of Service Record

o Preparation of documents for the transfer of 201 Files and Leave
Credits to the receiving agency

1 From other government agency

o Performance of the same procedures for appointments

o Consolidation of the following documents:

o Written consent for transfer by the headof
department/agency

o0 Service Record from the last employment of the person to
be reinstated or reemployed

o Clearance from money and property accountability from
previous employer

b. Reinstatement/Reemployment

Performance of the same procedures for appointme

3. Other Personnel Movements (Reassignment, Detail, Secondment)

1 Approval of the Head of the Agency

1 Preparation of an Office Order duly signed by the Director as this no longer needs
issuance of appointment

4. Demotion and Separation
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a. Demotion
Issuance b appointment for demotion as this involves diminution in duties,
responsibilities, status or rank which may or may not involve reduction in salary

b. Separation (Voluntary or Involuntary termination of employment)

1 Resignation
Preparation of separation papg subsequent to the receipt of letter of
intent to be voluntarily terminated from employment

1 Dropping from the Rolls/Termination of Service
Issuance of notice of separation to an employee stating the reason for
separation and the date of effectivity asgaed and approved by the

Director IV.

IV- PERFORMANCE EVALUATION

The Personnel Section works with tRerformance Evaluation and Review Committee (PERC)

the establishment and the implementation of the Performance Evaluation and Incentive System.
TS t SNE2Yy Yy St {SOGA2y KSt LA 2defivesssythas:KS | GlGFAYyY
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1 To enhance organizational effectiveness and productivity

1 To provide objective performance rating which serassa basis for personnel actions,
incentives, rewards and administrative sanctions.

The Personnel Staff makes sure that employees are reminded of the schedules for submission of
Performance Targets, Modified Performance Targets so with the Actual Ferfice Evaluations.
QYL 28SSaQ t SNF2NXVIyOS ¢l NBSGAZ ! OlGdzr £ t SNF2N)I
Targets are duly stampadw 9 / 9 bydthe Personnel Section.
a. Submission of Performance Targets
1 Main Office employees -January 1&1for Jan:June Targets

1 Regional Office employees July3bfor JulyDec. Targets

b. Submission of Actual Performance Evaluations

1 Main Office employeesJuly 115 for JanJune Ratings
1 Regional Office employee3anuary 115 for JulyDec. Ratings

Aftercompilation of the submitted Performance Targets/Performance Evaluations/Modified

Performance Targets, the Personnel Section forwards everything to th@ BIRC for review and

confirmation.
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The Personnel Section submits to the Civil Service Commissiah Giette a list of
employees with their corresponding performance ratimgs later than three (3) months after
every rating period.

V- LEAVE ADMINISTRATION

The Personnel Section maintains a leave card for every employee where leave of absences are
recorded and an up to date summary of leave credits are reflected.

Itis a mustthat employees file aleave form for whatever type of leave they are applying for. By
doing so, the Personnel Section undertakes the following procedures:

1 Receipt of leave forms vether approved or disapproved

1 Indication of available leave credits of an employee to be certified by the Administrative
Officer V (H.R.M.O. lll) and for reference of the recommending official

1 Release of leave forms for signature of the Administrative@®ffv (H.R.M.O. IlI), the
recommending official and the Director

1 Recording of the approved leave in the leave card for an up to date summary of leave
credits

91 Deduction of equivalent number of minutes or hours of tardiness or undertime from the
leave credis

1 Recording of approved leave of absence without pay for payroll deduction

VI- PAYROLL PREPARATION
The Personnel Section performs the needed service to prepare the payroll asitis the point of

2NXIAY F2NJGKS O2YLidzi I (A 2cpmperBati¥ LY 288538 Q Y2y (K¢

The preparation of the payroll is usually done in advance with the following to be acted upon:

1. Old Employees
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the obligatory deductions for automatic pgoutation

b. Printing of payroll for initial of the person in charge and the Administrative Officer V
(H.R.M.O. 1)

c. Preparation of voucher for the payroll

d. Release of the printed and initialed payroll and voucher to the Chief Administrative
Officer for signatre

2. New Employees

a /2t t SOGA2Y 2F C2NXY ny o65¢w0 a olaira F2N i

b. Computation of salaries with the obligatory deductions made

c. Preparation of voucher or separate payroll

d. Printing of voucher or separate payroll faritial of the person in charge and the
Administrative Officer V (H.R.M.O. IlI)

e. Release of the printed and initialed payroll and voucher to the Chief Administrative
Officer for signature

3. Employees with approved absence without pay
a. Collectionof Form48 (W0 | & ol aira F2NJGKS | Oldzr £ O2 YL
as they are not included in the regular payroll
b. Computation of salaries with the obligatory deductions made
Preparation of voucher or payroll
d. Release of the printed and initialed payroll anmalicher to the Chief Administrative
Officer for signature

o

VII- PERSONNEL RELATIONS
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The Personnel Section assists the managementin the creation of an atmosphere conducive
to good superviseemployee relations and the improvement of an employee moraiéelps
the management in its plans in relation to the maintenance of employee health, welfare,
counseling, recreation or similar activities, including the establishment of employee
organization/union. It is in this area of personnel work that it heh®srmanagement in the
formulation of systems and procedures in informing employees about their rights and privileges
including the right to selbrganization and the obligations and conduct required of all
government officers and employees. The PersoneetiBn also helps in the establishment of
the Complaints and Grievance Machinery which provides the systems and procedures in settling
employee complaints and grievances.

All records and other written proceedings involving complaints and grievance® ptekd
maintained by the Personnel Section.

VIlI- PERSONNEL DISCIPLINE

The Personnel Section, through the Administrative Officer V (H.R.M.O. lll) assists the
National Museum Administrative Action Committee (NMAAC) to perform administrative
proceedingsn its aim to impose appropriate administrative sanctions on its erring officials and
employees. The NMAAC has formulated its systems and procedures based on the Uniform Rules
on Administrative Cases in the Civil Service.

The Personnel Section keeps anaimains all the records and proceedings in the 201 File of
the erring officials and employees.

IX- PERSONNEL WELFBRREFITS, AWARDS AND INCENTIVES

The Administrative Officer V (H.R.M.O. Ill) of the Personnel Section is a member of the
National Musem Program on Awards and Incentives for Service ExcellencéRIMSE)
Committee and assists the members of the committee in the establishment/ development of
the employee suggestions and incentive awards system including the administration, monitoring
and evaluation of the awards and incentives system.

X-PERSONNEL CAREER DEVELOPMENT

The Personnel Section helps the management in the preparation of a career and personnel
development plan and in the formulation of policies in relation to the provision &rvice

trainings, programs, scholarships, training grants, among others. The Per&sui&n works
on the following:

1. Attend to continuous training and development needs of the personnel to achieve

effective and economical service

Prepare list of agengyriority needs and training education and development program

Conduct orientation/induction program for new employees

Design employees development programs

Evaluate training programs

Consolidate reports on problems, comments and suggestions of concesrsdmel

on the conduct of training programs

Make available training programs and scholarship grants to qualified and interested

personnel

8. Design programs that will enable the agency to maximize knowledge and skills gained by
employees who attend trainingrograms/scholarship grants

SN LI A
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9. Assistpersonnelintheir personal and professional development by creating a workplace

that is personally gratifying to breed a more productive and professional career service

XI- RETIREMENT

It shall be keptin mind by the Pnnel Section that assistance must be extended to an
employee who expresses his/her intention to avail of an early retirement or to an employee
who is on the verge afompulsory retirement.
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Plans and coordinates with other government agencies offeringretieement
lectures/seminars/programs which are intended to familiarize wehsdretirees on the
governmentetirement plans and benefits as well as available business opportunities or
other productive options/pursuits

Source of information as to retirement modes/options suitable to a retiring employee
and the accompanying conditions for entittlement and benefits

Giving outinstructions/advise as to the requirements and procedures in the application
for retirement starting from the letter of intent to retire to be forwarded to the Director

IV for approval

Preparation of Clearance from Money and Property Accoutitgbior signature of
division heads upon receipt of the approved intent to retire

Preparation of request for clearance from the Office of the Ombudsman

Computation of leave credits for purposes of requesting fund for the payment of
Terminal Leave

Printingof computed accumulated leave

Preparation of Certificate of Leave Credits

Computation of last salary to be received by the retiring employee

0 Preparation of vouchers for the terminal leave and last salary

Xll- AVALMENT OF COMPENSATORY-OME

1. OBJECTH

To provide aninternal policy on the availment of compensatory {ofigin lieu of overtime

pay, pursuantto Civil Service Commission and Department of Budget and Manage ment Joint
Circular No. 2, series of 2004(NMonetary Remuneration for Overtime 8&ce Rendered)

and Section 1 (d) of Administrative Order No. 103 (Directing the Continued Adoption of
Austeiity Measures in the Government)

2. COVERAGE

This policy on the availment of compensatory thoieshall be applicable to NM employees
occupying the psitions of Division Heads and below under permanent, temporary or casual
status, and contractual personnel whose employment is in the nature of a regular
employee.

3. DEFINITION OF TERMS

A. Compensatory Overtime Credit (CO€Yefers to the accrued numbewsf hours an

employee ears as a result of services rendered beyond regular working hours, and/or
those rendered on Saturdays, Sundays, Holidays or scheduled days off without the
benefit of overtime pay.
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B. Compensatory Timeff (CTO) refers to the numler of hours or days an employee is
excused from reporting for work with full pay and benefits. Itis a-nwnetary benefit
provided to an employee in lieu of overtime pay

4. ACCOMPLISHMENT OF PERMIT SLIP (FOR OFFICIAL BUSINESS, OFFICIAL TIME OF
PERSONAL ANSACTIONS) AND NKONCH AUTHORITY FORM

A. PERMIT SLIP

1. OFFICIAL BUSINESS

The Permit Slip shall be accomplished by an NM Personnel authorized to go on an
Official Business (earlier defined) and the box provided for Official Business must be
markedwith an "x". The Permit Slip must be accompanied by an Office Order.
Official Businesmiay be in the following forms:

a. Attendance in trainings/seminars/conferences/symposia
b. Representation of the Office in an event, ceremony and the like
2. OFFIAL TIME

The Permit Slip shall be accomplished by an NM Personnel authorized to go on an
Official Time (earlier defined). The box provided for in the Permit Slip for Official
Time must be marked with an "x". Said Permit Slip must also be accompaniad by a
Office Order if the time spent outside of the office/work station is whole day or
more. However, if the personnel is authorized for an official time for a certain
period in the morning and has to report for work after, the personnel must record
his/hertime of arrival in the office. Main office personnel must use tihenietric

Time Recorder (Finger Track) or the Chronolog Timekeeper, Planetarium Division
must use the Bundy Clock and Branch Museums personnel must use their respective
logbooks. Inthease thata personnel is authorized to leave the office anytime on
official time, his/her time of departure must also be recorded. Official Time may be
in the fdlowing forms:

a. Attendance in trainings/seminars/conferences/symposia
b. Representation othe Office in an event, ceremony and the like

c. Appearance in a hearing as a witness when required to do so by the court or
administrative panel. However, the case should not be directly related to the
official duties and responsibilities of the witres

d. Undergo an annual medical cheak for all NM Officials and Employees being
coordinated by the office with a government hospital

e. Transaction with the Land Bank of the Philippines for problems on ATM card
relative to receiving one's salary

3. PERSONAL TRANSACTIONS
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The Permit Slip shall be accomplished by an NM Personnel who wishes to be
momentarily absent from his/her duty/work station or has to leave the office earlier
than he/she is supposed to complete an eight (8) hour work a day for pefrsona
reasons. The box provided for in the Permit Slip for Personal Transactions must be
marked with an "x". The personnel's time of departure must also be recorded. In
this way, the corresponding time spent away from the office can be determined and
shallbe deducted from the personnel's vacation leave credits or from his/her salary
for the month.

B. NO-PUNCH AUTHORITY FORM
The NePunch Authority Form shall only be accomspkd in case of the following:

1. Both time recorders, Biometric Time Record&inger Track) or the Chronolog
Timekeeper are notviable for a certain NM Official or Employee of the main office.

2. Bundy Clock for the Planetarium Division personnel is not working

3. An NM Personnel fails to time out for lunch break as well asdaime in for the
afternoon session for reasons of attending to emergency office matters/rush works.

5. PROCEDURE

Permit Slips and N&unch Authority Forms are readily available atthe Personnel Section,
Finance and Administrative Division.

A. PermitSlip
Grantee Approver
Division Heads Director Ill
All other personnel Division/Section/Unit Heads

1. Prior accomplishment of the Permit Slip and approval for the Official Business,
Official Time and Momentary absence from duty/work station is el

2. The Grantee must present the Permit Slip to the Staftharge at the Personnel
Section, Finance and Administrative Division so that details shall be recorded in
the logbook being maintained by the said section and a Permit Slip Number be
provided for indication in the said slip.

3. The grantee must bring with him/her the said slip for signature by the person
whom he/she transacts business with.

4. The Permit Slip must be submitted to the Personnel Section, Finance and
Administrative Divisio for proper recording and filing. Said submission must be
done immediately upon return to work.

5. A Permit Slip that is unsigned by the other party shall not be accepted by the
Personnel Section, Finance and Administrative Division. It shall meaththat
transaction was not completed. Thus, the corresponding time spent away from
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the office shall be deducted from the personnel’s vacation leave credits or from

his/her salary for the month. The same thing shall apply to the-si@omission of
the PermitSlip.

Permit Slips for personal transactions must be submitted immediately to the
Personnel Section, Finance and Administrative Division for proper recording and
filing before the grantee leaves the office.

B. NePunch Authority

Grantee Approver
Division Heads Director Ill
All other personnel Division/Section/Unit Heads

The NePunch Authority Form must be submitted to the Personnel Section, Finance and
Administrative Division for proper recording and filing at the end of the working day.
Forms without the signature of the approving authority shall not be accepted by the
Personnel Section, Finance and Administrative Division. Thus, the policy on prescribing
regular working hours particularly on the effect of nogcording of attendance shall
apply so with the norsubmission of the said form.

XllI- PERSONNEL LEAVE ADMINISTRATION

1.

OBJECTIVE

The National Museum hereby adopts and promulgates this policy on personnel leave
administration:

To increase awareness of officials and employees on Cimic8d.aw and Rules
relative to leave administration

To give detailed information on the availment of the various types of leaves by
officials and employees

To provide procedures in the filing of applications for leave of absence

The end result of whiclsito avoid interruptions in the assigned works of each and every
official or employee that may be caused by their absence/s and that a high level of
productivity is maintained in the office.

COVERAGE

The policy on personnel leave administration shalllgppall officials and employees of the
Central Office and Regional Branches.

DEFINITION OF TERMS

35



FASR 2y (KS /AGAt {SNBAOS /2YYAAaA2Y Q& hYyYA
laws, the following terms used in this office policy are herebyrisd as follows:

10.

11.

12.

Leave of absenaga right granted to officials and employees not to report for work with
or without pay as may be provided by law and as the rules prescribe in Rule XVI of the
Omnibus Rules Implementing Book V of E.O. 292.

Commutation & leave creditsc the conversion of unused leave credits to their
corresponding money value.

Commutation of leave creditsthe incremental acquisition of unused leave credits by
an official or employee

Immediate familygthe spouse, children, parentsnmarried brothers and sisters and
any relative living under the same roof or dependent upon the employees for support.

Sick leave the leave of absence granted only on account of sickness or disability on the
part of the employee concerned or any membaéthis immediate family.

Vacation leave the leave of absence granted to officials and employees for personal
reasons, the approval of which is contingent upon the necessities of the service.

Rehabilitation Privilege the leave of absence on accourftwounds and/or injuries
sustained while in the performance of official duties.

Parental leave; the leave benefits granted to a solo parent to enable said parent to
perform parental duties and responsibilities where physical presence is required.

Maternity leavegthe leave of absence granted to female government employees legally
entitled thereto in addition to vacation and sick leave. The primary intent or purpose
granting maternity leave is to extend working mothers some measures of financial help
to provide her a period of rest and recuperation in connection with her pregnancy.

Paternity leave the privilege granted to a married male employee allowing him not to
report for work for seven (7) days while continuing to earn the compensation therefore
on the condition that his legitimate spouse has delivered a child or suffered a
miscarriage, for purposes of enabling him to effectively lend care and support to his wife
before, during and after childbirth as the case may be and assist in caring for his
newborn child.

Terminal leave the money value of the total accumulated leave credits of an employee
based on the highest salary rate received prior or upon retirement date/voluntary
separation.

Special leave privilegeshe leave of absence whidfficials and employees may avail

of for a maximum of three (3) days annually over and above the vacation. Sick,
maternity and paternity leaves to mark personal milestones and/or attend filial and
domestic responsibilities.
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13.

14.

15.

16.

Forced/mandatory leavethe annual fiveday vacation leave for which the officials and
employees with 10 days or more vacation leave credits are required to use whether

continuous or intermittent.

Special leave benefits forwomenr FSYI £ S SYLX 285S8SQa
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months with full pay based on her gross monthly compensation following surgery

caused by gynecological disorders.

Tenday leave under R.A. 9262 (Adtiolence Against Women and Their Children Act of
2004)¢ a paid leave of up to ten (10) days in addition to atlpaid leaves under the
Labor Code and Civil Service Rules and Regulations and other existing laws and company

policies.

Sabbatical leave a one (1) year leave granted to Museum personnel belonging to the

scientific career merit system for every fiveays of productive scientific service.

GENERAL POLICIES

1. The following are cited from the Omnibus Rules on Leave (Rule XVI of the Omnibus

Rules Implementing Book V of Executive Order 292):

LEAVE OF ABSENCE

Section 1.Entitlement to leave privilegetngeneral, appointive officials up to the level
of heads of executive departments, heads of departments, undersecretaries and

employees of the government whether permanent. temporary, or casual, who

render work during the prescribed office hours, shall bé&ted to 15 days
vacationand 15 days sick leawannually with full pay exclusive of Saturdays,

Sundays, Public Holidays, without limitation as to the number of days of vacation

and sick leave that they may accumulate.

Section 11. Conditions for theagtt of maternity leave¢ Every woman in the
government service who has rendered an aggregate of two (2) or more
years of service, shall, in addition to the vacation and sick leave granted to
her, be entitled to maternity leave of sixty (60) calendar daitk full pay.

Maternity leave of those who have rendered one (1) year or more but less
than two (2) years of service shall be computed in proportion to their
length of service, provided, that those who have served for less than one
(1) year shall be eitted to 60-day maternity leave with half pay.

It is understood that enjoyment of maternity leave cannot be deferred but
should be availed of either before or after the actual period of delivery in
a continuous and uninterrupted manner, not exceedingél&ndar days.

Section 19.Conditions for the grant of paternity leagdvery married male
employeeis entitled to paternity leave of seven (7) working days for the
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first four (4) deliveries of his legitimate spouse with whom he is
cohabiting.

The firstof the four deliveries shall be reckoned from the effectivity of the
Paternity Leave Act on July 15, 1996.

Married male employee with more than one (1) legal spouse shall be
entitled to avail of paternity leave for an absolute maximum of four
deliveriesegardless of whichever spouse gives birth. (Provided for under
CSC MC No. 41, s. 1998)

Section 25.Five days forced/mandatory leayall officials and employees with
10 days or more vacation leave credits shall be required to go on vacation
leave wheher continuous or intermittent for a minimum of five (5)
working days annually.

Section 35. Terminal Leaxelerminal leave is applied for by an official or an
employee who intends to sever his connection with his employer.
Accordingly, the filing of apization for terminal leave requires as a
condition sine qua noBE G KS SYLJX 28SSQa NBaAIylGAzy
separation from the service. It must be shown first that public
employment ceased by any of the said modes of severances. (Provided
for under CS®IC No. 41, s. 1998)

Section 51.Application for vacation leag@ll applications for vacation leave of
absence for one (1) full day or more shall be submitted on the prescribed
form for action by the proper head of agency five (5) days in advance,
whenever possible, of the effective date of such leave. (Amended by CSC
MC No. 41, s. 1998)

Section 53.Application for sick leaveAll applications for one full day or more
shall be made on the prescribed form and shall be filed immediately upon
S Y LJt 2 wetSrsfed@ such leave. Notice of absence, however, should
be sent to the immediate supervisor and/or to the agency head.
Application for sick leave in excess of five (5) successive days shall be
accompanied by a proper medical certificate.

Sick leag may be applied for in advance in cases where the official or
employee will undergo medical examination or operation or advised to
rest in view of ill health duly supported by a medical certificate.

In ordinary application for sick leave already taken erceeding five
days, the head of the department or agency concerned may duly
determine whether or not granting of sick leave is proper under the
circumstances. In case of doubt, a medical certificate may be required.
(Amended by CSC MC No. 41, s. 1998)
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Section 55. Rehabilitation leave for joblated injuries.c Applications of officials and
employees for leave of absence on account of wounds or injuries incurred in the
performance of duty must be made on the prescribed form, supported by the
proper malical certificate and evidence showing that the wounds or injuries were
incurred in the performance of duty. The head of department/agency concerned
shall direct that absence of an employee during his period of disability thus
occasioned shall be on fydhy, but not to exceed six (6) months. He shall also
authorize the payment of medical attendance, necessary transportation,
subsistence and hospital fees of the injured person. Absence in the case
contemplated shall not be charged against sick leavacation leave, if there are
any. (Amended by CSC MC No. 41, s. 1998)

Section 49.Period within which to act on leave applicatiQihenever the
application for leave of absence, including terminal leave, is not acted
upon by the head of agency or his gw@uthorized representative within
five (5) working days after receipt thereof, the application for leave of
absence shall be deemed approved. (Amended by CSC MC No. 41, s.
1998)
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CSC MC No. 06, s. 1996&pecial Privileges

Ge¢KFG GKS SYLX2eSS akKkff &aSS] | LILINRJI
privileges for at least one (1) week prior to the availment of the special
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CSC MC No. 8, 2004- Guidelines on the Grant of Parental Leave to Solo
Parents
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subject to the approval of the head of the agency/office. In this regard,

the solo parent shall submit the appation for parental leave atleast one
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CSC MC No. 15, s. 2006uidelines on the Availment of the T€Jay Leave
Under R.A. 9262 (AnYiolence Against Women and Their Children Act of 2004)

a Ige application for leave shall be filed, whenever practicable, before the
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same in a continuous ontermittent manner to cover the days that she
KFa FGGdSYRSR 2 YSRAOFIt FyR fS3rf 02yO0S

CSC MC No. 25, s. 201Guidelines on the Availment of the Special Leave
Benefits for Women Under R.A. 9710 (An Act Providing for the Magna Carta of
Women)

& ¢ Kadplication for the special leave benefits may be applied for in
advance, that is, at least five (5) days prior to the scheduled date of the
3eySO2ft23A0Ff &adzZNBESNER GKIFIG ¢gAff 0SS dzyRS

LY AyaidlyoSa oKSyYy | lirdgoedanemargeRey F SYF £ S S\
surgical procedure, the said leave application shall be filed immediately
dzLI2y GKS SYLX 28SSQa NBGdzZNYy FTNRY &adzOK S

Gl LRy GKS SYLX 28S8SQa NBlOdzNYy (2 62N} X &Kk
certificate signed by her attending surgeon ttshe is physically fit to
assume the duties of her position.

5. LEAVE APPLICATIONIRIG PROCEDURES

1. Application for leave of absence of officials and employees shall be filed/submitted for
approval as follows:

REQUESTING RECOMMEDING OEER APPROVING
OFFICIAL/EMPLOYEH OFFICER
Director IV NCCA Chairman NCCA Chairman
Director Ill Director IV Director IV
Division Head Director IlI/Director IV Director IV
Unit Head Division Head Director IV

Section Head

Branch Museum OIC

All other employees Unit Head/Setion Head/ | Director IV

Division Head

All other Branch Branch Museum OIC t| Director IV
affix initial below the name
Museum employees | 0 ASBMD Head

2. Application for leave of absence shall follow the general policies summarized in the
following table:
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Type of Duration Deadline for Required Documents
Leave Filing/Submission
of Application
Vacation Lessthan | Five (5) days Application for leave of
Leave thirty (30) | before the absence
calendar | effective date of
days leave
Thirty (30) | One (1) month - Application for leave of
daysto | before the absence
one (1) effectivedate of | - Clearance frommoney
cdendar | leave and property
accountability
year
More than| One (1) month - Application forleave of
one (1) | beforethe absence
calendar | effectivedate of | - gr!zar?gceer‘;mm money
year leave acco?JntFe)\bili){y
Forced Leaveg 5 working | Five (5) days Application for leave of
days before the absence
whether | effective date of
continuou | leave
sor
intermitte
ntina
givenyear
Sick Leave | Lessthan | Withinthree (3) | Application forleave of
Six (6) days from the absence
calendar [SYLJ 2&SS
days to work
Six (6) Within three (3) - Application forleave o}
daysto | daysfrom the absence
twenty SYLX 28 &8l - Medical certificate
nine (29) | to work provided
calendar | notice of absence
days is sentto the
immediate
supewisor and/or
to the agency
head
or
Five (5) days
before the
effective date of
leave
Thirty (30) | Within three (3) - Application for leave o}
calendar | days from the absence
days to SYLX 22 88| - Clearance frommoney
one (1) to work provided and property
. accountability
calendar | notice of absence| _ \iadical certificate
year is sentto the - Medical certificate

immediate

stating that the official
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supervisor and/or
to the agency
head

or

Five (5) days
before the
effective date of
leave

or

Within the sick

or employee is
physically fit to assume
the duties of his/her
position upon his/her
return to work

leave period
More than| Five (5) days Application for leave of
One (1) | beforethe absence
calendar | effective date of Clearance from money

and property

year leave accountability
or Medical certificate
Medical certificate
Within the sick stating that the offici&
or employee is
leave period physically fit to assume
provided notice of the duties of his/her
absence is sentto position upon his/her
the immediate return to work
supervisor and/or
to the agency
head
Rehabilitatio| Not more | Within one (1) Application for leave of
n Privilege | than six week from the absence
(6) time of the Clearance from money
calendar | accidentexcept and prope_rty
accountability
months when a longer

periodis
warranted

*Application may
be made for the
injured official or
employeebya
member of
his/herimmediate
family

Medical certificate on
the nature of injuries,
the course of treatmeni
involved and the need
to undergo rest,
recuperation, and
rehabilitation as the
case may be

Written concurrence of]
a government physicial
should be obtained
relative to the
recommendation for
rehabilitation if the
attending physician is {
private practitiorer,
particularly on the
duration of the period
of rehabilitation

Police report, if any
Medical certificate
stating that the official
or employee is
physically fitto assume
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the duties of his/her
position upon his/her
return

to work
Maternity Sixty(60) | One (1) month Application for leave 0f
Leave calendar | before the absence
days applicant goes on Clearance frmm money
leave exceptin and prope_rty
accountability
emergency cases Medical certificate
or
Within the
maternity leave
period provided
notice is sentto
the immediate
supervisor and/or
to the agency
head
Lessthan | One (1) month Application for leave of
sixty (60) | before the absence
calendar | applicantgoeson Clearance from money
days leave exceptin and property
accountability
emergency cases Medical certificate
or stating that th_e official
or employee is
s hysically fit to assume
Within the the duties of his/her
mat.ernlty Igave position upon his/her
period provided return to work
notice is sentto
the immediate
superviseoand/or
to the agency
head
Paternity Notmore | At leastfive (5) Application for leave of
Leave than days before the absence
seven (7) | date of availment Marriage contract
days exceptin Medical certificate
within one | emergency cases
(1)
calendar
year
Special Leav{ Notmore | Atleastfive (5) | Applicationforleave
Privileges than three | days before the
(3) days | date of availment
withina | exceptin
calendar | emergency cases
year
Parental Seven (7) | Atleastfive (5) Application for leave of
Leave working | days before the absence
days date of availment Certified true copies of

exceptin

the Solo Parent|.D.
Birth certificate of the
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emergeng cases

child/children
Adoption papers
Medical certificate, if
necessary

Terminal
Leave

Within ten (10)
years from the
time the right of
action accrus
upon an
obligation created
by law

Application for
commutation of
vacation and sick leavq
Clearance from money
and property
accountability
Updated Service
Record

Latest Appointment
Notice of Salary
Adjustment/Notice of
Step Increment
Statement of Assets,
Liabilities and Net
Worth as of last day of
service

Certification of Last
Salary Received

Special leavg Notmore | At leastfive (5) Application for leave 0f
benefitsfor | thantwo | days prior to the absgnce B
women (2 scheduled date of E)/Iedlcgll ?t‘i”('jf'cate tt(;]
. e submitted upon the
months the gynecolog.lcal VLI 288 pé 05
surgery that will work accompanietly a
be undergoney clinical summary
the official or reflecting the
employee gynecological disorder
which shall be
or addressed orwas
addressed by the said
Within three (3) surgery; the
days from the histopathological
SyLix 288 report; the operative
to work in technique used for the
instances when a surgery; the_ duratl_on 0
. the surgery including
qualified female the perioperative
employee period (period of
undergoes an confinement around
emergency surgery); as well as thg
surgical procedury S YLX 2&S5SQa
period of recuperation
for the same.
Tenday Contiruou | Whenever Application for leave of
leave Under | sor practicable, absence
R.A. 9262 intermitte | before the actual Any of the following:
(Anti- nt leave of absence Barangay Protection
Violence or immediately Order obtained
Against upon the woman
Women and SyLxX 2888 from the barangay
Their from such leave /
Children Act Temporary/Permanent
of 2004) Protection Order

obtained from the

court




If the protection
order

is notyet issued by

the
abovementioned,

a certification
issued

by the Rinong
Barangay/Kagawad
or Prosecutor or the
Clerk of Court that
the application for
the BPO/TPO/PPO
has been filed with
the said office

In the absene of the
BPO/TPO/PPO or
the certification, a
police reportand
medical certificate

may be considered

Sabbatical | Notmore | One (1) month - Application forleave of
Leave than one | before the absence
(1) year | effectivedated | - Clearancefrommoney

and property

leave 1
accountability

3. Application for leave of absence of officials and employees shall go through the
following steps:

a.Officials and Employees of the Main Office

= =9

Applicant fills up tle Application for Leave Form (CS Form 6)
Applicant forwards the filledip form to the Personnel Section, Finance and
Administrative Division for the certification of leave credits by the Administrative
Officer V (H.R.M.O. Ill)/Administrative Officer IIRHA.O. I)/Administrative
Assistant Il (H.R.M. Assistant)
Applicant forwards the form to his/herimmediate supervisor for recommendation
(approval/disapproval). Incase the application for leave is recommended by the
immediate supervisor for disapprovaleason/s must be stated in the space
provided in the form
Applicant forwards the form which was recommended by his/her immediate
supervisor for approval/disapproval to the Office of the Chief Administrative
Officer for initials below the name of the DirecttY
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1 Applicant forwards the form with the initials of the Chief Administrative Officer to
the Office of the Director for the action of the Director IV. The Director IV shall
indicate whether the application for leave is approved or disapproved together
with the number of day/s. In case the application for leave is disapproved,
reason/s must be stated in the space provided in the form. The Director Ill shall
act on the application for leave only in the absence of the Director IV

1 Applicant submits the appwed/disapproved application for leave to the
Personnel Section, Finance and Administrative Division for recording in the leave
card for the computation of leave credits. The date of submission and the date of
receipt by the Personnel Section, Finance Addinistrative Division shall be the
reckoning point in determining the timeliness of the filing/submission of the
application for leave.

b. Branch Museum Employees

Applicant fills up the Application for Leave Form (CS Form 6)

Applicant forwards the fied-up form to the Branch Museum OIC for him/her to

affix his/her initials with the date included. The date the Branch Museum OIC

affixed his/her initials shall be the reckoning pointin determining the timeliness of
the filing/submission of the applicetn for leave.

1 Branch Museum forwards the application for leave to the Archaeological Sites and
Branch Museums Division for recommendation (approval/disapproval) of the
Division Head. In case the application for leave is recommended by the Division
Heal for disapproval, reason/s must be stated in the space provided in the form

1 Archaeological Sites and Branch Museums Division forwards the form to the
Personnel Section, Finance and Administrative Division for the certification of
leave credits by the Admistrative Officer V (H.R.M.O. lll)/Administrative Officer Il
(H.R.M.O. I)/Administrative Assistant Il (H.R.M. Assistant)

i The Personnel Section, Finance and Administrative Division forwards the form
GKAOK ¢l d& NBO2YYSYRSR o0& (KSsor FotJLJX A OF y
approval/disapproval to the Office of the Chief Administrative Officer for initials
below the name of the Director IV

1 The Office of the Chief Administrative Officer forwards the form to the Office of
the Director for the action of the Director IVThe Director IV shall indicate
whether the application for leave is approved or disapproved together with the
number of day/s. In case the application for leave is disapproved, reason/s must
be stated in the space provided in the form. The DirectoshHll act on the
application for leave only in the absence of the Director IV

i The Office of the Director forwards to the Personnel Section, Finance and

Administrative Division the approved/disapproved application for leave for

recording in the leave carfdr the computation of leave credits.

= =4

XIV- GRANT OF OFFICIAL BUSINESS, OFFICIAL TIME AND MOMENTARY ABSENCE FROM DUTY/WORK
STATION

1. OBJECTIVE

In connection with Office Policy No. 002014 (Prescribing Regular Working Hours), the National
Museum herebydopts and promulgates this policy on the grant of official business, official time
and momentary absence from duty/work station:

A. To make a distinction between official business and official time
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B. To have definite guidelines in granting offidakiness, official time and momentary absence
from duty/work station to National Museum Officials and Employees to ensure fairness and
objectivity to the grantees

C. To guarantee that the delivery of services to the public will not be prejudiced by ggantin
official business, official time and momentary absence from duty/work station to National
Museum Officials and Employees

2. COVERAGE

This policy on the grant of official business, official time and momentary absence from duty/work
station shall be applidde to all officials and employees of the National Museum both in the
Central Office and Regional Branches.

3. DEFINITION OF TERMS

A. Official Businessrefers to the period the official/employee spends outside the office/work
station to attend to work owork related activities. In addition to compensation, the official
or employee on official business is entitled to per diem, transportation expenses and all other
allowances as may be provided for by law.

B. Official Time- refers to the period the dicial/employee spends to attend to work or nen
work related activities without financial consideration on the part of the office except
compensation. The official/employee is considered working in the office even if he/she is
somewhere else; thus, is exsed from going to the office and not considered absent. The
grant of official time covers only working hours.

C. Compensation- refers to basic salary and regular allowances received by the officials and
employees such as Representation and Travedhce (RATA), Personnel Economic Relief
Allowance (PERA), and Additional Compensation Allowance (ACA).

D. Financial Considerationrefers to allowances given to officials and employees as a result of
performance of additional function, attendance t@atnings/seminars/conferences or events
such as prdravel allowances, per diem, representation allowance, clothing allowance,
seminar/training/conference fee, and transportation expenses.

4. ACCOMPLISHMENT OF PERMIT SLIP (FOR OFFICIAL BUSINESS, OFBRIRERT@®RAL
TRANSACTIONS) AND-RONCH AUTHORITY FORM

A. PERMIT SLIP

1. OFFICIAL BUSINESS

The Permit Slip shall be accomplished by an NM Personnel authorized to go on an Official
Business (earlier defined) and the box provided for Official Busmassbe marked with
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an "x". The Permit Slip must be accompanied by an Office Order. Official Business may be
in the following forms:

a. Attendance in trainings/seminars/conferences/symposia

b. Representation of the Office in an event, ceremony andlike

OFFICIAL TIME

The Permit Slip shall be accomplished by an NM Personnel authorized to go on an Official
Time (earlierdefined). The box provided for in the Permit Slip for Official Time must be
marked with an "x". Said Permit Slip must alecdscompanied by an Office Order if the
time spent outside of the office/work station is whole day or more. However, if the
personnel is authorized for an official time for a certain period in the morning and has to
report for work after, the personnel i record his/her time of arrival in the office. Main
office personnel must use theB®metric Time Recorder (Finger Track) or the Chronolog
Timekeeper while Planetarium Division and Branch Museums personnel must use their
BBiometric Time Recorders (Fingé@rack). In the case that a personnel is authorized to
leave the office anytime on official time, his/her time of departure must also be recorded.
Official Timemay be in the following forms:

a. Attendance in trainings/seminars/conferences/symposia
b. Representation of the Office in an event, ceremony and the like

c. Appearance in a hearing as a witness when required to do so by the court or
administrative panel. However, the case should not be directly related to the official
duties and responsilities of the witness

d. Undergo an annual medical cheap for all NM Officials and Employees being
coordinated by the office with a government hospital

e. Transaction with the Land Bank of the Philippines for problems on ATM cativeela
to receiving or's salary

PERSONAL TRANSACTIONS

The Permit Slip shall be accomplished by an NM Personnel who wishes to be momentarily
absent from his/her duty/work station or has to leave the office earlier than he/she is
supposed to complete an eight (8) hour woskday for personal reasons. The box
provided forin the Permit Slip for Personal Transactions must be marked with an "x". The
personnel's time of departure must also be recorded as well as his/her time of return to
the office in such case. In this wdlye corresponding time spent away from the office

can be determined and shall be deducted from the personnel's vacation leave credits or
from his/her salary for the month.
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B. NO-PUNCH AUTHORITY FORM

The NePunch Authority Form shall only be acqaished in case of the following:

1. Both time recorders, Biometric Time Recorder (Finger Track) orthe Chronolog Timekeeper
are not viable for a certain NM Official or Employee of the main office.

2. Biometric Time Recorder (Finger Track) for the &famum Division and Branch Museums
personnel is not working. It shall however, be reported to the Personnel Section.

3. An NM Personnel fails to time out for lunch break as well as fail to time in for the
afternoon session for reasons of attending to emency office matters/rush works.

5. PROCEDURE

Permit Slips and N&unch Authority Forms are readily available at the Personnel Section,
Finance and Administrative Division.

A. Permit Slip
Grantee Approver
Division Heads Director IlI
All other pesonnel Division/Section/Unit Heads

1. Prioraccomplishment of the Permit Slip and approval for the Official Business, Official
Time and Momentary absence from duty/work station is required.

2. The Grantee must present the Permit Slip to the Siaf€harge at the Personnel
Section, Finance and Administrative Division so that details shall be recorded in the
logbook being maintained by the said section and a Permit Slip Number be provided for
indication in the said slip.

3. The grantee must bring withim/her the said slip for signature by the person whom
he/she transacts business with.

4. The Permit Slip must be submitted to the Personnel Section, Finance and Administrative
Division for proper recording and filing. Said submission must be done diately
upon return to work.

5. A Permit Slip thatis unsigned by the other party shall not be accepted by the Personnel
Section, Finance and Administrative Division. It shall mean that the transaction was not
completed. Thus, the corresponding tinyeesit away from the office shall be deducted
from the personnel's vacation leave credits or from his/her salary for the month. The
same thing shall apply to the nesubmission of the Permit Slip.

6. Permit Slips for personal transactions must be submittechediately to the Personnel
Section, Finance and Administrative Division for proper recording and filing before the
grantee leaves the office.
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B. NePunch Authority

Grantee Approver
Division Heads Director IlI
All other personnel Division/Section/UniHeads

The NePunch Authority Form must be submitted to the Personnel Section, Finance and
Administrative Division for proper recording and filing at the end of the working day. Forms
without the signature of the approving authority shall not be acegpby the Personnel
Section, Finance and Administrative Division. Thus, the policy on prescribing regular working
hours particularly on the effect of nerecording of attendance shall apply so with the ron
submission of the said form.

XV- PRESCRIBINGRULAR WORKING HOURS

1. OBJECTIVES

The National Museum hereby adopts and promulgates this policy prescribing Regular Working
Hours:

4. To harmonize the Civil Service Law and Rules, Scientific Career Council Rules and
Department of Budget and Management Cians pertaining to office hours and the
corresponding payments for mamours rendered by officers and employees including the
grant of Representation and Transportation Allowances in the interest of equity/fairness
and objectivity

5. To remind officers andraployees to strictly observe the prescribed office hours to ensure
adequate/acceptablemployee attendance to accomplish work

2. COVERAGE

The policy on prescribed regular working hours shall apply to all salaried officers and employees of
the Central Officand Regional Branches.

3. GENERAL POLICIES

Section 5, Rule XVII (Government Office Hours) of the Omnibus Rules Implementing Book V of
Executive Order 292 and Other Pertinent Civil Service Laws states that officers and employees of

all departments and ageies except those covered by special laws shall render not less than eight

(8) hours of work a day for five (5) days a week or total of forty (40) hours a week, exclusive of
GAYS F2NJf dzy OKo l'a | 3ISYSNIFt Nz dinbhg ta mae K 2 dzNA
200t 201 y22y YR FTNRBY 2yS 2Q0t201 2 FTA@S 2Q0
Sunday and Holidays.
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Scientific Career Council Resolution No. 5 dated February 3, 1993 unanimously approved the
revision of SCC 3 Resolutiotieted 12 October 1992 exempting the scientists from the use of the
Bundy clock provided that they render not less than eight hours of work a day or a total of forty
hours a week, exclusive of time for lunch, and provided further that they accomplishuénaits

to their respective Personnel Divisions Form No. 48 duly signed/approved by their respective
immediate supervisors.

The Department of Budget and Management issued National Budget Circular No. 546 dated

WF ydz- NBE MTX HAamo ¢ A ( Ktions drdtReSGmaint ofdRepiziséhtation iR wS 3
CNF YaAaLRNIFGAZY 1 £€261yOSaé G2 LINSAONAROS NIXdAz2y
the same and National Budget Circular No. 548 dated May 15, 2013 amending National Budget
Circular No. 546.

4. REGULR WORKING HOURS

B. Officers and Personnel of the Central Office

Regular working hours shall be fror80 a.m. to 5:00 p.m Monday to Friday, with core hours
from 8:30 a.m. to 4:30 p.m. Officials and personnel, with the exceptions provided below may
report for work between 7:30 a.m. to 8:30 a.m. and leave the office between 4:00 p.m. to 5:00
p.m. to be able to complete the eight (8) hours of work a day and forty (40) hours a week. Thirty
minutes lunch break shall strictly be from 12:01 noon to 12:30 p.m.

Regular work hours of the Museum Guides assigned at the Museum of the Filipino People and
National Art Gallery, and all personnel of the Planetarium Division, shall be from 8:00 a.m. to 5:00
p.m. from Tuesday to Sunday. Concerned personnel may reportdid petween 8:00 a.m. to

8:30 a.m. and leave the office between 4:30 p.m. to 5:00 p.m. Thirty minutes lunch break shall
also strictly be from 12:01 noon to 12:30 p.m.

The Director, Assistant Directors and Career Scientists shall ensure that thengseat in the
office, or on official business or official time for eight (8) hours a day, with at least four (4) hours a
day falling within the core hours from 8:30 a.m. to 4:30 p.m.

C. Regional Museums Personnel

Work hours shall be fixed from 8:00 a.m.12:00 noon and afternoon session from 1:00 p.m. to
5:00 p.m. except in extraordinary circumstances as approved by the Director.

5.RECORDING OF ATTENDANCE
Section 2 of the aforementioned Civil Service Law and Rules states that each head of department

or agercy shall require a daily record of attendance of all the officers and employees under him
including those serving in the field or on water, to be kept on the proper form and, whenever
possible, registered on the Bundy clock.

Recording of attendance shallso include the time officers and employees are away from the
office whether for reasons of official business or personal transactions. The policy on the use of
the Permit Slip for Official Business or Personal Transactions shall apply.
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D. The Director, Asistant Directors and Career Scientists

A logbook provided by the Personnel Section, Finance and Administrative Division shall be used by
the Directors and Career Scientists to record their attendance. The security guards assigned at the
ground and secamfloor lobbies of the National Arts Gallery shall be responsible for securing the
logbook and shall also record the time of arrival as well as the departure of the said officers using
their separate logbook. The Personnel Section, Finance and Administiitrision shall be the
custodian of those two (2) logbooks and as such the Security Committee or the Security Agency
shall forward the same to the Finance and Administrative Division for safekeeping as soon as the
pages thereof are filled. No one ismlled to photocopy any page of the said logbook without the
written recommendation of the Finance and Administrative Division and approval of the Director.

The respective assistants or aides, to be designated for the purpose by the said Directors and
Scienists shall maintain a monthly calendar of activities that shall be marked with information
about the engagements, whereabouts and travel of the said officers on particular dates as well as
the record of leaves applied for whenever they are notin the efind whenever they leave the
premises of the National Museurior the convenience and easy recall of the said officers in
accomplishing the monthly Daily Time Recdrde early departure for official business or personal
transactions with the exact locatmdestination shall also be indicated by the designated aides in
the monthly calendar of activities. Said monthly calendar of activities shall be forwarded to the
Personnel Section, Finance and Administrative Division within the first seven (7) calepsiaf da

the ensuing calendar month.

The said officers shall file an application for leave of absence whenever they fail to report for
work, in accordance with the policy onfiling of leave. Scientists shall also accomplish permit slip
in case they have tleave the office.

The Civil Service Form No. 48 (Daily Time Record) or DTR shall be accomplished by the said officers
with entries based on their logbook. The DTRs of the Career Scientists and Assistant Directors
shall be duly approved by the Directorhile the DTR of the Director shall, in line with established
administrative practice, be duly signed and approved by the NCCA Chairman. All the DTRs shall be
submitted to the Personnel Section, Finance and Administrative Division within the first sgven (7
calendar days of the ensuing calendar month for record and reference purposes.

Failure to forward the DTR within the period above stated by anymamching officials shall
cause the Personnel Section, Finance and Administrative Division to dedudhiamxt payroll

the amount corresponding to the month the DTR was not submitted. The release of salaries can
also be done through the Disbursement Voucher if the4sabmission of DTR on time continues.

E. All Other Personnel

1. Central Office

The Biometc Time Recorder (Finger Track) shall be used by all NM personnel of the National
Art Gallery, Museum of the Filipino People and the Planetarium Division to record their
attendance (i.e., excepting the Director, Assistant Directors and Career ScientistdM A
personnel from Salary Grade 24 and below shall also record their attendance on a logbook
located near the Biometric Time Recorder (Finger Track).

Recorded attendance shall include arrival in the morning, time out for lunch break, time in for
the afternoon session and departure from the office. The Division Chiefs/OffineCharge
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however are exempt from timing out during lunch break and timing in for the afternoon
session.

In case of nosrecognition of the finger prints by the Biometric Time Relesr(Finger Track),

O2YyOSNYySR LISNER2YYSHt INBE NBljdZA NBR G2 AYYSRA
Administrative Officer V or Administrative Officer Il or Administrative Assistant Il about the
matter for immediate action whether to renroll finger printg 002 Y L}#PunéhK | ab
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The recorded attendance of each and every officer or employee in the Biometric Time
Recorder (Finger Track) is in itself valid. Thus, tiere longer a need for the Personnel
Section, Finance and Administrative Division to furnish each and every officer and employee of
their respective computer generated monthly attendance sheets for their affirmation and
notation of their supervisors.

2. Regional Museums

The Biometric Time Recorder (Finger Track) of each Regional Museum and attendance sheets
for each month/logbook shall be used to record the attendance of personnel in the regional
museums. Inthe use of the attendance sheet, personnektmtite the entries which include

name, time of arrival and signature as they arrive and time of departure and signature as they
leave the office both for the morning and afternoon session to be initialed by the guards on
duty and the Officersn-Charge othe Branch Museums.

TheUniversal Serial Bus (USB) flash drives where records of attendance shall be downloaded
fromBiometric Time Recorder (Finger Traok)st be sent to the Personnel Section. The
monthly attendance sheets of regional museums persanpearing the signatures of the
Officerin-Charge and the Division Chief shall likewise be forwarded to the Personnel Section,
Finance and Administrative Division within the first seven (7) calendar days of the ensuing
calendar month.

EFFECT OF NRECOBING OF ATTENDANCE

A. The Director, Assistant Directors and Career Scientists

In case of no notation of O.B. (Official Business) in the monthly calendar of activities by the
Directors and the Scientists, it shall be assumed and interpreted that time speytf®om the

office is for norofficial (i.e. personal) reasons, with respective rules and regulations to be applied
accordingly as a consequence.

B. All Other Personnel

All other personnel who fail to time out for lunch break as well as fail to tinferithe afternoon
session without accomplishing the NRunch Authority Form during that particular occasion and
signifying the same to the Finance and Administrative Division shall be consideredyalbsent
which shall either be deducted from vacatitgave credits, or salary for the month or efét by
working for the equivalent hours within the week as long as it is within the month and within the
regular or approved working hours. An officer oremployee is considered present only for an hour
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when there is only one transaction recorded in a day. (eg. only time of arrival recorded but no
recorded time of departure).

Nonraccomplishment of Official Business (O.B.) Pass/Permit Slip during that particular occasion
and nonsubmission of the same to therféince and Administrative Division shall also mean
absence for the time by which officers or employees are away from the office.

7. EXCEPTIONS TO THIRIRY

Exceptions to this policy pertaining to specific personnel shall be made only on the basis of specia
or extraordinary considerations and in the interests of the Museum, and shall require the approval
of the Director.

XVI- POLICY GUIDELINES FOR THE HIRING OF PERSONNEL UNDER CONTRACT OF SERVICE/JOB
ORDERS/CONSULTANTS

I. LEGAL BASIS

Hiring of Consultats/Contract of Service/Job Orders are authorized pursuant to the
authority granted to government agencies. Section 517, volume | of the Government
Accounting and Auditing Manual states;

G{ SO pmT ® /| 2gApentiedmay ¢gnikr intodniradkitiii A S &
individuals or organizations, both public and private, subject to the
provisions of law and applicable guidelines approved by the president:
Provided that contracts shall be for specific services which cannot be
provided by the regular staff of thegency, shall be for a specific period of
time, and shall have a definite expected output; provided further, that
implementing, monitoring and other regular and recurring agency activities
shall not be contracted for, except for personnel hired on anidwhvand
contractual basis and working as part of the organization, or as otherwise
may be approved by the president: Provided finally, that the cost of
contracted services shall not exceed the amount that would otherwise be
incurred had the work been gfermed by regular employees of

government, except as may be authorized under this section (Sec. 58, Bk VI,
MpyT ! RY / 2RSS0 ®¢

Moreover, Section 520 of the same source states;

G{ SO® pund t SNE& Xifis dcoftréchNaempldydment 2 y 4 NI Ol &
between adepartment or agency of the government and a person who

undertakes specific jobs requiring special or technical skills not available in

the said department or agency, and accomplishes the same within a specific

period, which in no case shall exceed one yaader his own responsibility

with minimum of direction and supervision. Such type of contractis

envisioned to include the hiring of private consultants. In orderthata

government agency may validly contract for a personal services, it must be

so auhorized in its appropriations under the General Appropriations Act.

EEEE
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While aforesaid instruction states of review and confirmation by the Civil Service
Commission (CSC), the same has been relinquished by the said commission. CSC Memorandum
CirculaiNo. 1 series of 2007 (repealing CSC Memo Circular No. 17, series of 2002, also known as
Gt 2t AO& DAZARSEt Ay Sa FT2NJ/ 2y GNI OG0 2F { SNBAOSE¢ |
1y26y a GKS G/ ftIFTNAFAOFGAZ2Y 20 tR3 AIORNIDRA RSt A

G219w9! {Z aAyOS O2y iGN}y Oila 2F aASNBAOS IyR 2
contracts, the same should be under the supervision of and regulation by
the Department of Budget and Management and the Commission on Audit.

NOW THEREFORE, the Comomisesolved as it hereby RESOLVED to repeal
its present policies on contracts of service and job orders and relinquish its
NEJdzf F GA2Yy 2@0SNJalkAR O2y G4N) Olaode

Further, Section 1 of the said circular partly states;

G/ 2yaSlidsSyiftes 02 yigedwdidodongedbe & SNIBAOS | yR 22
submitted to the Civil Service Commission Regional Offices (CSROs) fora

review of their stipulations. Likewise, exemptions from CSC MC Nos. 17 and

24 series of 2002 will no longer be required with respect to hiring under

contract2 ¥ aASNBAOS | yR 220 2NRSNIE

In the same manner, the requirement (required under CSC Resolution Nd802to
NEBIljdzS§aid SESYLIIA2Yy FTNBY /{/ aSY2 / ANDdz | NJ b2d
Service/Job Orders that do not cover special or tecalrskills or where the functions to be
performed are clerical or administrative in nature or where the work is also performed by the
regular personnel of the agency is no longer applicable as said Memo Circular 17 has been
NBLISIHf SRbE 2 ¢ prohiBite d U der thelsERI & Binduthr, the same memo
that imposes the same is no longer valid.

However, the CSC, under Section 2 of Memo Circular No. 1, reiterates the policy on
contracts of service and job orders as embodied under Rule XI of 8@ &telum Circular No.
40 series 0f 1998 as amended by CSC Memorandum No. 15, series of 1999. Rule Xl provides;

& w dztC®ntracts of Service /Job Orders

Section 1. Contracts of Service/Job Orders, as distinguished from those
02 SNBR dzy RS Ruledl®esenutes, hegdmot betsubmitted
to the Commission. Services rendered thereunder are not considered
government services.

Section 2. Contracts of Service/Job Orders refer to employment described as
follows:

a. The contract covers lump sum warkservices such as janitorial, security or
consultancy services where no emplegerployee relationship exist;
b. The job order covers piece of work or intermittent job of short duration not
exceeding six months on a daily basis;
c. The contracts of service mb orders are not covered by Civil Service Law,
rules and regulations but covered by COA rules;
d. The employees involved in the contracts or job orders do not enjoy the
0SySTAla Syec2eSR o0& 3I20SNYYSyid Syuwfzessas

PROCEDURES IRRHIG CONTRACTS OF SERVICE/JOB ORDERS/CONSULTANTS

1. Chief of concerned division/section/unit shall request authority from the Director IV to
hire personnel under contract of service/job order/consultants. Said request should be
attached with the following:
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a. Justification for hiring;

b. Terms of Reference which shall contain details of functions or work, period of
employment, and other relevant information that justifies hiring or outsourcing
of job;

c. Approved work program or activity of the division or the agewbere
YSYUGA2YySR TFTdzyOlA2ya dzyRSNIAGSY Gdoé KSNB

d. Certificate of availability of funds signed by the chief accountant.

2. Once the Director IV approves the request for authority to hire personnelunder
contract of service/job order/consultds, said approved authority to hire shall be
forwarded to the Personnel Section for the latter to start searching for qualified
applicants. Details of recommended applicants for the job shall be attached to the
approved request. The Personnel Sectiorlsteanduct an evaluation of the applicants
to ascertain their qualifications and fitness for the job.

3. Inthe case of consulting services, the Personnel Section shall, after evaluation of the
submitted documents, certify the necessity of hiring consultamscuments submitted
and issued certification shall be submitted to the Bids and Awards Committee (BAC)
which shall procure the said services pursuant to Republic Act 9184 or Government
Procurement Reform Act. Once procured, the BAC shall furnish gwdR®&ection and
concerned divisions with all documents relative to the procurement of the said
consultancy services. In addition, documentary, procedural, and legal requirements
should be complied with prior to assumption of duty or prior to hiring aflsa
consultancy services;

4. For Job Orders/Contract of Service, the evaluation report shall be submitted to the
Director IV for approval. Once approved, the same shall be returned to the Personnel
Section for the issuance of certification (noted by theaZidmin and Director 1V)
relative to the necessity and fitness of the prospective applicantto hire. Likewise, said
applicant shall be required to submit the following:

a. Diploma;

Transcript of Record;

Personal Data Sheet;

Curriculum Vitae;

NBI Clearance;

Valid Government ID or Community Tax Certificate;

Performance Review, in case of renewal,

Other pertinent documents required by the Personnel Section;

Se@ o oo0CT

5. After compliance with prescribed requirement enumerated under item three (3) hereof,
all the documentsisall be forwarded to the Legal Unit for the preparation of contract;

6. Alldocuments mentioned underitem four (4) hereof shall be forwarded to the Records
Section which shall furnish concerned divisions with certified true copies of the same.
The contractpn the other hand, shall be forwarded to the Director IV for his signature
and subsequently to the Personnel Section for the signature of applicant, briefing on
office policies, enrolment in the biometric system, and issuance of identification card;

7. The ontract shall be returned to the Legal Unit for other formality requirements. Said
contract shall be forwarded to the Record Section which shall furnish concerned
divisions with certified true copies of the said documents;

RENEWAL OF CONTRACT OF SERYBOBERDERS

In addition to the procedure and requirements prescribed above, the following are
required for the renewal of contract of personnel hired under contract of service/job order:

1. Chief of concerned division/section/unit shall request for authatatyenew contract of
existing personnel under job order/contract of service. When approved, the same shall
be forwarded to the Personnel Officer who will conduct the necessary performance
evaluation which shall serve as basis in the renewal of contract;

2. Likewise, procedures and requirements prescribed under Procedures in Hiring Contracts
of Service/Job Orders/Consultants shall be complied with.

3. Renewal of consultant, shall be subject to pertinent laws and regulations.
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COMPENSATION

Personnel under conti of service/Job orders/consultants shall be paid remuneration
of not more than 120% of the basic salary of his equivalent position in the agency. Further, they
are not entitled to any other benefits otherwise accruing to permanent personnel of the

govenment.

ATTENDANCE MONITORING AND PAYMENT OF SALARIES

1. Individual hired under contract of service/job order shall be required to report to the
office observing the work schedule as stated in the contract required for him/herto be
able to perform work effeatvely and efficiently.

2. He/she isrequired to submita duly signed record of attendance, monthly report, and
certification of services rendered to support the claim for payment covering the period
of services rendered;

3. Any absences, tardiness and under timeurred shall be deducted against his/her
salary.

TRAVEL

1. Personnel under contract of service/job order/consultants shall undertake travel if such
is required in order to carry out the services contracted for. In such case, said personnel
shall be entited to per diem and reimbursement of travel expenses in line with the
prevailing agency policies and pertinent rules and regulations.

USE OF NM FACILITIES AND PROPERTIES
| - DESIGNATED PARKING SPACE FOR EMPLOYEES

To address the insufficiency of parkingsp at the side of P. Burgos Street, National Museum
employees are directed to utilize the Taft side parking area for their personal vehicles. The measure is
necessary in order to address the insufficiency of parking space for the increasing numbeeohmus
visitors and to preclude accident or inconvenience caused by overspill parking.

Vehicle of NM visitors shall utilize the ramp facing P. Burgos Street.
Il ¢ USE OF NM VEHICLE

The use of NM motor vehicles is governed primarily by the provisions ldiet tire Manual on
Audit for Fuel Consumption of Government Motor Vehicles as prescribed by COA CirculaéNo. 77
dated September 26, 1977. Employees are advised to referto the said manual for details. However,
relevant provisions are here quoted to seras immediate guidance and reference:

NM official shall only be allowed to use one motor vehicle.
Motor vehicle shall be used exclusively and strictly for official business only.
Use of motor vehicles should be controlled through properly accomplishédialy approved
5NAOSNDE ¢NALI ¢A0]1Sia 6KAOK aK2dz R 6S aSNAL T €
copies: the original would be forthe COA Auditor through the Chief Accountant and the
duplicate would be for the File. Summary report of éitkshould be made every end of the
month for audit purposes.
T 1tf Y202NJ OSKAOf Sa akKlftft 0S YINJSR dGC2NIhFFAO
Gbl A2yt adzaSdzyé &K2dzZ R | LILISI NI ¢KS YIN)y& a
vehicles.
All motor vehicles should bear government plates only.
All motor vehicles, except when in use for strictly official business beyond office hours, shall be
keptinthe garage when notin use.
1 No official who has been granted transportation allowance shall losvadl to use NM motor

vehicles.
1 Atthe end of the month, monthly report (using the prescribed format distributed to the
drivers) of official travel shall be prepared by the driver concerned summarizingin

= =4 =4

= =4
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chronological order his trips for the month. Faah vehicle, one report shall be prepared
monthly. The report shall be certified by the driver and approved by the Chief Administrative
Officer.

ANTHROPOLOGY DIVISION

National Museum

OPERATIONS MANUAL

Chapter I. Introduction

Objectives
PolicyThrusts
Functions
Organizational Charts
Chart | Structural Chieof the Anthropology Division
Chart 1l Functional Chaof the Anthropology Division
Chart 11l Personnel Chart of the tAropology Division
Duties and Responsibilities
Museum Curator I
Museum Curator |
Senior Museum Researcher
Museum Researcher Il
Museum Researcher |
Artist lllustrator I
Museum Technician Il
Museum Technician |
Clerk Il
Utility Worker
Table I Qualifications Standardf the Anthropology Division

Chapte Il. Administrative Section

Library and Records Unit
Photographic Files
Photo LocatocCard
Maps and Illustrations
Manuscripts and Publications
Correspondene
Reference Collections
Information Technology Unit
Access to the Collection and Daththe Anthropology Division
On The Use of the Library
On Accessing the Data@ Collection of the Division
On Accessing the Pheféiles of the Divisio
Disposal of Documents
Authenticaton of Ethnographic Specimens
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Chapter lll. Research Section

The Peoples of the Philippines
The PHlippine EthneLinguistic Map
The Distribution oftte Peoples of the Philippines
Map of the Pegples of the Philippines
Exhibition
Domestic/Foreign Affiliations
Fieldwork
Ethnographic Research Forms
General EthnographOutline
Ethnographic Form No. 1: SunefyCulturalLinguistic Groups
Ethnographic Form No. 2: Language Qioesaire
Ethnographic Form N@&: Genealogical Terminology
Ethnographic Fon No. 4: Kinship Terminology
Ethnographic &'m No. 5: Genealogit&hart
Ethnographid=orm No. 6: Household Census
Lectures and Publications

Chapter IV. Collection Holdings Section
Ethnographic Collections
Field collections
FunctionalGuide for Specimen Collection
Ethnography Form No. 7: Ethnographic Specimeal Tri
Record Sheet
Donation
Purchase
Documentation
Registration
Cataloguing
Photodocumentation
Data encoding
Ethnographic Catalogue Card Form
Masterlist
Computer database
Inventory and Maintenance
Crossindexing
Labeling
Restoration
Conservabn
Wrapping
Storage System
Access to Collection Hbhgs Records
Loanirg of Specimens for Exhibition
Ethnology Form fordcal/International Exhibition
Accountability of Specimens
Ethnographic Ct#ctions Management Flowchart

Introduction
Anthropology (derived from the Greek word8 - y (i K &l W2 & @ech feans the study of

human beings) is important to a better understanding of rural and urban societies. Given this
concept, the Anthropology Division conceptualized and designed projectsedeawards
I OKAS@AY3 (KS AyailAailddziAz2yQa GKNHza GO

The main task of the National Museum is the total development of the Filipino as a total human
being. To attain this end, it is mandated by the Philippine Legislative Act No. 3477, Republic Act
No. 4846 andPresidential Degree No. 374 amending certaections of RAN 484khe role of
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the Anthropology Division is focused on the study of the Filipino images and national identity by
investigating cultural complexities, reconstructing and linking the past vii¢hgdresent, and
preserving the national heritage.

In the pursuit of education, the Division has trained anthropologists and researchers who
untiringly seek out frontiers in culture. The division translates this technical knowledge into
more understandableand practical forms through lectures, interviews, publications, and
exhibitions. Priorities were also given to the secuttural and anthropological studies,
cataloguing of ethnographic specimens, revalidation of previous data, ethnic mapping, and
extersion services.

The Anthropology Division has a symmetrical research program connecting scientific data
analysis and fieldwork which research institutions abroad have recognized. Researchers in
anthropology have documented the different Philippine etHimuistic groups and subgroups,
identified material cultures utilized, and produced the types of their technologies.

Moreover, the Division has a cultural arm that leads in the study and preservation of the
O2dzy i NEQa NX OK Odz { dafimaterisk Qe ibr-adifScts of the dfferen02 f £ S (
peoples of the Philippines has been intensified and the collections have been put up in several
exhibitions, documentations, and lectures with the integrated study of the people utilizing the
artifacts.

In its globalization efforts and building international image, the Anthropology Division looks
forward in becoming a strong bastion of Philippine cultural and ethnographic studies.

Objectives

As part of the National Museum objectives, the Division adopts-@dmensional goal covering
a wide field of educational, scientific, and cultural activities:

1. The Anthropology Division disseminates knowledge in more concrete forms. In the
pursuit of education, the division has a member of trained anthropologists and
researchers, who seek out frontiers in culture. The division translates this technical
knowledge into more understandable and more practical forms through lectures,
interviews, publications and exhibitions which are heard, viewed and read by school
children, college and graduate students, researchers, and the general public which the
Anthropology Division and the museum serves.

2. The Anthropology Division has a symmetrical research program connecting scientific
data analysis and fieldwork which research titadions abroad have recognized.
Researches in Anthropology have brought out the different Philippine Hihgaistic
Groups and sufgroups, identification of material cultures utilized, and produced
including the types of their technologies by the gasind contemporary Peoples of the
Philippines and contributed much to the promotion of social science in the country.

3. The Anthropology Division as a cultural arm of the National Museum has taken the lead
Ay GKS addzRe | yR LINB a sSuNdsal herkage/ T FollettiorSof O 2 dzy |
material culture or artifacts of the different peoples of the Philippines has been
intensified and the collections has been put up in several exhibitions, documentations,
and lectures, so much so with the integratetdidy of the people utilizing the artifacts.

Policy/Thrusts

The policy of the Anthropology Division is to combine its functions stipulated below to the
entire vision and mission of the National Museum. Being a technical division, the Anthropology
Divisionfunctions as follows:
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To conduct researches in Anthropology;

To carry out fieldworks, to observe and document the peoples of the Philippines, its
social and cultural forms and changes including its ecological setting;

To collect, preserve, identify, amétalogue material culture;

To curate adequate ethnographic collections;

To set up exhibitions of material culture of the peoples of the Philippines; and

To protect and preserve ethnographic collections.

N

o0k W

Functions
The Anthropology Division of the Natidnduseum performs the following functions:

1. Plans, organizes, directs and supervises scientific researches on the people of the
Philippines, including economic and ecological anthropology
andethnography/ethnology, linguistics and palaothropology that suport the
Research and Development in the physical and natural sciences.

2. Plans, organizes, directs and supervises dissemination of scientific and technical
knowledge through the establishment and maintenance of a national reference
collection of ethnograpit items (e.g. artifacts and edacts) and data acquired through
anthropological studies of the Peoples of the Philippines.

3. Plans, organizes, directs and supervises dissemination of scientific and technical
knowledge through exhibitions, publications, pic relations, media coordination and
linkages with the museums diverse public.

4. Promotes the National Museum to its diverse public and private clientele through
educational services such as preservations and conservations of ethnographic artifacts,
lectures and library services.

5. Initiates linkages, monitoring and collaboration of other international, government and
private institutions specifically tasked to recognized, protect and promote the rights of
indigenous cultural communities.

6. Conducts training®f personnel in the field of museology and museography in relation
to anthropological studies.

7. Participates in local and international trainings, seminars, workshops, conferences,
meetings, etc. for the development of anthropology, especially in the bélduseology
and museography; and cultural awareness programs.
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Organizational Charts

Structural Chart of the Anthropology Division
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Figure 4.

Chart lig¢ Functional Chart of the Anthropology Division

Anthropology Division

Responsible for the Anthropological Functions of the
National Museum

Administrative Section

Performs the administrative
functions of the division which
includes Computer Information
Technology and Library and
Records System.

Information
Technology Unit

 handles data
processing, data
base, software
application,
information
technology, and web

design

Library and Records

Unit
1 handles library
references
1 maintains photosand
negatives,

illustrations, and
layout designs

files catalogues
records inter-and
intra-communication
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Collection Holdings
Section

Manages the National
Reference Ethnographic
Collection of the country
specifically, registration,

inventory, preservation, and
restoration of the ethnographic
collections.

Registration Unit

1 responsibleinthe
registration of
ethnographic material
collections

1 taskedinthe

inventory of

specimens

Maintenance and
Artificing Unit

 handles the
maintenance ofthe
storage areas and the
ethnographic
collection of the
country

1 preservesand
restores the

ethnographiccollectio
n

Research Section

Conducts anthropological studies
such as ethnographic
documentation and comparative
study of the different ethno linguistic
groups.Collects material culture and
intangible heritage to be analyzed
w ithin the context of the
group.Disseminates anthropological
information through lectures,
trainings, exhibits, and
publications.

Intangible Heritage /
Folklore Unit

M collects, studies,
analyzes folk
literature, belief
systems and cultural
practices within the
context of ethnic
cultures

publications

Tangible /
Ethnographic Material
Unit

1 conducts researches
on the Peoples ofthe
Philippines

9 collects material
culture

1 handles and
implements exhibit
plans and designs

1 publications
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Personnel Chart ofie Anthropology Division

Anthropology Division
Head

Mr. Artemio C. Barbosa

Administrative
Section Head

Collection Holdings

Section Head

Information
Technology Unit

Museum Technician |

Library and
Records Unit

Museum Technician |

Museum Technician |

Registration Unit

Museum Researcher
|

Museum Technician |

Research Section
Head

Intangible Heritage /
Folklore Unit

Museum Researcher
1]

Museum Researcher
|

llustrator |

Maintenance and
Artificing Unit

lllustrators

Museum Technicians

Utility |

Tangible /
Ethnographic
Material Unit

Museum Researcher

lllustrator |

Museum Technicians
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Duties and Responsibilities

Each personnel of the Anthropology Division perform various specified functions in accordance
with their designated position.

Museum Curato Il

1.

2.

o

© N

Plans, organizes, directs and supervises the systematic researches in the field
of anthropology;

Plans, organizes, directs and supervises the applied researches in the field of
anthropology;

Establishes/maintains and studies anthropological referencaterial
collections;

Publishes results of systematic and applied researches;

Initiates linkages, monitoring and collaboration of social and cultural work
with local/international museums and academic institutions;

Conducts own research in the field of hrdpology (economic, ecological
and physical);

Conducts trainings of researchers in the various aspects of the discipline;
Organizes meetings, symposia, seminars and workshops on the discipline;
Provides technical assistance or data regarding exhibitibasitropological
materials to the Museum Education Division and other divisions; and

10. Performs other functions as provided by R.A. 8492.

Museum Curator |

1.

2.

8.

9.

Assists in planning, organizing, direction and supervision in the conduct of
systematic researches the field of anthropology;

Assists in planning, organizing, direction and supervision in the conduct of
applied researches in the field of anthropology;

Assists in the establishment and maintenance of anthropological reference
collections;

Assists in theublication of results of systematic and applied researches;
Assists in the initiation of linkages, monitoring and collaboration of research
activities with local and international museums and academic institutions;
Assists in the organization of meetingsymposia, seminars and workshops
of the discipline;

Assists in providing technical assistance or data regarding exhibitions of
anthropological materials to the Museum Education Division and other
divisions;

Conducts own researches in the field of anttelqgy (economic, ecological
and physical), and

Performs other functions as provided by R.A. 8492.

Senior Museum Researcher

1.

2.

o 0k

~

Monitors independent researches of Museum Researchers in the conduct of
systematic and applied researches in the field of anthroggj

Exercises direct supervision on the collection, recording and maintenance of
anthropological specimens;

Conducts basic researches in the field of anthropology
(ethnography/ethnology, ecological and economic);

Participates in relevant conferences, seans and symposia;

Disseminates information through lectures;

Monitors and coordinates linkages, monitoring and collaboration of research
activities with local or international research and academic institutions;
Prepares and publishes scientific papersl activity reports;

Provides technical assistance/data regarding exhibition of anthropological
materials to the Museum Education Division and other divisions; and
Provides other functions as provided by R.A. 8492.
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Museum Researcher I

Conducts systematiand applied researches in the field of anthropology;
Conducts own researches in specialized field;

Conducts fieldwork for the purpose of collection, identification and
classification of anthropological specimens;

Supervises the personnel directly involvedhis specified section/unit;
Disseminates educational information through lectures, seminars, etc.;
Participates in relevant seminars, conferences and symposia;

Supervises the works of Museum Technicians in surveying, recording and
accessioning, and siag of anthropological materials;

Provides technical assistance/data regarding exhibition of anthropological
materials to the Museum Education Division and other divisions; and
Provides other functions as provided by R.A. 8492.

Museum Researcher |

1.

6.

Assisgs senior personnel in anthropological research undertakings;

2. Assists in the preparation of reports and manuscripts for publication;

3. Conducts independent research in the field of ethnography/ethnology;

4.

5. Povides technical assistance/data regarding exhibition of anthropological

Participates in seminars, conferences and symposia;

materials to the Museum Education Division and other divisions; and
Provides other functions as provided by R.A. 8492.

Artist/ lllustrator I

1.
2.

3.

4.

Undertakes mapping requirements durignthropological field work;

Provides various graphics art requirement which includes scientific
illustrations, photographs, texts, labels, captions and other kinds of art
works;

Provides technical assistance/data regarding exhibition of anthropological
materials to the Museum Education Division and other divisions; and
Provides other functions as provided by R.A. 8492.

Museum Technician Il

1.
2.

6.

Undertakes general supervision of Museum Technicians;
Assists senior personnel in the undertaking of systematic anoliep
researches in the field of anthropology;

3. Assists in the preparation of reports;
4.
5.

Undertakes specified technical work in his own field of expertise;

Provides technical assistance/data regarding exhibition of anthropological
materials to the Museum Edation Division and other divisions; and

Provides other functions as provided by R.A. 8492.

Museum Technician |

1.

wn

Assists senior personnel in the undertaking of systematic and applied
researches in the field of anthropology;

Assists in the maintenance andoper care of anthropological collections;
Assists in fieldwork collection and analysis of anthropological materials;
Maintains fieldwork and laboratory equipments used in systematic and
analytical researches;

Provides technical assistance/data regardinghibition of anthropological
materials to the Museum Education Division and other divisions; and
Provides other functions as provided by R.A. 8492.

66



Clerk Il

1. Encodes and prepares scientific manuscripts, records and data for
publications;
Catalogues remarch references;
3. Prepares and maintains a database on collections from systematic and
applied researches;
Compiles systematic and applied research inventory reports;
Provides technical assistance/data regarding exhibition of anthropological
materials tothe Museum Education Division and other divisions; and
6. Provides other functions as provided by R.A. 8492.

N
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Utility Worker
1. Assists Museum Technician in the handling of anthropological specimens;
2. Assists in the upkeep of anthropological collections;
3. Assistdn the reaccessioning and #abeling of specimens;
4. Assists in the systematic and applied research fieldworks and analysis;
5. Provides technical assistance/data regarding exhibition of anthropological
materials to the Museum Education Division and otheisions; and
6. Provides other functions as provided by R.A. 8492.

Administrative Section

The Administrative Section of the Anthropology Division takes care of the administrative
functions of the division in coordination with the Administrative Division atigr divisions of

the National Museum and the sections within the Division.

In order to ensure a smoother operation of the activities of the division, the section is further
subdivided into two units: the Library and Records Unit and the Informatiomnbéagy Unit.

Library and Records Unit

The Library and Records Unit handles all official files and information of the division and
provides library services to the various divisions of the Nationasédm and the general
public.

¢ KS | yi KNZ2 L} ib&ad, &sidR frodh serving tifetheeds of the personnel, also served
reference materials to college students, undergraduates, graduates and professionals who are
preparing term papers, thesis, and treatises for graduate courses. The library, presently,
contains books on ethnography, folklore, linguistics aruedtilipiniana collectionsAside from

the cited reference materials, the Library and Records Unit also handles and maintains the
following information materials:

Photographic Files.Photographs ca be used to document ethnographic materials and events
of the Peoples of the Philippines as well as the different exhibits in the Museum of the Filipino
People and various Regional Museums. Plootoumented ethnographic material cultures of
the peoples 6 the Philippines and their cultural activitesn black and white or colored
slides are catalogued, numbered and filed according to their etlinguistic group.

The photo record contain the actual size of the object, accession number, number of
negativephoto file, titte/name of the object or event and brief description. Contact print and
negative strip are attached to the form. The negative/photo file has a photo locator index and
stored in a manner consistent with the accepted conservation practiiee designated staff
from this unit ensures the proper filing and maintenance of photographic files, which include
photographs, negativescontact prints and slides.
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Figure 6.

A sample of the Photo Locator Index

Photo No.
Ethnic Group
Object Photograph
Vernacular Name
Recorder

Negative

Maps and llustrations. Documentation of material cultures and study areas, especially during
field works, is also done using scientific illustrations, relevant drawings, maps, and other kinds
of artworks. In filing these materials, identifying details such asssioa number, titte/name

of project and project date should be attached for easy retrieval. The assigned staff will do the
filing and maintenance of these records.

Manuscripts and Publications.As a complement to the educational program of the National
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archival researches. During the last year, a number of these scientific papers went to the press,
while some are being prepared for printing.

Manuscripts includehe unpublished research papers, field reports and scientific papers of the
research personnel of the division. On the other hand, publications include researches that
were published such as books, monographs, annuals, serials, magazines, and othess. Oth
official reports filed in the Records Unit include articles, field reports, condition reports, and
monthly and annual reports.

The personnel records and files these publications, manuscripts, field reports, field researches
and papers of the Anthropolggresearch personnel. This will be inventoried and maintained to
serve as reference materials in the library.

Correspondence Official correspondence includeffice orders, memoranda, note verbale,
certifications, minutes of official meetings, announcengiand other incoming and outgoing
intra- and inter communications of the division. All official correspondence will be received,
recorded and filed by the designated staff under the Library and Records Unit.

As each correspondence arrives to the dis it is stamped or marked immediately and
recorded in a logbook to prevéaccidental duplication or lossf documents. A logbook is kept

in which the essential facts of each document is entered. The stamped for correspondence
includes the date andmie it was received, the name and signature of the receiver for record
purposes. It is then filed in the correspondence folder with clearly marked subject for easy
access and retrieval.
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Reference CollectionThese include a duplicate copy of the card ¢@ga, accession books and
inventory list of ethnographic specimens (the original of which will be handled by the personnel
from the Collection Holdings Section of the Anthropology Division). These materials will be filed
and updated by the personnel fronmie to time.

The Library and Records Unit will be the official repositories for all the above materials. Other
divisions or sections may arrange to access the materials through those designated
repositories.

Information Technology Unit

The Information €chnology Unit takes care of the Anthropology Division computer system.
Computer technology offers a viable solution to the inventory and easy retrieval of information
of the collection.

The designated staff from this unit also performs the following fuams:

1. Handles data processing, database encoding and filing and software application to
pertinent photographic files and information; and

2. Properly maintains computers, diskettes, -®bm, printers and other office
equipments.

Access to the Collection anData of the Anthropology Division
To access files and information of the division, one must follow the following guidelines:

On The Use of the Library

1. Researchers (students and/or professionals) are allowed to use the library during

office hours (8:00 a.nx; 4:00 p.m.) from Monday through Friday provided that they

ask permission from the designated OffidesCharge.

A logbook should be maintained inside the library for record purposes.

3. Researchers shoulekfrain from eating or drinking while doing researciside the
library.

4. Mobile phones should be turned off or kept in silent mode.

5. Students and researchers are advised to bring notebooks or writing materials since
all the reference materials in the library are FOR ROOM USE ONLY.

6. No research materials witle brought outside of the library.

7. Bags are subject for inspection by the Offit@Charge before leaving the library.

8. Photocopying of manuscripts and other references in the library is not allowed.

no

On Accessing the Collection and Data of the Division

Toaccess to the anthropological collections and data, the following prescribed procedures will
be followed.

1. Requests from colleagues in the National Museum for the purpose of scientific
collaboration, study and publication for the furtherance of science bewapproved
by the division head concerned.

2. Requests from students (undergraduate) solely for class purposes shall be approved
by the division head.

3. All requests from Graduate students, professionals and or institutions for access to
the data on the Natinal Museum collections, including the actual examination of
the National Museum or his duly authorized representatives who shall make the
necessary action on the request.

This shall be subject to the procedures below:

a. A formal letter shall be addressed the Director for his approval and the
content shall include the following:
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1) The purpose of the research

2) List of collections when necessary

3) Kind of information needed

4) Copy of thesis, dissertation and / or publication shall be given to the NM

b. The requesthall be referred to the division for comments and suggestions.

c. If the request is approved, the requesting party shaltuglan application
form.

d. No collections shall be transferred from the National Museum to other
institutions unless provided in theetter or Memorandum of Agreement as
the case may be signed by the National Museum and the requesting party.

e. In case of internationally funded projects, a MOA on the official collaboration
of the NM to such projects may be endorsed.

4. Access to the data onystematic collections of the National Museum should be in
accordance with the principle of benefit sharing. Efforts must be made in order that
both users of the data/specimens and the National Museum shall be mutually
benefited. Donations and monetary m®iderations can be made, subject to
government rules and regulations, and the internal policy of the National Museum.

5. Users of the data, information and actual specimens of the National Museum should
acknowledge the National Museum, the Director or hisulyd designated
representative, appropriate Division/s and staff that attended to his request, in all
scientific and popular publications and all other media, printed or electronic media
(through the internet, etc.) as well as oral presentations with begaron these
collections. Such attribution should be observed in any subsequent use of the
National Museum data.

6. The Anthropology Division of the National Museum has the right to disallow access
to specific data on data bases and information on systemaditections on valid
grounds especially on new anthropological collections and its data being studied by
NM researchers; unpublished research work; and other confidential data
determined by the Director of the National Museum or the Division Chief.

7. Accessto the data and information of National Museum collections should only be
used under the condition and purpose as stated by the applicant and as approved by
the National Museum. In no circumstances will data be used for other purposes,
without the appropiate written authorized and approval of the National Museum.

On Accessing the Photbiles of the Division
1. If an individual or group wishes to access and reproduce ethnographic photographs
and slides, he/she or the company should write a letter of reqaelslressed to the
Director stating the objectives of the research, thesis, exhibit or other activities
where the photographs or slides will be used three (3) months in advance.

2. Upon approval, the individual or the body should agree to the conditionhef t
division stating that for every slide or photograph borrowed and reproduced, a
duplicate copy will be provided for the files of the division upon returning of the
original copy.
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3. If the borrower approves, he/she needs to specify the ethnographic pmajits or
slides to be reproduced as well as the number of photographs and slides needed.
He/she or the company will be allowed to select a maximum of 10 photographs
(prints/negatives or slides) to be reproduced.

4. The borrower will be accompanied by a dign staff to have the selected materials
processed in a photdeveloping center. This is to ensure that the original copies
will be processed and returned immediately to the division after duplication and a
duplicate copy of each photograph will be pm®d to the files of the division. The
maximum processing time allowed by the division to have the photographs returned
is 10 working days.

5. The Anthropology Division of the National Museum should be acknowledged upon
the publication of the thesis, openingf the exhibit, multimedia production, etc.

Disposal of Documents

If the division plans to dispose documents which have been expended through utilization, or
which have no value or significance to the Anthropology Division or to the National Museum,
the process will be in accordance to the guidelines issued by the Bureau of Records
Management.

Authentication of Ethnographic Specimens

If an individual, group or organization wishes to authenticate ethnographic specimen/s, the
bl GA2y L f adz S dadatdg Prdcadires Ror aldRenticaltidy cultural specimens will
be followed.

The individual or company should write a letter of request for authentication to be forwarded
to the Cultural Properties Division. The letter of request should be accompanigdidoy
photographs of the specimen/s (one of which is for the file of the division).nth@approval

of the letter, personnel from the division will be requested by the CPD to check on the
authenticity and antiquity of the ethnographic specimen/s. Thelihgs on the object will be
endorsed to the CPD for registration and issuance of the certificate.

Research Section

The Research Section of the Anthropology Division is tasked to do ethnographic and
ethnological researches among the various etfinguistic groups of the Philippine
archipelago. In understanding the Peoples of the Philippines, -depth study is imperative
especially their beginnings, adaptation, distribution and their differences. It is a complex
undertaking as these peoples in their s stages of development and adaptation
continuously change; thus, the salled ethnographic present is necessary in understanding
these ethnalinguistic groups now comprising the Filipino people.

There are 77 ethndinguistic groups and 244 subgroupsocdmented. Ethndinguistic
diversification is due mainly to ecological changes, thus communities within the shorelines tend
to have fishing as their subsistence economy and those in the uplands tend to have agriculture
as their subsistence economy. Whike evolution of change, as part of social existence, has led
to these diverse ethndinguistic groupings, the understanding of the Peoples of the Philippines
is relatively a complex undertaking especially in the status, distribution and the dispersal of t
various groups in the archipelago.

In its complexity, the Research Section of the Anthropology Division has set several goals in
achieving its policies and thrusts:
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1. To review and update the existing Peoples of the Philippine Map considering the
impact d infrastructure, geepolitical and economic technology that has resulted in
the diverse distribution of the people;

2. To collect and enhance the cultural materials among the peoples of the Philippines

especially those ethnic groups with less collections &ndill up the gap where

those ethnic groups are not represented in the Reference Collections;
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4. To publish, exhibit, and disseminate information through lectures and the
production of multi media regarding the ethnography/ethnology of the Peoples of
the Philippines;

5. To network with both local and international museums in relation to anthropological
researches, exhibits and collection holdings; and

6. To enhance the skills of é¢hsupport staff in terms of the latest trends in museology
and museum management for the global competitiveness in international museums
and researches.

w

The Peoples of the Philippines
The Peoples of the Philippines comprises the various language gratmsr¢hall scattered
in the archipelago. The various names given to these various groups in different
anthropological studies are documented to make identification more specific in the
Research Section Reference Master lists. Each language group haspéwsiic compiled
literatures from different anthropological researches. For instance, the Ifugao of the
Cordillera have cultural and bibliographic entries of all existing anthropological researches
and are encoded in the computer for reference collecsioBach entry is divided into topical
themes like social organization, religion, material cultures and others.

The ongoing collection of ethnographic/ethnological materials for the Philippines Ethno
linguistic Reference Collection is essential in the wsidading of the study of human
behavior and culture. Here, the Research Section is involved in the reproduction of the
Philippine Ethndinguistic Map (see following page) and identify the distribution of the
Peoples of the Philippines.

The Philippine Etho-linguistic Map

The Philippines Ethralinguistic Map comprises all the recorded and documented peoples of
the archipelago. These are based on the language groupings that the Research Section of
the Anthropology Division has compiled based on the Popmnatensus, the existing
anthropological literatures and the fieldwork done by the researches.

Each language groups are divided into regional settings. For instance, Region 1 comprises
the llokano, Sambal and Pangasinan language groups, the Cordilleraodotm Region

(CAR) comprises the language groupings of the Ifugao, Bontoc, Kalinga, lkalahan, Apayao,
and so on.

The Distribution of the Peoples of the Philippines

The distribution of the Peoples of the Philippines is a complex tasked in the Research
Section of the Anthropology Division primarily because of the impact of education,
technology and the development of infrastructures. Many language groups have joined the
mainstream Philippine society, mostly in the various private and government workforce,
especially in the over populated metropolis. These include the major language groups such
as the Sebuano, Tagalog and the Illokano. A minor workforce among the Muslim groups is
also seenin various government and private agencies.

The distribution of the poples of the Philippines is plotted in the Anthropology Division
Philippines Ethndinguistic Map (see Map). This map is based on regional setting were all
documented and recorded language groups are distributed in each region.

Exhibition
The exhibitios of collected ethnographic material cultures among the peoples of the
Philippines are being exhibited in the Museum of the Filipino People. Kidienatnan
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Gallery for instance depicts the various ethnographic collections were all material cultures
of the Peoples of the Philippines is being represented. There are also ethnographic
collections exhibited in the various Branch Museums of the National Museum.

Local and International Exhibitions depicting the various collections have evolved for quite
some time Local and international exhibitions include selected material cultures, which the
division has loaned to both the private and government museums. Guidelines regarding the
loaning of specimens for exhibitions are set by the Collection Holdings Sectiie of
Anthropology Division.

Domestic/Foreign Affiliations

The Research Section also provides both domestic and foreign affiliations in terms of
collaborative anthropological researches. Topical researches on ethnography and ethnology
of the Peoples of thd>hilippines vary according to the specializations of the researchers.
These include maritime anthropology, gender relations, religion, material cultures and so
on.

To be aresearch affiliate with the Research Section of the Anthropology Division the
following guidelines are strictly followed:

1. A letter of request to the Director of the National Museum with the following
documents:

a. An endorsement letter from the Head/Dean of the School/Institution where
the researcher is based

Research and Budgetary/FinaalcProposal

Length of the research

Approved Study Visa

Resume

®o0 T

2. The approval of a research affiliate will depend on the significance of the
research proposal based on the National Museum policies especially on the
Indigenous Peoples Rights

3. The approvah research affiliate must submit a 2x2 photo for the National
Museum identification card

4. The approval of a research affiliate and the termination of the research is
expected to submit the following documents:

a. Render a lecture on the research to the estific staff of the National
Museum

b. Submit a hard copy of the research

c. Acknowledge the National Museum in any form of publications and lectures
regarding the research

5. A research affiliate is terminated upon the end of the research and can be
extendedrenewed upon the discretion of the Director of the National Museum

6. Violation of a research affiliate will be dealt with accordingly based on
international anthropological research code of ethics

Fieldwork
Anthropological field researches augment thatalamong the Peoples of the Philippines.
Based on the ethnographic/ethnological researches, field data collection depicts the various
cultures of the Peoples of the Philippines.

The Research Section has guidelines in doing filed researches:
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1. Courtesy callto the incumbent local officials, council of elders and the people
themselves

2. Establishment of rapport to the people and explain the purpose of the research

3. Standard operating procedure in the field is to know the language of the group using
the Language @estionaire Form

4. Mapping of the research site must be explained to the local officials and the people
to avoid confrontations or conflicts.

5. The use of the Household Census Form is necessary in doing the household surveys

Lectures and Publications

The Resarch Section of the Anthropology Division offers lectures to both the local and
international academe with regards to the Peoples of the Philippines.

Publications of ethnographic and ethnological field works are the main function of the

Research Sectiorseveral fieldwork manuscripts among the Philippine Edinmguistic
groups have been encoded. These manuscripts are being revalidated annually. The
availability of these manuscripts are open to the public but there are sets of rules being
followed which tle Administrative Section has provided.

Anthropological lectures especially in the field of ethnography/ethnology and the
collections of the Anthropology Division is provided to the academe and other institutions
interested in the said topics. There are dglines that should be followed:

1. Letter of Request for the Director of the National Museum explaining the
purpose of the lectures

2. Time and place of the lecture and the type of audience

3. All materials and equipment needed for the lecture must be shouldesethe

sponsor; e.g., computer, slide projector, etc.

Collection Holdings Section

The Collection Holdings Section is responsible for the management of the entire ethnographic
collection of the Anthropology Division. Itis composed of the RegistraticnWwinich is tasked

in the documentation and inventory of specimens; and the Maintenance and Artificing Unit,
which handles the maintenance of specimens including its preservation and restoration.

The collection should be carefully managed for their phaisieellbeing and safety. Collection
management refers to the museum practices and procedures, which allow the prudent
acquisition, documentation, preservation, security, access and use, inventory, and the
management of the overall composition of the eaition.

Ethnographic Collections
Collecting ethnographic specimens is essential in the documentation of human cultures. An

extensive research can be done based on museum collection with its relevant accompanying
information intact as human technology ddeps through time.

The ethnographic collection also serves as a tool for comparative analysis with archaeological
finds in order to determine for instance the technology used in baskets, textiles, and other
artifacts. Another primary objective of colléng ethnographic specimens is to fill the gap of

the museum collection; thus, the Anthropology Division needs to continue collecting material
cultures of other ethndinguistic groups not represented in the collection.

A collection may be built or augmemte in a number of ways: field collection,
donation/bequest, or purchase.

Field Collection. When fieldwork is being conducted to collect material culture of a particular
group, an ethnographic study of the ethnic group is necessary for further analysise of t
collected items. Field collection may be purchased or donated-uActional Guide for
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Specimen Collectignfrom the Fieldwork Manual written by Dr. Jesus Peralta, serves as a
checklist of all possible material culture to be collected from a particettamic group.

Important data should accompany the specimen when it is acquired. It should include data on
the object itself and its socioultural milieu. The Anthropology Division usesBEhenography

Form No. 7: Ethnographic Specimen Trial Record Sheetecord the information of the
collected specimen.

Donation. Private owners or institutions may donate their ethnographic collection to the
Anthropology Division. Donation of specimens should follow the following guidelines:

1. The donor must submit a ledt to the Director and/or the Division chief expressing
his/her wish to donate ethnographic specimen(s).
2. A representative of the Division will assess the specimens and will make
recommendations in conformity to the needs of the Division.
3. Upon the approvabf the Division chief and/or the Director, the donor should make
a deed of donation to be signed by both parties. The said deed of donation should
state that the donor agrees with the terms and conditions of the Division:
a. Itwill fitin to the collectionof the Anthropology Division;
b. It will fill the gap of the collection, i.e., items not represented in the current
collection;
c. Specimens should not need special treatment;
d. No bulky specimens because it will require more storage space;
e. No politically motivate collections; and
f. Specimens should accompany their complete information.
4. An acknowledgment receipt signed by the Division Head and/or Director should be
forwarded to the donor.
5. The donation will then be turned over to the Collection Holdings Section.

Puchase. Proper documentations must be accomplished in purchasing museum specimens
from private owners. All purchases of ethnographic specimens from private owners in urban
areas should be covered by the following documentations:

Requisition and Issue Voler (RIV)
Purchase Order

Deed of Sale or Official Receipt
Memorandum Receipt

Photographs and complete information

arwnNPE

However, purchasing specimen from private owners in urban areas should be avoided if
possible, unless the specimen is very rare and withil gap of the collection.

Acquisition of museum specimens under field situation in rural areas constitutes conditions that
are normal where the usual accounting and auditing rules and regulations cannot entirely
apply, thus:

1. Specimens to be acquired dhde those that are unique, rare, and could not be
collected in any other means.

2. Only the project team leader in the area may do the purchasing. A designated field
inspector should inspect the purchases made. In the absence of a field inspector, a
local auditor or barangaychairperson may do the inspection, but a special request
from the National Museum office should be provided as his/her guidelines.

3. In lieu of a formal deed of sale, an official receipt or a reimbursement expense
receipt (RER) may beeasto consummate the sale of the specimen.

4. Depending on the amount of the specimen, the purchase may require
accomplishment of specific documents such as Requisition and Issue Voucher,
Purchase Order, and Memorandum Receipt to complete the transaction and
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documentation of purchase. All purchases should also conform to the accounting
and auditing rules and regulations.

Documentation
Documentation of ethnographic collections is imperative. Different forms of documenting the

collection include: registratig cataloguing, data encoding, and phatocumentation.

Registration. Upon acquisition, the specimens must be registered. An assigned accession
number should be written legibly and permanently on the discreet part of the object where it is
not likely to & rubbed off and where it is not too obvious especially when displayed. The
accession number together with its basic information about the specimen should be logged in
to the accession record or registry.

It should be noted that these newly acquired sppeens are in good condition and/or had
undergone proper treatment.

Cataloguing Cataloguing is the process of recording all basic information about an object. The
key purposes of cataloguing are: (1) to record information that is useful for identificd&pro
organize the entire collections; and (3) to provide information to researchers and staff who
wants to use them.

The specimens with the assigned accession numbers should have individual catalogue cards
wherein all the information about the objecsito be written. Figures 1 and 2 show the front
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Photodocumentation. Each object should be photographed if possible upon acquisition. The
specimen to be photographed should include its accessionbeun or catalogue number and a
scale to indicate the size of the object. When the condition of the object is not normal,
damaged parts should be clear or visible in the photographs.

A standard camera can be used but a digital camera is preferred forgasgding to the
computer database.

Dataencoding The Anthropology Division encodes data in two (2) separate ways to be able to
come up with two (2) different types of computgenerated records:

1. Masterlist by ethnic category can be created in MicrosBftcel application and can
be updated anytime especially when the inventory of collections progresses. The list
simply records the basic information about a particular ethnic collection, namely:
description, property number, name of object, local term, alague number,
accession number, old accession number, value or price if it is purchased, and
remarks. A hard copy of the masterlists should be produced anaii@©n backups
should also be made.

2. Computer database stores and displays various informatioof the entire
ethnographic collection. The Anthropology Division is utilizing the Microsoft Access
2000 application wherein its different features are being maximized. The database
is protected with a password for one to be able to start data encodiFige data to
be encoded are the same data found in the catalogue cards. In addition, a digital
image of the specimen can be uploaded to the database.

Inventory and Maintenance
Inventory of the ethnographic collections should be done systematicallalmlate the data

that accompanies a particular specimen and to find out if there are missing specimens.
Inventory is also useful for updating location information of specimens, identifying conservation
needs, and helping researchers and staff accessiqudatr specimens. Maintenance of
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ethnographic collection should be done on a regular basis to prevent the deterioration of
specimens. However, while inventoryaegoingand a specimen is found to be in a bad shape,
appropriate restoration or conservatioshould be done immediately.

Crossindexing. The process of inventory begins with cresdexing of specimens to the
existing inventory masterlist and individual catalogue card. The following should be considered
while crossindexing:

a. Corrections on a@ssion numbers, dimensions, and other significant data should be
recorded both on the list and catalogue card.

b. Description of specimens found in the catalogue card should be verified.

c. Questionable specimens should be noted on the masterlist.

d. The locatim of specimens should be stated on the list and on the card for easy
retrieval.

LabelingThe assigned catalogue number and old accession numbers must be checked and
corrected. The labels should be written legibly and clear enough for easy identific&vemy

item should be labeled in the most permanent method applicable to its material composition.
However, some object cannot be labeled directly; they may be too small or have unstable
surfaces.

Steps in labeling:

a. Clean the area to be labeled.

Placea thin coat of liquid eraser on the labeling area.

c. Let it dry, and then write the accession number / catalogue number using warter
pigmentbased ink like India ink or sign pen.

d. Letthe ink dry completely before applying a topcoat of natural nail polish

=

A tag should also be attached to the specimen where basic information, i.e., English name, local
name, and its value or price, are written.

Restoration. Broken or damaged museum pieces should be restored. Restoration of
specimens needs the expertisé trained personnel to ensure that no further damages will be
incurred. Appropriate materials in restoration of specimens should always be made available
when the need to restore a specimen arises.

Conservation. Conservation refers to the measures takenprolong the life of an object and
its physical and cultural significance as long as possible in its original form. Different material
composition of specimens needs specific conservation method. However, if an emergency
conservation is required, mechecal cleaning with cotton swab and distilled water may apply.

If the specimen is badly damaged, it should be turned over to the Chemistry and Conservation
Laboratory Section of the Anthropology Division for proper treatment application. Different
chemials should be carefully applied to specific items to avoid untoward chemical reactions.

In the conservation process, a condition report is an essential element. It may be used to (1)
establish the exact condition of an object; (2) benchmark the type @m@ite of deterioration;

(3) document the condition history and treatment; (4) set priorities for conservation care and
treatment; and (5) make future handlers aware of seen and unseen problems.

A condition report should include the accession or catalogumber, name of object, object
composition, types of damage (physical, chemical, etc.), extent of damage, location of damage,

previous conservation work, and dates and reason for damage (if known).
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Wrapping. To prevent the specimens from dusts, it is oBgnended to wrap them using an
acidfree paper. If the said paper is unavailable, Japanese paper may be used. The wrapped
item must bear its corresponding catalogue number to easily locate and identify it.

Storage System

Storage is an area where the etigraphic collections are placed. The collection must be
classified in this area and may be grouped according to type of items (jewelry, textile, ceramics,
basketry, etc); or by ethnicity (Ifugao, Tagbanua, etc.); anaterial (metal, wood, etc.).

The Anthropology Division has separate storage areas for the textile collection (grouped
according to ethnicity), jewelry collection (organized by ethnicity in steel cabinets), and
ceramics collection (arranged according to their sizes). Other collectionsclastered
according to ethnicity regardless of the materials.

The overall storage environment is one of the most important variables in the-teony
preservation and conservation of the collection. Policies and procedures such as detailed risk
managemeh plan should be in place to address controlling and minimizing the risks to
collections such as physical forces (typhoon, flood, earthquake), fire, water, theft, pests,
pollutants, light and radiation, incorrect temperature, incorrect relative humidityd austodial
neglect.

Their negative effects to the collection can be minimized through proper training of staff,
decreasing handling of objects, controlling access, and maintaining good housekeeping
procedures. Thus, the following rules and regulatiars strictly observed within the premises

of the storage:

1. Only authorized personnel should be allowed inside the storage room.

2. A logbook should be maintained to record the incoming and outgoing of personnel,
including the tasks performed inside, and tihens he/she brought in and out of the
storage.

Items should be stored systematically for easy retrieval.

4. Any National Museum personnel, researcher, local or foreign visitor who wish to see
the collection must secure permit from the Division chief in adeanc

5. Researchers (students and/or professionals) who want to study the collection must
write a letter addressed to the Director one or two months ahead of his/her
research plan.

6. Researchers who wish to photograph the specimens should submit a letter of
request stating the purpose and what specimens to be photographed to the Director
and Division chief. If given permission, Anthropology personnel must accompany
the researcher while taking pictures. Furthermore, imag@turing of specimens
should be properlycoordinated with Museum Education Division for payment
purposes.

7. Researchers should be briefed on the proper handling of specimens and proper
behavior inside the room before entering the storage area.

8. Researchers should present all their personal beloggi for inspection before
leaving the storage for security reason.

9. Food and drinks are not allowed inside the storage.

10. Smoking is strictly prohibited inside the storage room.

w

Access to Collection Holdings Records
Access to the records of the Collectiondiings Section such as accession registry book,
catalogue cards, inventory master list, and computer database is not permitted to researchers

until all data are completely reconciled, encoded, and verified.

Upon completion of the inventory records and datncoding, researchers who would like to
study the collection and its records may secure a written permit from the Division head at least

78



two (2) months before they start their research study. In addition, all hard copies of the
collection holdings fileare not allowed for photocopying.

Loaning of Specimens for Exhibition
Ethnographic specimens may be loaned or borrowed in case of special local or international
expositions granted that the borrower adheres to the following guidelines:

1. The proponent or bomower must submit a letter of request three (3) months in
advance stating the objective of the exhibit, the location of the exhibition, the
number and type of specimens to be borrowed, and the date to be returned.

2. Together with the letter of request, th proponent must also submit the conceptual
framework of the exhibition including its rationale, objectives, and curatorial or
layout plans (to be agreed upon by the curator and the exhibitor). Other
specifications should also be forwarded such as galtequirements, using of
showcases and panels, correct relative humidity, appropriate light illumination (e.g.,
different material compositions of specimens like textile, wood, ceramics, etc.
require different levels of light illumination), and security &yss (e.g., monitoring
cameras, alarm systems, and security personnel).

3. Ethnology Form for Local/International Exhibition should be accomplished in six (6)
copies: one copy each for the borrowing institution, the Anthropology Division for
filing, personalcopy of the curator, for insurance coverage application, and for
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4. A Memorandum of Agreement (MOA), to be signed by the proponent or borrower
and the Director of the National Museuand attested by the Anthropology Division
head, should stipulate that:

a. A representative from the Anthropology Division must accompany the
borrower upon transport of specimens to ensure proper handling in
accordance with the conservation standard of thetidi@al Museum and
Internal System of Conservation;

b. The borrower should shoulder insurance coverage for the specimens and
other expenses such as shipment, packing, cleaning, conservation and
fumigation; and

c. The Anthropology Division and the National Musewf the Philippines
should be acknowledged upon exhibition of the borrowed specimens,
publications, promotions, and other forms of multimedia.

5. The responsibility and accountability for the loaned specimens should be transferred
to the borrower thru a Memmndum Receipt to be signed by the borrower and
noted by the Division chief.

6. Sanctions or penalties will be imposed according to the auditing and accounting
rules and regulation on any loss and/or damages due to negligence of the borrower.
Sanctions for wlating the agreed terms and conditions are based on the National
Museum and international standard for settlement procedures.

Accountability of Specimens

If an accounted person will be officially traveling abroad, he/she should clear his/her
accountabiities one month before his/her departure. If the travel is unofficial, he/she should
transfer his/her accountabilities thru a Memorandum Receipt (MR) to any personnel who are
willing to accept his/her accountabilities. Such transfer of accountabilitresld state the
duration of the travel or the number of days wherein the recipient will be held responsible for
the accounted items. The accountabilities will be returned to the Supply Section if nobody
accepts the accountabilities or the Director will raisomeone to receive the accountabilities.
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his accountabilities in compliance with the Commission on Audit (COA) rules and regulations.
He/she should transferib/her accountabilities to the person next in rank. The accounted

person should request the presence of a COA representative, a Supply Officer or
representative, and the receiving person to check the condition of the items and verify if the
specificationswritten in the Memorandum Receipt are true and correct. If the person next in
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rank refused to accept the accountabilities, the Director will write a memorandum obliging
him/her to accept the accountabilities.

Relieve from accountabilities is requestédm the Director thru the Supply Section and to be
endorsed to the Commission on Audit (COA) if the accounted items were damaged due to
uncontrollable elements or unforeseen circumstances, e.g., typhoon, flood, fire, pests, and
others, provided that he/se will submit a written report, attested by one or two Anthropology
personnel, stating that the damaged items were not due to his/her negligence.

ARCHAEOLOGY DIVISION
National Museum

OPERATIONS MANUAL

GENERAL POLICIES OF THE ARCHAEOLOGY DIVISION

1.

The Archaeology Division has jurisdiction to conduct of all archaeological surveys,
reconnaissance, test excavations and-fdhle excavations on both land and

underwater.

The Archaeology Division, in partnership with the Cultural Properties Division, shall
oversee that all nosNational Museum archaeologists adhere to the National Museum
Rules and Regulations in the conduct of archaeological survey, reconnaissance and
excavations.

The Archaeology Division, through its different sections, shall formulateigslirules

and regulations to implement its functions and responsibilities.

The Curator | which is currently occupied by a Scientist shall assist in all research matters
of the division.

The Archaeology Division is composed of the Terrestrial, Undemw@ttections,
Zooarchaeology, Records Sections and Administrative Unit.

The Administrative Unit shall be under the direct supervision of the chief of the division
or his/her duly appointed representative.

All sections of the division shall be headgddMuseum Researcher or a Senior
Researcher (Underwater). They will assist the chief of the division in all the activities of
the division. Each section shall have a maximum of two technicians under their direct
supervision.

All Museum Technicians of tlikvision that are not assigned to the other sections shall
be under the direct supervision of the Collections Holdings head. All activities related to
the collections of the division should be coursed through him/her.

All collections of the Archaeologyvision shall be deposited at the National Repository
Rooms and other collections rooms found at the central office. A Museum Researcher
and a Technician(s) shall manage each repository room. They have to coottigiate
activitieswith the head of the @llections Holdings Section.

ADMINSTRATIVE Unit

1.

Records Keeping of Important Documents of the Archaeology Division
1.1. All incoming documents to the Archaeology Division must be properly received by the

Administrative Aide who is assigned by the chief ofdhasion.

1.2. All outgoing documents from the Archaeology Division must be properly logged out in

the assigned logbook by the Administrative Aide assigned by the division chief.

1.3. The Administrative Aide must maintain an updated and systematically orgafilingd

of all documents including letters and other communications.
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1.4. Separate logbooks for INCOMING, OUTGOING, TRAVEL DOCUMENTS, ETC. must be
maintained at all times by the Administrative Aide.

1.5. A guest book for all visitors of the division must be mairgdiby the Administrative
Aide at all times.

1.6. Filled up loghooks must be kept by the Administrative Aide until such time that it is
possible to surrender to the Archives.

2. Request and Distribution of Supplies to All the Sections

2.1. The Admnistrative Aide of éhdivision shall prepare the requests for supplies/materials
based on the annual PPMP submitted by the division

2.2. Supplies released by the Supply Section of the National Museum must be properly
received and inventoried by the Administrative Aide and an a&sigechnician by the
division.

2.3. Supplies needed by the different sections of Archaeology Division must be collated by
the Administrative Aide before it is brought to the Supply Section.

2.4. All incoming supplies must be divided among the sections and peesofithe
division.

COLLECTIONS HOLDINGS SECTION

1. Other National Museum researchers:
1.1. The researcher concerned must write a letter request addressed to the Division Chief.

Upon approval, a permit form from the Collections Holdings Section must be fled u
1.2. Research activities including analysis shall only be done at the Collections Holdings
Section or other room assigned with the supervision of a Collections Holdings
personnel.
1.3. Any form of media to get an image is strictly prohibited unless a photogréphy has
been accomplished and duly approved by the division head.

2. The use by professional researchers/student researchers from other offices, institutions,
agencies, schools, universities, etc.

2.1. A letter request must be submitted to the Chief of the Dimisfor high school students
and to the Director of the National Museum for all other researchers/college
students/graduate students specifying the purpose of the use of the collections. For
researchers/college students/graduate students, the letter stalso be accompanied
by a research proposal and a letter of endorsement from the adviser, NM collaborator,
or head of agency.

2.2. A permit form from the Collections Holdings Section must be filled up by the student
/researcher when request is approved by tb@ector or the chief of the division.

2.3. Analysis and other research purposes of the specimens should only be done at the
designated areas in the Collections Holdings Section under the supervision of the
assigned technical personnel. No specimens, atifac materials shall be taken out of
the room without permission from the technician assigned. Violation of this provision
shall be dealt with accordingly.

2.4. Any form of media to get an image is strictly prohibited unless a photography form has
been accompshed and duly approved by the division head.

3. Registry of Significant Collections Holdings Section materials /specimens/ artifacts for
storage and safekeeping by Collections Holdings Section:

3.1. An appropriate form for the registry of significant archaeotagimaterials will be
provided by the Collections Holdings personnel and properly filled up by the museum
researcher endorsing the materials for safe keeping and storage at the Collections
Holdings Section.
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3.2. Exercise of security protocols must be practiegdll times in keeping the
artifacts/specimens safe.

. Turn-over of specimens/ artifacts for analysis and identification to the Collections

Holdings Section:

4.1. Team leaders/researchers shall properly torrer specimens for further analysis or
identificatons with the use of a logbook indicating the period that the team leader or
researcher will need the results of the analysis or identification. In a given period of
time for analysis, the materials should again be properly returned to the team leader
or researchers requesting the analysis or identification of materials.

. Custody and Maintenance of the Collections Holdings Section:

5.1. The Collections Holdings personnel shall have custody of all the specimens at the
different repository rooms provided that thassigned researcher and technician will
countercheck the records of the collections holdings personnel.

5.2. The Collections Holdings personnel shall oversee the upkeep of all the
specimens/artifacts exhibited at the galleries of Museum of Anthropology.

5.3. TheCollections Holdings personnel must visit the galleries where archaeological
specimens and artifacts are located at least once a month to check its condition
including the exhibit area, the exhibited materials and make a report of the visit.

5.4.They are alseequired to make minor maintenance work on the specimens including its
repair, cleaning, etc. and for the fixtures, must inform the Restoration and Engineering
Division.

. Database of all the collections in the Collections Holdings Section

6.1. The Collectios Holdings Section shall prepare a database of all the collections.

6.2. A database of all the Collections Holdings Section be available for easy access of
researchers and reference by National Museum researchers or visiting researchers or
students.

. The use ofthe Division's collections for local exhibition outside the National Museum

shall be governed by the following:

7.1. An approved letter request from the Director with the following supporting
documents: Proposal, MOA and other pertinent documents.

7.2.Include in the pertinent documents is an insurance for all the specimens that will be
loaned for exhibition that will be shouldered by the proponent.

7.3. Unless extremely necessary, no NCTs will be loaned to any agency.

7.4. Only government institutions and agencies Wwelallowed to loan the division's
collections. Unless there is an extremely rare occasion when this provision will be
waived.

7.5. The division can reproduce replica(s) of artifacts/specimens that cannot be loaned to
the requesting party with the proviso thall expenses related to the reproduction will
be shouldered by the requesting party.

7.6. Packaging of specimens/artifacts should follow the following:

7.6.1. All specimens/artifacts should first be inventoried with a condition report duly
signed by a conservatordim the Chemistry and Conservation Division

7.6.2. All artifacts/specimens must be handled by the division's assigned technician
wearing proper paraphernalia from maskto gloves.

7.6.3. All artifacts/specimens must be individually wrapped in duly approved packaging
material (i.e. acid free paper, bubble wrap, etc.) and placed in durable plastic
crates or boxes to avoid damage.

7.7. The Collections Holdings Section personnel will assistin securing the gate pass of the
materials to be loaned.

. The use of collections holdingpecimens/ artifacts for exhibition at the galleries of the

National Museum under the Archaeology Division

8.1. All activities pertaining to the exhibition of archaeological specimens/artifacts shall
emanated from the chief of the division once the Directastygiven his approval of the
exhibition.
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8.2. All specimens/artifacts that will be exhibited must first be inventoried including a
condition report duly signed by the conservator from the Chemistry and Conservation
Division.

8.3. All specimens/artifacts for exhifoon must be duly received by the head of the
exhibition team and the custodian of the galleries.

8.4. Exhibits of other National Museum divisions shall:

8.4.1. Submit an approved letter request by the Director endorsing the project of the
other division to the divigin chief.

8.4.2. An inventory of the specimens to be loaned including a condition report must be
prepared before any movement of the specimens/artifact is made.

8.4.3. Handling of the specimen/artifact from the division's Repository Room to the
division concerned wilbe done by the Archaeology division researchers and
technicians by observing proper procedures like packaging, transporting, etc.

9. The use and loan of collections holdings section artifacts/ specimens/ materials for
international exhibition:

9.1. An approved letter request from the Director with the following supporting
documents: Proposal, MOA and other pertinent documents.

9.2.Included in the pertinent documents is an insurance for all the specimens that will be
loaned for exhibition that will be shouldered bye proponent.

9.3.No NCTs will be loaned. The division can reproduce replica(s) of artifacts/specimens
that cannot be loaned to the requesting party with the proviso that all expenses related
to the reproduction will be shouldered by the requesting party.

9.4. Apersonnel from the Archaeology Division shall accompany the transport of the
specimens/artifacts from the National Museum to its destination and back after the
exhibition is closed. All expenses thereto shall be shouldered by the requesting party.

9.5. Packatng of specimens/artifacts should be done by professional forwarders/movers
and following the proper protocol:

9.5.1. All specimens/artifacts should first be inventoried with a condition report duly
signed by a conservator from the Chemistry and Conservatiosibivi

9.5.2. All artifacts/specimens must be handled by the division's assigned technician
wearing proper paraphernalia from mask to gloves.

9.5.3. All artifacts/specimens must be individually wrapped in duly approved packaging
material (i.e. acid free paper, bubble wragtc.) and placed in durable plastic
crates or boxes to avoid damage.

9.6. The Collections Holdings Section personnel shall undertake the issuance of a gate pass
for the loaned specimens.

10. Replication of Artifacts declared as National Cultural Treasures

10.1. Inquiries on replication of artifacts which are declared National Cultural
Treasure/Property must be addressed to the Director IV for his decision whether to
approve or not;

10.2. Requesting party regarding the replication of declared artifact as National
Cultual Treasure/Property must solely come from another museum whether they are
from the local, provincial or national government agency or a private museum or
academic or teaching institution;

10.3. Upon the approval of the Director, the request is forwarded to @laief of the
Archaeology Division, to inform the technician assigned to replicate the artifact;
10.4. Prices for the replication of artifact is determined by a guidelines prepared by

the chief of the division and duly approved by the Director and must be Ipaithe
requesting party when the artifact is finished.
10.5. tFeYSyida Ydz&ad oS YIRS G2 GKS OF aKASNDa
presenting the approved letter. The cashier will in turn issue an official receipt.
10.6. An official form stating that the artifads actually a replica will be provided to
the requesting party together with a Gate Pass to bring out the replica.

RECORDS SECTION
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l. Access to Records of field reports; specimen inventory records; and publications.

1.1  Prior to the use of archaeological donents stored at the Records Section,
Researchers shall get hold of an approved letter request from the Director of the
NM. A copy of the project proposal should be attached to the letter request.

1.2  An Agreement or Permit to use field reports, manuscriptsods and other data
(refer to Form) should be filled up by concerned Researcher and subsequently
with approval of the Chief of the Archaeology Division.

1.3 All unpublished reports, specimen inventory records, manuscripts, maps and
unpublished thesis shouldebused only at the Archaeology Records Section.

1.4  Unpublished reports, manuscripts and specimen inventory records are not
allowed to be reproduced in any form i.e., photocopy, scanned or digital
photography. Moreover, only published materials may be repoetl.

1.5 The Underwater Archaeological Specimen Inventory Records may only be
accessed by Researchers if the site worked on is already published or sharing of
artifacts has already been undertaken. On the other hand, if projects of specific
underwater sitesare still on progress, then, records related to the site shall be
considered confidential and restricted.

1.6  Field reports, manuscripts, specimen inventory records, slides, contact prints,
and photographs must be properly cited in the thesis or term papat the
Researchers and students are writing or preparing. However, in the event that
researcher decided to publish the thesis or term paperaathorship with NM
Researcher shall be applied.

1.8 In accordance with the Computerization of Database Manag#@rRrogram of
the Archaeology Division Records Section, Researchers are required to submit a
soft copy (digital copy) together with the hard copy of the field reports and other
documents including photographs taken.

2.0  Assigning of Archaeological Site@es

2.1  Assigning of archaeological site codes shall be given to Researchers provided that
permit to conduct archaeological exploration and excavation has already been
issued by the CPD. Only senior personnel of the Archae®egygrds Section can
assigrthe archaeological site code.

3.0 Access to Photo file (black and white photographs, contact prints, and slides)

3.1 Researcher shall get hold of the approved letter request from the Director of NM
in the access of photo files stored at the Records iSect

3.2 Photo files can be reproduced only upon approval of the Chief of the
Archaeology Division.

RULES AND REGULATIONS FOR UNDERWATER ARCHAEOLOGY EXPLORATION AND
EXCAVATION IN PHILIPPINE WATERS
General Provisions

1. Permits to explore or excavateahbe issued only to the following:

1.1.Duly accredited scientific and educational institutions;
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1.2. Duly Philippine registered nestock and norprofit corporation group or organizations
in the field of underwater archaeology;

1.3. Other government agencie®r instrumentalities of proven ability to conduct
underwater archaeological work;

1.4. Juridical groups under sponsorship by a scientific or educational institution; or who
upon the judgment of the National Museum are competent and qualified to conduct
underwater archaeological work;

1.5. Foreign institutions in the field of underwater archaeology which-lipkwith any local
corporation or foundation registered with the Securities and Exchange Commission and
allowed to do business in the Philippines.

2. A formal letter of application for a permit to explore or excavate shall be addressed
to the Director of the National Museum at least one (1) month prior to the commencement
of the Project. The letter of application shall include the following:

2.1 Project Design:

2.1.1 Proponents

2.1.2 Cooperating Agencies

2.1.3 Summary of Project

2.1.4 Objectives

2.1.5 Significance

2.1.6 Procedure

2.1.7 Time Table

2.1.8 Financial Plan

2.1.9 Personnel

2.1.10 References
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2.1.11 Historical/Archival Documentation

2.2 Financial Statement
2.3 Listing of capital investments in terms of Equipment and facilities;

2.4 Evidence of competence angperience in the field of underwater archaeology
to be validated by the Head of the Underwater Archaeology Section, Chief of the
Archaeology Division and Chief of the Cultural Properties Division;

2.5 List of certified divers and their respective positiofidive Director, Dive
supervisor, rescue divers, dive doctor, divers) who will be involved in the scientific
underwater archaeological work. Foreign personnel should have the proper
Philippine Visa and working permits secured from the concerned Pini&ppi
government agencies (DFA/BI).

3. The applicant shall file a cash performance bond of Php 500,000.00 (US$10,000.00)
refundable subject to limitations upon completion or cessation of the project. Interest
gained from such performance bond shall reve the Philippine Treasury as stipulated in

the General Appropriations Act

A log book should be maintained to record daily activities, features, notes and other
related information which may not otherwise appear in other records, inglutie
detailed description of the methods used dwgiexplorations and excavations

4. Exploration:

4.1 Activities during the exploration of underwater archaeological sites are limited to the
assessment of the potential(s) of thétes for future archaeological excavation work.
The result of all activities limited to underwater exploration, shall be submitted to the
Archaeology Division, National Museum after the period of exploratiath the
following information

Exploration

41.1 results of remote sensing and other @structive probing and the
verification by ocular survey and phettnocumentation;

4.1.2 identification of the underwater archaeological site, if possible the shipwreck
and the period;

4.1.3 determination of the condition of wreck;

4.1.4 recording of the general environment:

- nature, depth and mobility sediments;

- form and structure of outcrops, boulder spill;
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- wave trends;
- current direction, strength, and periodicity;
- flora and fauna pesent, and effects on the archaeological materials;

- quantification of the exposure of the site to wind and heavy sea.

4.2 The archaeological materials to be recovered are limited to samplemadl finds

and diagnostic materials enough to help in the identification and dating of the site.
These materials shall belong to the National Museum.

Excavation
4.3 Underwater archaeological excavations are to be undertaken after dihenission of the

exploration report, duly verified by the Chief of the Underwater Archaeology Section.

Archaeological excavations shall follow internationally accepted nasthaand
technigues which include

4.3.1 general mapping of the site prior to excasatwhere feasible. A differential Global Positioning
System (GPS) reading should be taken topside both from the North and South

ends of the site (wrecksite), or whichever directions the site is oriented
lengthwise. .

4.3.1.1 contour mapping
4.3.1.2 location map

4.3.1.3 grid map

4.3.3 archaeological recording of materials to show spatial relationships g ot
materials and environmental features;

4.3.4 use of National Museum forms applicable to the excavation of archaeological
sites, i.e. inventory forms (Form 5a), Site Discovery Forms, and grid forms.

4.3.6 systematic and detailed documentatiavhich include illustrations and photo
documentation of the various stages of the excavations;

4.3.7 implementation of adequate recovery procedures to minimize damageraigil&
archaeological materials

4.3.8 A set of procedures for the conservation gnelservation of materials both at

the site and the laboratory should be in placed prior to the commencement of
the archaeological excavation;

4.3.9 Submission to the National Museum of Status and preliminary reports and final
report of the activitiesand results of the excavations in the following format:

[. Introduction
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[l. Literature/archival Research

[ll. Methodology
a. Mapping
b. Equipment Setip
C. Dive Procedures

I. Daily Dive log (time, no. of divers, no. of bagk divers,
decompression table, remarks)

d. Excavation

e. Poocessing of Materials (desalination, inventory and accessioning,
preliminary conservation, etc.)

f. Retrieval Procedures (include security measures undertaken during
transport of materials (if applicable) from the excavation site to
temporary storage or labatory).

IV. Results and Discussion
V. Recommendation
VI. References/Bibliography

Status or progress reports shall include the current phase of the excavation activities and
preliminary assessment of the archaeological materials so far recovered. It shall also
incluce reports on any accidents and major problems encountered during the course of
the excavation.

4.3.10 a joint authorship between the proponent (underwater archaeologist/s) and the National

5.

6.

Museum on the publication of a complete final report on the resuitsthe
excavations, copies of which should be furnished to both.

4.4 Two (2) National Museum representatives in underwater archaeological excavation

projects will serve as coordinator/supervisors. They shall have the authority to
recommend teémination of any project anytime when provisions of these guidelines are
not adhered to, and if they, by their logical judgments, believe that the interests of the
State will be compromised.

The documentation will be in English or Filipino.

Undewater archaeological work, both exploratory and actual excavations, shall be carried

out only in the presence of at least two National Museum representatives.

7.

Actual commencement of the work shall be subject to the availability of National Museum

representatives.

8.

10.

11.

At the site, accommodations, food costs, and honoraria of the National Museum
representatives shall be borne by the proponent. In cases where significant archaeological
finds are discoveredn sity any extension of work deemed oessary by Museum
representatives are likewise reimbursable.

The permit grantee shall guarantee a minimum of twenty (20) days of diving for and in each
calendar month from inception of the project, however subject to meteorologicahatic,
technical or physical factors.

The start of the operations shall be no more than thirty (29) days after the date
stipulated in the approved timetable unless otherwise agreed upon by both parties.
Absence of communication dm proponent after the prescribed period has lapsed will
make the proponent in default and be grounds for revocation of permit.

The National Museum shall be furnished with copies of all documents, such as but not
limited to accession ra inventory records, logbook, negatives, photographs and other
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records pertinent to the project.. Such copies must be submitted to the National Museum
within three (3) months after particular documentation has been completed.

12. The sharing of recoveradaterials, objects, or items shall be undertaken, allowed or
permitted only after a complete documentation of the same is finished. Sharing shall be done in
Manila after prior notification and by mutual agreement between both parties.

13. A fietl report on the project shall be submitted to the National Museum before any sharing
of the recovered materials, objects or items is allowed.

14. All fragmentary materials such as sherds, organic and inorganic materials and so on
recovered as a mult of the project shall belong to the National Museum. A type
collection of these materials may be provided to the proponent, to a university or similar
educational or cultural institutions by the National Museum upon request.

15. All rare, nique pieces and items which are one of a kind automatically belong to the
National Museum. However, sharing of other archaeologically recovered specimens shall
be subject to negotiation in a Memorandum of Agreement between the National Museum
and the propnent.

16. The material cost of the total conservation of the recovered materials shall be borne by the
proponents until sharing is completed. The technical expertise in the conservation of the
materials may be provided by the National Museum.

17. No technical or professional paper, article or book may be released without the prior
consent of the National Museum on the specific project.

18. The use of explosives in underwater archaeological work is prohibited; only shaped
charges that will not harm the environment may be used but must be with prior
clearance from the National Museum, the Armed Forces of the Philippines, and other
concerned government agencies.

19. The National Museum is not lialded will not assume responsibility for accidents,
losses or damages resulting from underwater archaeological operations in Philippine
waters; the proponent is liable if through their negligence during the course of operations
representatives bthe National Museum undergoes harm in any form.

20. Landforms in sites shall be left undisturbed if possible and the destruction of these during
the course of the work shall be minimized; all landforms must be restored as closely to
the original as possible upon completion of the project.

21. Subkcontracting of underwater archaeological work or third party arrangements is not
permitted. Permits from the National Museum are Hmansferable, nor can the
proponent assign higights to the permit and the implementation of permits to other
persons or entities for whatever considerations.

22. Arbitration when necessary on any consideration shall be done in Philippine courts of law.

23. Permits for underwater ahaeological explorations and/or excavations maybe limited to
sites whose depths are those that can be worked on safely byC®athined Underwater
Breathing Apparatus) SCUBA divers of the National Museum and where archaeological
methods and techniquesof excavation and recovery may be applied. However,
archaeological sites with depths exceeding the limits of SCUBA maybe considered if the
proponent could provide adequate and safe equipment for diving such depths without

compromising the safety of divers.
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24. The permit grantee must provide underwater diving equipments to National Museum
representatives which shall be used by them ONLY during the period of the archaeological
work. Ownership of these equipments, however, shall be retained by theteg.

25. The permit grantee must provide for the coverage of accident insurance of National
Museum representatives assigned to the site for the duration of the archaeological
project.with a premium of not less than Php 500,000.00 or $ 10,000@0O@&hichever is
higher in the prevailing exchange rate.

26. The permit grantee shall provide for a recompression chamber whenever decompression
dives are required at the site

27. No exploration or excavation may commence until the appli has signed these Rules and
Regulations, Memorandum of Agreement, and permits to explore and/or excavate i
Philippine waters are grante

28. The National Museum has the absolute right to revoke the permit issued to the permit
grantee becausef the following reasons: violation of the provisions stipulated in this rules
and regulations, and/or its inability to comply with the same; withholding any information
regarding the presence or location of any item or object recovered from the sitenyr a
part thereof with the intention of defrauding the National Museum; possession, traffic,
2NJ dzaS 2F LINPKAOAGSR R NHz3 & 08 lyeé YSYoSNJ
operations; and illegal possession of firearms and ammunitions,aagdobject that may
endanger lives of other members of the team.

Exploration and Excavation Permits Applicatio

1. Exploration Permit Application

1.1 The maximum area to be allowed for each application permit shall not exceed 30
squae kilometers in total area, expressed in terms of longitude and latitude.
Exploration permit shall not apply teerification of reported sites

1.2 No two proponents or applicants may overlap in teoharea covered by each permit

1.3 Exploration penits are only valid for six months and can be renewed for another six
Y2y iUK&a | FUGSNI SOl fdd GAz2zy 2F GKS 3INFYyiSSQa

1.4 An applicant is limited to two exploration permits at any given time;

1.5 Recovery of ntarials from exploration work is limited to samples only. Such samples
shall belong to the National Museum and the limit of the samples shall be decided only
by the National Museum representatives;

1.6 The fee for an exploration permit for one sitéPigp 10,000.00

1.7 The performance bond for an exploration permit for one site is Php 500,000.00 or US$
10,000.00, or whichever is higher in the prevailing exchange rate.

2. Excavation Permit Application

2.1 Applications for permit to excaiamust specify the map coordinates of the specific site to the
nearest minute;

2.2 The site must be described in detail to establish identity;

2.3 Excavation permits are limited to a period of one year and renewable for another year in areas
unaffected by seasonal climatic variations; in affected areas excavation permits are
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limited to six (6) months and renewable for another eighteen (18) months. Excavation
and Exploration permits can only be renewed after thorough evaluation by the
Undemater Archaeology Section of the Archaeology Division of the Field Report
submitted by the permit grantee on his previous activities. An evaluation report, duly
signed by the Head of the Underwater Section and Chief of the Archaeology Division,
shall be atached to the renewal application

2.4 In areas unaffected by seasonal climatic variations only one excavation permit may be granted
to an applicant at any one time. In affected areago excavation permits mde
granted the applicant working alhately between the two sites as weather
condition warrants;

2.5 The fee for an excavation permit for one site is P 10,000.00;

2.6 The performance bond for an exploration permit is extended into the excavation phase
if an excavation permis granted.

ARCHAEOLOGICAL SITES AND BRANCH MUSEUMS DIVISION (ASBMD)

National Museum
OPERATIONS MANUAL

l. INTRODUCTION

The Archaeological Sites and Branch Museums Division (ASBMD) was established in 1981 by
virtue of R.A. 4846 in view of the increasidgmands of the growing number of sites and
branch museums for a division to administer and supervise the performance of its various
duties and functions to effectively serve the local community. Initially, the twelve (12) units
situated in the differentparts of the archipelago rose to twenty two (22). However, after the
reorganization program of the agency and finding that certain branches are not well attuned to
the goals and objectives of the institution, they were dropped or transferred to otheurallt
agencies.

At present, the division runs 14 branch museums and four (4) archaeological sites situated in
the following provinces: Bolinao, Pangasinan; Kabayan,Benguet; Magsingal, llocos Sur; Vigan
City, llocos Sur; Kiangan, Ifugao; Angono, RizalacbabAlbay; Quezon, Palawan; Boac,
Marinduque, Tagbilaran City, Bohol; Cebu City; Butuan City; Zamboanga City; Jolo. Sulu. The
four sites are: Timbac Mummy Caves in Kabayan, Benguet;, Balanghai Shrine in Butuan City;
Angono Petroglyphs in Binangonan,&Riand the Tabon Cave Complex in Quezon, Palawan. The
property of most of the units are acquired through donation except for the branch in Fort Pilar
and the Tabon Cave Complex which are under presidential proclamation no. 996. The P. Burgos
House in VigarCity however, is under lease with the llocos Sur Historical and Cultural
Foundation, Inc. for 50 years since 1989, while the transfer of the branch in Cebu City from Fort
San Pedro to MuseoSugbo Complex was made possible through a Memorandum of Agreement
entered in 2009 for a five (5) years contract, but subject for renewal. The complex is run by the
provincial government.

The branch museums and archaeological sites serve as networks in reaching out the local
population in the fulfillment of the Nationad dza S dzY Q& G KNHza (& G-@uttieA 3 4 SYA
three-dimensional goals and objectives of the agency in culture, science and education.

Il. 5LxL{LhbQ{ al!b5!¢9
As an arm of the agency, the ASBMD is mandated to:

1. Maintain, preserve and interpret through exifion in regions where they are found
cultural and historical materials, relics, mementous of greapikibs and other related
items;
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2. Maintain, preserve and interpret the artifacts in situ of the Paleolithic habitation site of
the possible earliest mamn the Philippines, the Neolithic habitation of the ancient
Filipino at Tabon Caves and other important archaeological sites;

3. Perform such other functions as maybe provided by law.

Il. THE ORGANIZATIONAL STRUCTURE

The regional branches and sites are dingetin and managed by a core staff at the main office

in Manila. It is headed by a Curator Il (Division Chief) who supervises the offiadrarge of

the regions where branch museums are established, in the performance of duties and functions
in their regpective units. Apart from close monitoring through highly advanced mode of
communication and internet service connection, periodic ocular inspection is also being
conducted to see the actual physical status of each branch, and to personally confer and
interact with the staff, matters of outmost concern in running their respective units, particularly
the services being relered to the local community.

The division has sixty nine (69) plantilla positions, the biggest among the divisions in the agency,
distributed in the main office, archaeological sites, and branch museums. Ideally, the OIC of the
branch must be a Museum Researcher Il or even a Museum Researcher I. However, due to lack
of items, there are branches that are still headed by a Museum GuideMuseum Technician.

Efforts are exerted however, to balance the manpower complement to the requirement of the
respective branch according to the extent of area to upkeep and functions to perform by the
branch. Despite the deficiency in manpower, otherigiions have managed to borrow five (5)
positions from the ASBMD, also to address their own manpower deficiencies. Hereunder is the
organizational setup of the division
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ARCHAEOLOGICAL SITES AND BRANCHWRJSEU

DIVISION (ASBMD)
ORGANIZATIONAL STRUCTURE

CURATORII

CURATORREASSIGNED)

SENIOR MUSEUM RESEARCH

TECHNICAL SERVICES SECTION
1. Sr. Mus. ResearcherSection Head
2.Museum Guide
3.Museum Technician|
4. Museum Technician |
5.Admin. Aide | (2)

ADMINISTRATIVE SECTION
1. Curator | ¢ SectiorHead
2.Museum Researcher |
3.Museum Guide
4. Administrative Aide 1(2)

RESEARGHEDUCATION

SPECIAL PROJECTS SECTION
1.Sr. Mus. Researchey Section Head
2. Museum Researcher 1 (unfilled)

NM BRANCHES

LUZON

VISAYAS

MINDANAO

NM Bolinao Branch
1. Museum Guide

NM Vigan Branch
1. Museum Researcherd¢iOIC

2.Museum Guide
3.Admin. Aide | (4)

NM Bohol Branch
1. Museum Researcherd¢iOIC
2.Museum Technician|
3. Administrative Aide |

NM Magsingal Office
1. Admin. Aide |

NM Kiangan Branch
1. Museum Guide
— | 2.Museum Technician |
3. Admin. Aide | (2)

NM Kabayan Branch
1. Museum ResearcherclOIC
— 2. Admin. Aide |

Timbac Cave Site
1. Security Guard

NM Angono Branch
— 1. Museum Guide
2. Admin. Aide |

NM Boac Branch
1. Museum Researcher¢ OIC
Museum Guide

n

NM Albay Branch
Museum Researcher¢iOIC
Museum Guide
Museum Technician |
.Admin. Aide |
.Admin. Aide |
.Admin. Aide |
.Admin. Aide |

NoOoUhAwWNR

NM Quezon Branch
Museum Researcher¢lOIC
2. Museum Techniciah

=

Tabon Cave Complex
1.Museum Guide
2.Museum Techian | (2)
3.Admin. Aide (2)

NM Butuan Branch
1. Museum Researcher¢iOIC
2.Museum Guide
3.Museum Guide
4. Museum Technician | (detailed)
5.Admin. Aide |
6. Admin. Aide |

Balanghai Site Museum
1. Museum Technician | (detailed)
2.Admin. Aide |

NM Zamboanga Branch
1. Museum Researcher¢iOIC
2.Museum Guide
3.Museum Guide

4, Admin. Aide | —

NM Jolo Branch
1. Museum ResearcheclOIC

2.Admin. Aide | —
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A. TheArchaeological Sites
1. The Kabayan Mummy Caves

The mummy caves of Kabayan, Benguet contain the centuries old mummies declared as
National Cultural Treasure in 1973 under P.D. 260. Among the famous burial caves
sporadically located in the mountainousri@in of Kabayan are Timbac Cave which is 8,000

ft. above sea level, Tenongchol, Opdas, Bangao, and Ambacdet. The Timbac Cave could be
reached by land travel for about four hours from Baguio City.

2. The Balanghai Shrine
This is the home of thdalanghaboats, also known asButuan Boats found in Butuan City,
Agusan del Norte and declared National Cultural Treasure in 1987. Three have been
SEOI @ SR I'yYR O2y&aSNWSR o6& GKS bl A2yl f a dzz
boat is a cultural heritage thaf & G 6 f AaKSa . dzidzr yQa YINARGAYS
Chinese and other Asian countries sailed the high seas. This is aboutlkadineter
distance from the city proper.

3. The Angono Petroglyphs
The Angono Petroglyphs is a rock art on the wall of weda Angono, Rizal, a National
Cultural Treasure and declared the oldest known work of art in the Philippines. The site is
located three kilometers southeast of the town of Angono, province of Rizal, near its
boundary with the municipality of Binangonaump on the hills about 163 meters above sea
level. The engravings are on the back wall of a shallow cave measuring 63 meters wide,
eight meters deep and five meters at the highest point. One hundred twenty seven
drawings are still visible in the form ohianate figures, generally a circular or domelike
head on top of a veshaped torso.

The Petroglyphs of Angono have been included in the World Inventory of Rock Art in 1985
under the auspices of UNESCO, ICOM, ICOMOS, ICCROM, under the Standard Fock Art Sit

Record, together with other world famous prehistoric rock art. The site is about a two
hours travel from Manila.

4. The Tabon Cave Complex

The Tabon Cave Complex is located in a-l&8are museum site reservation in the
Lipuun Point in Quezon, Palawarheve numerous archaeological artifacts have been
discovered. The artifacts recovered belong to different periods ranging from 50,000 year
ago to the 14 century A.D. The most celebrated find is the Tabon Man, one of the oldest
known human skeletal remagnn the Philippines dating back to 16,500 years (14,000 B.C.)
Seven caves are accessible to the public for viewing. The site is abouhiaut® ride
through pumpboat and approximately an hour of trekking to the cave sites.

B. The Branch Museums

1. Bolinao,Pangasinan Branch

This is a muldisciplinary museum exhibiting natural history objects, ethnographic
materials and archaeological collection collected from the towns of Pangasinan. The
highlights of exhibition is théugtungan,a manual wooden mechasin that is used to
make maguey Agave Americana L.) twines into roped/laguey grow in Pangasinan
because of its sandy and limestone environment. Maguey-ropking has been an
industry in Bolinao.

2. Kabayan, Benguet Branch

This is an ethnographic museuneaturing the material culture of the Ibaloi,
Ikalahan/Kalanguya and Kankanai. The highlights are wooden bowls to contain food,
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baskets to store and contain agricultural produce, a bulbous pottery jar to store and
contain a ritual rice wine calle@puy,and a ritual skull of a pig.

3. Magsingal, llocos Sur Branch

This is an ethnographic museum that houses the contemporary and indigenous material
culture of the Illokano people. The highlights are the sugarcane crigddapilanused

to extract juice from sugacane stalks that are fed to the crushers which are being
turned by a carabao; tobacco dryer known@gorwhere tobacco leaves are dried, and
WO2YONBGS LRIGSNEQ 6KSSt Q o Kourgailargedpottdry @S NE
jar for salted fish.

4. Padre Burgos House, Vigan, llocos Sur Branch
This is an ancestral house and birthplace of priest patriot, Fr. Jose Burgos. Notable
among the ethnographic collections displayed in the museum are the memorabilia of
Fr. Jose Burgos and his family, period itune pieces, and the 14 pieces Basi Revolt
paintings in oil by Don Esteban Villanueva.

5. Kiangan, Ifugao Branch

This is a twestorey concrete building that houses the material culture of the people of
Ifugao. The highlights of the exhibition are thagabi, a bench used as a symbol of
wealth and prestige; and theinullol, the granary idol which is considered the most
significant carving among the Ifugao.

6. Angono Petroglyphs Site Museum, Binangonan, Rizal

The small museum is situated within a developeatern class subdivision managed by
the Antipolo Properties, Inc. It is just a stone throw from the rockshelter of the
petroglyphs which is protected and preserved by the National Museum. Among the
collections on display are remains of giant turtle, tuskssils and molars of elephas,
and tradeware ceramics fro the diggings conducted within the province.

7. Boac, Marindugue Branch Museum

The branch museum is an old Spanish building that used to be a library and municipal
trial court of Boac. On display amrchaeological materials of the #0¢ 18" century
tradeware ceramics, and ethnographic materials used in agriculture, pottery, Morion
masks. The highlight of the exhibition is th&lutang, an early type of musical
instrument in Marinduque.

8. Quezon, Pawan Branch Museum

This serves as an orientation for Tabon Cave Complex visitors. Trhaut® video
documentary accounts the contribution of Dr. Robert Fox, an American archaeologist,
then chief of the National Museum Anthropology Division in the figldarchaeology

and what to explore at the Tabon Cave Complex. Among the significant collections on
display are ethnographic materials of the Tagbanua, and archaeological materials such
as human bones and ceramics dating back from 30,000 yearst@ddury A.D. The
highlights of the exhibition are thepagdiwataitual structure where the ritual
paraphernalia are displayed, and theanunggul jar(replica), a Late Neolithic burial jar
found in Manunggul Cave.

9. Tabaco, Albay, Bicol Branch
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This is museums temporarily located at the Tabaco National High School library
building while the construction of a permanent building is underway. This was formerly
situated in Cagsawa, Daraga until its transfer in 2008 after the Mayon Volcano
destructive volcanic diwities. Highlights of the excavation are geological and

archaeological collections from the different sites in the region.

10. Cebu City Branch

This museum is situated within the MuseoSugbo Complex after it had moved from
Fort San Pedro in Plaza Indedencia in 2009. The highlight of the exhibits are the
relics and artifacts of the sunken San Diego Galleon, and artifacts dug from the
archaeological sites in Cebu province and Plaza Independencia.

11.Bohol Branch

This museum is situated within the Old @abp Site fronting the Plaza Rizal and the
cathedral. This is a stone building made of coral stones. A-disiltiplinary museum, it
features geological, ethnographic, and archaeological collections, and the flora and
fauna of the province. Consideredost significant are the archaeological materials
presenting the prehistory of Bohol.

12. Fort Pilar, Zamboanga City Branch

This is situated in an old Spanish garrison and was established into a museum by virtue
of Presidential Decree 260 that declared thdifeee a National Cultural Treasure. The
three rehabilitated bastions were transformed into exhibition galleries for various
collections in the fields of archaeology, zoology, botany. The most important of the
collections are the 18 Century Relics fromhe Griffin shipwreck and the material
culture of the ethnelinguistic groups in Basilan and neighboring provinces in
Zamboanga and Sibugay.

13.Butuan City Branch
This museum was established after the accidental discovery of tremendous
archaeological materidl Ay GKS OAGe 2F O2tf SOG2NBRQ O
exhibit archaeological finds and heirloom pieces and ethnographic materials from the
Higaonon, Tiruray, Mamanua and Bukidnon . The most significant were the prehistoric
Butuan Boats also knaowasbalanghadating from 4" to 13" centuries A.D.

14.Jolo, Sulu Branch Museum
The museum sits in a twstorey building that was once a provincial museum and library
of Sulu. On display are ethnographic collections of the Tausug such as clothes and
blankes in colorful and intricate designs, swords, musical instruments, fishing and
agricultural implements. Among the collections, the fully furnisbedzf G I y Q&s 6 S RN2
the most significant.

C. Area and Legal Status of the Archaeological Sites and Branch Museu

Location of Branch Lot Area Floor Area Legal Status

Museum

Bolinao, Pangasinan 3,505 sq.m. 500.8 sg. m. Donated
Kabayan, Benguet 500 sqg.m. 150 sg.m. Donated
Magsingal, llocos Su 1,170 sg.m. 725 sqg. m. Donated
Vigan, llocos Sur 897 sq.m. Lease coamact of 50
yrs. effective Jan.
1989
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Kiangan, Ifugao 392.10 sg.m. Transfer of admin.
from PANAMIN

Angono, Rizal 5,600 sqg.m. 95.25 sg.m. Donated
Boac, Marinduque 459 sqg.m. 696 sg.m. Donated
Quezon, Palawan 3.5 hectares 150 sqg.m. On dispute
Tabon Cav€omplex 105 hectares P.D. 998
Tabaco, Albay, Bicol Lot within TNHS
owned by school
Cebu City
Temporarily closed

Tagbilaran City, Bohg 220 sqg,m. 158.50 sqg.m. Donated
Provincial Capitol To be constructed Donated
Fort Pilar, Zamboang 1,934.80 san. P.D. 260
Butuan City 16,931 sg.m. 688 sqg.m. Donated
Jolo, Sulu 1,450 sg.m. Donated
lloilo Branch To be constructed Usufruct
Museum

Batanes Branch Renovation ongoing Donation
Museum

V. MANAGEMENT OF THE SITES AND BRANCH MUSEUMS

Running the affag of the division is more complex, unique and harder compared to the other
divisions of the agency. Administering people in the branch museums situated in the different
parts of the archipelago that are distant from the mother unit is not an easy taakh Branch
requires a different kind of approach with the different cultural values and internal factors
obtaining in each area. A supervisor must have to understand the cultural differences and
adjust style of management with the given situation to gaie support and cooperation of
everyone. A quarterly visit of each unit is necessary to see the actual condition and concern of
the respective branch, monitor if programs and activities are carried out, and to get the
sentiments of the staff for an improdeand effective performance.

Periodically, the Director IV or one of the Assistant Directors accompanies the Curator Il in her
inspection trips, or sometimes conducts a separate travel. The Office of the Director likewise,
gives instructions and assignmis to the ASBMD from time to time.

Obviously, bigger and more active units require larger manpower to be able to carry out
their functions and serve better the general public, and likewise, to meet the expected output
of the branch.

A. Basic Duties and Fumans of the Branch Museums

Through the supervision of the respective OICs, each branch is expected to carry out the
following duties and functions:

1. Takes charge in the protection, safety and preservation of the branch museum
properties, relics and othezffects therein;

2. Serves as a showcase and repository of cultural and natural sciences materials collected
to educate and entertain the general public with the culture of the locality;

3. As a research institution, it extends technical assistance to studesaiplars and
researchers;

4. A linkage to the community in transmitting the objectives of the agency;
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5. A coordinating agency to local officials, concerned individuals, cultural institutions, stake
holders and the academe for the improvement and success ot} Yy OK Y dza S dzY ¢
projects and activities.

Security and janitorial agencies are also contracted by the agency for the following
branch museums to augment manpower requirement of undermanned branches, and to
ensure that these are safeguarded and well maiiméal:

Contracted Security and Janitorial Services

Name of Branch Museum No. Security Guards | No. of Janitor/Janitress
Bolinao, Pangasinan Brang 3 -
Kabayan, Benguet Branch (2, plantilla position) -
Magsingal, llocos Sur Brang 3 -
Vigan City Branch (1, from province, hon. only] 4
Kiangan, Ifugao Branch 3 -
Angono, Rizal Branch 4 2
Boac, Marinduque Branch 3 1
Quezon, Palawan Branch 3 1
Tabon Cave Complex 3 1
Tabaco, Albay, Bicol Brang 3 -
Tagbilaran City, Bohol Bran 3 1
Fort Pilar, Zbga. CiBranch 5 3
Butuan City Branch 4 2
Balanghai Shrine 3 -
Jolo, Sulu Branch 3 1
Total 43 16

Ideally, a round the clock security services are necessary. Due to budgetary constraints,
however, the number of security personnel was redugetb two for each branch from the
original three, thereby reducing security services to two shifts only, except for remote and
critical areas like in Angono Site Museum and the Tabon Cave Complex. Finding that security is
crucial especially during nighttem security guards are posted on a 24hours bases until eight in
the morning of the following day.

Security and janitorial agencies are also contracted by the agency for the following branch
museums to augment manpower requirement of undermanned branched,ta ensure that
these are safeguarded and well maintained:

B. Administrative and Financial Matters

The branch museums are administered centrally. Administrative and financial policies,
standard operating procedures (SOP), Civil Service Law and Ruledha@mnel@vant orders and
issuances emanate from the Administrative Division in the main office. The ASBMD, likewise,
reproduces copies for each branch and attaches a cover letter with instruction to the respective
OICs to disseminate and discuss them wikleit staff for their information and proper
guidance. These are also being taken up as part of the agenda when the Curator conducts a
staff meeting during her inspection trip in the branch museums.

Outgoing and incoming official communications are untter supervision and control of the
wSO2NR&aQ {SOlA2y> I aSOGA2y 2F GKS ! RYAYAadNT
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Operational Expenses

The expenditures in running the ASBMD are drawn from the allocated budget of the agency as
approved by the national government. This caguersonal services such as security and
janitorial; supplies and materials, and capital outlay.

Operational expenses such as water, light, telephone and other basic utilities are being
addressed through the Petty Cash Fund (PCF) of the branch OIC thbadessignated Special
Disbursing Officer (SDO) of the respective branch. Applications for PCF or Cash Advances (CA)
are submitted to the division for processing, and then released to the Accounting, Budget and
Cash Sections for appropriate action. Tdmeount of cash advance given to the SDOs varies
from P1,999.00 to P100,000.00 depending on the requirement of the branch and the bond
approved for the respective SDOs. Processing and release of cash advances undergoes a long
process before checks are folWdR SR (12 GKS wSO2NRaQ {SOGAzy F2N
checks require five to ten days clearing by the bank before these can be withdrawn, but this has
been made longer with the new system.

To reduce delays usually experienced when an ordinantapaservice is used, the
division worked with the Chief Administrative Officer for the promt processing of PCF to avoid
disconnection of basic utility services in the branch museums. Cash advances are replenished
once expenses are liquidated and request feplenishment is submitted. Supplies and
materials, job services, and other operational expenses within the P5,000.00 limit are charged
to the cash advance of the SDO adhering the usual accounting and auditing procedures
followed by the central office.

Infrastructure Projects

Funds allocated for the rehabilitation of the branch museums maybe sufficient but the
processing of document preparatory to engaging the services of a contractor in case of
outsourcing or procurement of supplies and labor take ssmyndays. With the measly budget
appropriated by the national government for infrastructure projects, particularly repairs and
rehabilitation of the branch museums facilities, the agency has MOA with the local executives
of Butuan City for an annual fundjrassistance amounting to ONE MILLION PESOS was signed
in July 31, 2008 specifically for the maintenance, repair and/ or enhancement of the National
MuseumButuan Branch Building and the Balanghai grounds, and their immediate premises;
and, maintenance angnprovement of lighting system and other facilities.

Restoration /rehabilitation/repair of Palawan Branch Museum is already finished while
that of Butuan, Batanes and Boac is ongoing.

The rehabilitation of the former Provincial Capitol of Bohol former ENfite and the
former reformatory buildings in jaro lloilo are being bid out.

Acquisition of Equipment

Acquisition of equipment is done by the Supply Section in the main office when there is an
allocation of funds for the purpose. The OIC submits auRé&mpn and Issue Slip (RIS) to the
division in accordance with the Annual Procurement Program and justifying why the materials
have to be procured. When considered by the division and approved by the Office of the
Director, the RIS is forwarded to theugply and the Budget Sections for processing. In
branches however, where there is a credit line with the local suppliers, procurement is done
locally, following the SOP in procurement subject ot availability of funds. The division prefers
local procuremat to cut down transport expenses and to avail the warranty privileges.

In cases where the branch is a recipient of equipment donations, a Deed of Donation is
executed by the agency and the donor. Donations are booked by the Supply Section and
assigned groperty number. It is only then when proper documentation is done that the office
can procure supplies or parts of the equipment.

Performance Targets and Appraisal Reports

To check and monitor if respective tasks are performed by the staff, each aegused to
accomplish a monthly report of accomplishments. This is used as a basis in the accomplishment
of Individual Performance Commitment and Review Form (IPCR) of personnel. Accomplishment
of work targets and performance appraisal reports are siemgbusly required to be submitted
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bi-annually to the Performance Evaluation and Review Committee (PERC) through the division
in conformity with the policies set by the committee. In instances where revisions or
corrections of entries have to be done by thmother unit and returned to the branch
museums, mode of delivery services is a vital factor for the division to meet the deadline of
submission set by the PERC.

C. Exhibition and Viewing Schedule

The materials exhibited in the branch museums consistdhagological, ethnographic, natural
history, lifestyle, artworks, ecclesiastical, etc. However, museum exhibitions in the branch
museums are classified into three: general, ethnographic and archaeological. Respective
divisions whose exhibits the discigdirbelong are coordinated with by the ASBMD in the event
that upgrading of exhibits are necessary, or damages are noticed on the specimens for
appropriate attention.

Guiding services are done by the Museum Guide if there is a museum guide item in thie. branc
In branches where there is none, the OIC or a technician does the tour guiding and lectures to
museum viewers.

Schedule for public viewing varies depending on the need and some factors that have to be
considered within the area. In certain places;dbofficials prefer the museum to be opened
during Saturdays and Sundays to accommodate and cater more visitors which have bigger influx
during weekends compared to week days. The situation may not be the same in some areas
hence, upon consultation withhe rest of the OICs, other branch museums are open from
Monday to Friday. Museum visits during off days and holidays are considered where prior
appointment is made, but on exceptional cases.

Viewing Schedule fothe Sites and Branch Museums:

Branch Mugum Viewing Schedule
Bolinao, Pangasinan Branc closed closed
Kabayan, Benguet Branch daily -do-
Magsingal, llocos Sur Brand closed closed
Vigan City Branch daily Monday
Kiangan, Ifugao Branch daily SaturdaySunday
Angono, Rizal Banch daily -
Boac, Marinduque Branch daily -do-
Quezon, Palawan Branch daily -do
Tabon Cave Complex Wednesday to Sunday Monday ¢ Tuesday
Tour schedule: 9:30 a.m. an
1:30 p.m.
Tabaco, Albay, Bicol Branc daily SaturdaySunday
Tagbilaran City, Bohol Brandg Monday to Friday SaturdaySunday
Fort Pilar, Zbga. City Branc daily -do-
Butuan City Branch daily -do-
Balanghai Shrine daily -do-
Jolo, Sulu Branch daily -do-

D. Entrance Fees

Most of the branch museums do not charge entrance fees. There are only a &wdhect
entrance fees ranging from P5.00 to P10.00 for students and adults respectively, namely: the
branch museums in Vigan City, Bohol, and Kabayan, Benguet.
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Entrance fees in Vigan City branch are issued with official receipts and the colleatidnghg
National Treasury.

In collaboration with the local government unit in Bohol a Memorandum of Agreement was
executed by the National Museum with the LGU for them to undertake the collection of entrance
fees in the museum which shall exclusively btilized for the operation, improvement and
maintenance of the branch following the usual auditing and accounting rules and procedures. In
the MOA, terms and conditions of the undertaking are specified.

E. Acquisition of Museum Collection

Generally, musem collections in the branch museums are property of the National Museum.
These are acquired through field collection, purchase or donations. Some specimens on display in
the branch museums in Butuan City, Magsingal and Vigan, llocos Sur are on loandayitms

and private individuals namely; the Butuan Museum Foundation, Inc. and llocos Historical and
Cultural Foundation, Inc.

F. Collection Management

In most cases, specimens on display in the branch museums aup $gtthe divisions concerned
dependng on the discipline of the exhibition. Once the exhibit materials are exhibited in the
branch, these are transferred automatically to the liability and responsibility of the OIC after the
conduct of a physical inventory. Being such, the security andtemance of these collections

are passed on to the branch. Good housekeeping and inventory of collection have become part
of the regular routine activities of the staff.

This is also true for collections found in storage rooms that usually happeramches where

there are potential sites to collect materials especially in archaeology. Instead of transporting
their collections to Manila, researchers and field personnel leave their collected materials in the
branch museum. These are being cleaneaeasioned and bagged or rebagged in the branch;
reason why there are specimens accumulated in the storage rooms. In branches where there is
an available computer and staff with literacy in computer like in Butuan City, a database of
collections is beingahe for easy aass, reference and monitoring.

G. Conservation of Collections

Cleaning of museum specimens and showcases is a regular activity in the branch museums. This is
directly supervised by the officer -tharge to uphold protection of artifacts. Nuoally, soft

brooms and brush are employed. Most fragile objects are displayed in showcases to avoid dust
to settle on the objects. The problem of cleaning specimens is experienced, nonetheless, in
branches where glass cases are huge and delicate, angreeg number of persons to have it
opened for cleaning.

Should specimens need conservation, however, the OIC immediately informs the mother unit in
writing. The report is immediately forwarded to the Conservation and Laboratory Division for
proper attenion. The ASBMD through its trained and experienced personnel are always in
collaboration with the Laboratory Division to address conservation requirements of the branch
museums.

H. Building Maintenance.

Repairs and rehabilitation of museum facilities falldenthe functions of the Restoration and
Engineering Division (RED). Basically, the division coordinates with the RED for them to address
the physical condition of the branch. Proper documentation for acquisition of necessary
materials or bidding documestas the case maybe, is prepared by the RED for funding purposes.

Regular pest extermination of museum structures is a routine function of the division. Should
supply of pesticides and funds for travel are available, technical personnel from theowlivisi
conduct termite control treatment in the branch museums. Ideally, termite treatment must be
done annually; however, budgetary constraints are always the limitation.
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|. Policies and Guidelines in the Branch Museums

In any organization, guidelines and pedtires are formulated and implemented for proper
disposition of duties and functions, harmonious infErsonal relationship, collaboration,

effective management, and productivity. Hereunder are the guidelines and policies in the branch
museums:

1. Use of Muiseum Facilities/Technical Assistance (By Museum Personnel on Official

Business)

1.1 Any museum personnel who is on field assignment may avail the facilities of
the branch museum provided, however, that proper coordination is being
made with the ASBMD and nesctive OIC of the branch as to their purpose
and duration;

1.2Fieldworkers are expected to observe the house rules during the entire

duration of their stay in order to maintain the cleanliness and orderliness in
the museum premises;

1.3Fieldworkers shall utilez the living quarters and guestrooms only as their
sleeping area in order to give appropriate conditions for official transactions,
and not to hamper the flow of office routines. Administrative or office rooms

may only be used as sleeping area in excepli@ases i.e. groups come and
there is no other place to settle. In this condition, however, fieldmen shall

see to it that sleeping materials have been removed, and the office fixed
before office hours;

1.41n case of a team, the team leader shall be respdasitr the behavior and
conduct of his members while in the museum branch;

1.5Should fieldmen require technical assistance from branch personnel during
the duration of their fieldwork, this must be properly coordinated at least
three (3) days in advance withe respective OICs. OICs shall make necessary
adjustments of respective assignments of personnel so as not to hamper the
regular functions of the branch. In no case that branch personnel are
requested to be relieved from their regular duties and functido perform
housekeeping and kitchen work for fieldmen.

1.6 No personnel from the branch museum shall be hired as emergency laborer
by fieldmen during the prescribed museum hours as this will hamper the
regular flow of official functions of the branch or m&ntamount to double
compensation (in case they opt to be on leave).

2. For Education and Public Access
This is taken from the general policies approved by the agency in principle:
2.1 Photography
i. Souvenir photos shall be allowed only for cell phone®wrresolution
cameras without flash and person/s is/are included in the picture.
il. For specimen photos, a letter of request stating the purpose must be
approved by the Agency Head.
iii. Commercial photos shall be covered by a memorandum of agreement
(MOA)
Iv. Official receipts (O.R.) shall be presented to the OIC. No O.R., no
access.
v. The National Museum shall be furnished with the finished product e.g.
coffee table books, calendars, greeting cards, etc. one copy of which
shall be deposited in the museum library.

vi. Photography shalleballowed only during gallery hours with at least
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one NM staff assigned to supervise the activity.
2.2 Video Shooting/Coverage
I. No fees shall be collected for publicity and educational purposes.
ii. Conservation policies shall always be okisdr
lii. Video shooting for commercial purposes shall be covered with a MOA.
iv. Official receipt shall be presented to the OIC. No O.R., no access.
v. The NM shall be furnished with tfieished product of DVD/VHS form.

vii. The Division Chief/OIC of ASBMD shall act on request for video

coverage.
viii. Filming shall not be allowed in exhibition areas except for publicity and
educational purposes.
ix. The regesting party shall bring their own generator.
X. Only respectful movies shall be allowed to use the Museum in their
project.

2.3 Use of Museum Spaces for Events
I. The use of NM spaces for institutional and/or private@sions shall be
approved by the Agency Head and shall be covered by a MOA.
ii. Official receipts shall be presented to the OIC. No O.R., no access.
iv. The Division Chief/OIC of ASBMD shall act on the request.
v. NM shall beacknowledged in all events.
2.4 Loan of Museum Artifacts

There are general guidelines on loan agreements which are implemented by
the National Museum. Loan of museum artifacts shall be covered by a MOA
and approved by the Agency Head. Requests for loanrefesred to the
Conservation Division, the Cultural Properties Division and the divisions
concerned who are responsible of the specimens.

3. Fees
3.1Photography
Categories Elementary to College Graduate Commercial
School
NCT/ICP Free P1,000.00 P3,0@.00
Works of Masters Free 600.00 2,000.00
Regular Specimens Free 300.00 500.00

3.2 Video/Shooting coverage or Use of NM Spaces

Categories/Areas t dzof AOAG@kD2( Commercial
Branch Lobby Free P30,000.00
Site Museum Free 50,000.00

Courtyard Free 30,000.00

4 House Rules on the Use of Museum Facilities
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VI.

An official or researcher granted the authority to use the facilities of the museum shall
properly coordinate with the respective OICs on the purpose and duratioheoftay.
Should the request by a team or a group, the team leader may be the one to make the
necessary coordination;

a. Authority given for the use of museum facilities or stay in the museum premises
shall not be extended to any other person without the apml of proper
authorities.

b. Should the museum quarters have available beddings and cerain

individual/s/fieldmen opt to use these beddings, they must set aside an adequate
amount for the laundry of the beddings to the OIC before leaving the museum.
Likewise, where cooking gas is available in a branch museum, it must be replenished
GKSYy dzaSR (2 SyadaNBE GKIFIG GKSNBE Aa Fftglea

c. Personal belongings and valuables are the responsibility of the respective owners.
Branch grsonnel shall not be held responsible for any loss due to neglect and
shortcoming from its owners;

d. Cleanliness and orderliness shall always be maintained in the museum premises
especially at living quarters, toilets and kitchen.

e. Wearing of appropriate aitte in the museum during office hours is required except
for those who do construction, exhibition and other technical works where working
clothes like Tshirts is recommended. Wearing sandos or bare upper body is
prohibited within the museum premises thate visible to visitors.

f. For security reasons, and so as not to disturb the sleep of other occupants,
everybody must be in the museum before midnight;

g. Unnecessary loud noise must be avoided especially during the night so as not to
disturb or get attentim from the neighboring residents/offices;

h. Drinking and smoking within the museum premises during working hours is strictly
prohibited. Should anybody wants to drink after the prescribed working hours for
the purpose of socialization; it must be in moderaguantity. It is recommended
however, that when there are celebrations, and where discipline and control cannot
be assured, it must be done outside the museum premises;

I Propagation of plants is part of the development program of the branch, hence,
takingout of plants from the museum collection is strictly prohibited.

SERVICES RENDERED TO THE COMMUNITY

1. Guided tours and lectures among museum viewers;

2. Working area and technical assistance for researchers, scholars, students and
the general public;

3. Museum #cilittes as venue of community activities relevant to Museum
mandate.

LINKAGES TO SCHOOLS/PRIVATE AND GOVERNMENT INSTITUTIONS

1. Participation in all activities conducted by cultural institutions, the academe and

the local government units i.e. seminarsctures, exhibit openings, symposia;
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2. Conduct lectures upon invitations by the academe, local government units and
other cultural institutions;

3. Active participation and involvement with cultural and heritage foundations,
Ydza SdzyY 62 N)] SNA Q dtdnkeny ikstitutiong thythair plogfafis 3 2
relevant to culture and the arts;

4. Information dissemination drive to the general public regarding the existence of
a National Museum branch in the locality.

VIl.  COMMUNITY INVOLVEMENT

1. Community participation and assistee on significant projects of the museum
for the protection and preservation of the local heritage;

2. Support from the schools, local government units and private individuals in
museum activities;

3. Organization of museum volunteer programs;

4. Responsiveness olocal tour operators and transport groups in extending
services and assistance to museum visitors;

5. Participation of stakeholders during museum events and activities.

ARTSDIVISION
National Museum

OPERATIONS MANUAL

The Arts Division takes the lead iretipreservation and management of the NM visual arts
collection. With more than 1,300 artworks, the collection represents works [y déntury
Filipino masters, national artists for the visual art, and leading contemporary painters,
sculptors, and printmadrs. These creations are made available to the public in the form of
thematic exhibitions, publications, and other mass media materials. To further improve the
quality of presentation, the division also collaborates with art experts, guest curators, and
visual artists. Through the NationAh Gallery, the public can appreciate the collection up close
and personal.

On the other hand, the Arts Division actively campaigns against the proliferation of fake/forged
Philippine artworks. Serving as the secretaof the now defunct Panel of Art Authenticators,

the division received artworks for evaluation of the panel. Artworks declared as authentic were
issued with a certificate of authenticity. With the passage of RA 9105 (An Act defining Art
Forgery as a Cri), the panel was transformed into the Art Authentication Board. Lamentably
the organization of the Panel is still suspended due to technical reasons. For the meantime,
proceedings of the previous panel are made available to the public only for verificatio
purposes. The division is cognizant of the growing clamor of art collectors, artists, and dealers
on the reconstitution of the panel.

As an extension service, the Arts Division partners with other museums and civic organizations
through collaborative exibitions and loaning of selected artworks. Personnel of the division
also conduct lectures and deliver technical assistance to other cultural and academic
organizations. Moreover, its specialized art library is available for students and researchers.
Alsq the Division extends expertise to other divisions of the NationalMuseum.
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The Arts Division intends to further its services with visual artists, art institutions, art galleries,
collectors, students, and enthusiasts.

Curator Il (Division Chief)
- Overses the dayto-day operation of the division
- Supervises the personnel of the division
- Formulates and executes plans and programs
- Ensures that resources are adequate to fulfill the targets
- Curates exhibitions assigned to the division
- Participates in ad hocommittees as assigned by management
- Act as the chief custodian of the NM Visual Art Collection

Curator 1 (Asst. Division Chief) * (Vacant)
- Assists the Curator Il in the management of the division
- Assists the Curator Il in the supervision of personnghefdivision
- Presents lectures and functions as senior museum guide for VIPs
- Supervises Gthe-JobTrainees (OJTs)
- Functions as resource person for media companies concerning the history of the
collection
- Prepares texts, exhibit panels of the of art extsbi

Senior Museum Researcher* (Vacant)
- Conducts researches in the field of art
- Grants interview as form of information dissemination
- Prepares legal documents regarding the loan of NM artworks to requesting agencies
- Initials security clearances of artwarkbrought to the NM for registration with the
Cultural Properties Division or for verification with the Arts Division
- Prepares Annual Report, Budget Proposal, Calendar of Activities of the division

Museum Researcher Il

- Oversees the upkeep and maintenanafeNM Art Collection

- Prepares inventory reports and other documents involving the movement of the
collection

- Coordinates the loan and retrieval of NM artworks with requesting institutions and
prepares its necessary documents

- Maintains the database of thBM Visual Art Collection

- Oversees the digitization of the NM Visual Art Collection

- Maintains/monitors & floor galleries, hallways including art storages

- Assists in the Art Exhibitions

- Attends committee meetings

Museum Researcher II* (Vacant)
- Handles tle communication needs of the Division
- Contributes articles to Artifacts (Official newsletter of the National Museum)
- Functions as museum guide whenever necessary
- Prepares exhibit panels and provides Filipino translation
- Cosupervises the OJTs
- Coordinates wth other division as assigned by the division chief

Museum Researcher |
- Assists in the settingp of art exhibitions including the preparation of its captions
- Assists in the graphic requirements of the division
- Coordinates with other divisions concergimrt exhibits
- Oversees the digitization of the NM Visual Art Collection
- Assists in the preparation of loan documents
- Maintains/monitors 3 floor galleries, hallways and replace captions if necessary
- Coordinates with the suppliers regarding exhibitiontensls
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Artist Illustrator Il

Assists in the Maintenance of NM Art Collection

Assists in the preparation of artworks and galleries for exhibitions

Assists in the movement of artworks from storage to galleries and vice versa
Assists in the graphic reqements of the division and other divisions as need arises
Maintains/monitors 3 floor galleries, hallways and art storages

Assists in the digitization of NM Art Collection

Administrative Aide IV

Collates the output of the division

Looks after the reaals of the previous Art Authentication

Assists in the Maintenance of NM Art Collection and Art Exhibitions
Assists in monitoring™ floor galleries and hallways

Assists the Researcher in accessioning of artworks and memorabilia
Receives and routes mers and other communications

Prepares other official papers of the division

Technician | (detailed, Laboratory Section item)

Assists in the Maintenance of NM Art Collection

Assists in the preparation of artworks and galleries for exhibitions

Assists inlte movement of artworks from storage to galleries and vice versa
Assists in the digitization of NM Art Collection

Maintains/monitors 3 floor galleries, hallways and art storages

Assists in the transport of artworks from other agencies to NM and vicewvers

The Arts Division
ORGANIZATIONAL STRUCTURE

Curator Il
(Division Chief)

Curator |
(Asst. Division Chief)

Senior Museum Museum
Researcher* Researcher Il
Museum Museum
Researcher 1 Researcher |
Technician Artist/lllustrator
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* Funded Vacant Position

Administrative Aide IV

BOTANY DIVISION
National Museum

OPERATIONS MANUAL

BOTANY

A manual on the collection, preservation and curation of flowering
plants specimens and management of a herbarium

Introduction

A herbarium is a collection of dried and pressed plant specimen properly mounted,
classified and systematically arranged and stored for general reference, and scientific study. It is
very useful ad important as a basic resource for the study of systematic botany or taxonomy of
the flora of a particular region or country, It is a scientific resource, a reference center, a
documentation facility and a storehouse built into one.

There are two maintypes of herbarium: (1) a research herbarium and (2) a school
herbarium. A research herbarium caters mainly to professional taxonomist, research and
graduates students making revision or monographs of selected families or genera. The
Philippine National Hbarium is an example of a research herbarium. A school herbarium, on
the other hand, is set up and administered mainly for teaching and secondarily for research
purposes. The herbarium at the University of the Philippine at Los Bafios and Diliman, Quezon
Gty, University of Santo Tomas, Manila, De La Salle University, Manila, Central Mindanao,
University in Bukidnon are example of a teaching herbarium.

|. Procedures in Plant Collection and Preservation

A. What plants to collect¢ This depends on the type berbarium one wants to build.
If it is a general herbarium then he should collect all kinds of plants, If it is a
specialized herbarium then he should collect specimen belonging to the specific
group he is interested to build: for example: algae, fungiss®s, ferns, flowering
plants, weeds, medical plants, etc. The Philippine National Herbarium is a general
herbarium while the one at the international Rice Research Institute is a specialized
herbarium for different species and varieties of rice.

B. Place ofcollection and duration of collectingFor general types of collection, one
should attempt to collect in various habitats, i.e. primary forest, secondary forests,
forests over limestone, forest over ultrabasic soil, mangrove, beach forest, swamp
forest, et. For weed specimen, he should collect in vacant lots and areas near
cultivated fields. A collection trip may be done in one day or may last to one month
depending on the purpose of collection, fund, time and manpower available.

C. Supplies and Materials The collector should be equipped with the following
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shears, knife, bolo, sacks, plastic ba®ysf @ NA2dza aAl Sa oS3
denatured alcohol, pencil, specimen tags, notebook, field labels, hand lens, plastic
twine. Other items to bring if going on a trip for more than one day: light blanket,
mosquito net insect repellant, flashlightrdt aid kit, canned food, water purifier,
anti-malaria tablets, road map, topographic map.

Figure 1
EQUIPMENT FOR BOTANICAL COLLECTION
A, Magnifying glass, B. Pocket knife, C, Meter tape, D. Pruning sheers, E. Trowel, F. Bolo

D. Equipment camea (preferably with close up and telephoto lens) ; compass;
altimeter, geographical positioning system (GPS); tree caliper; binocular

E. Actual Field Collection
1).Collect at least 2 duplicate per specimen number (preferably 5 or more per
number). Duplicatesould later be sent or exchanged to other local or foreign
herbaria.

2) The collector must be aware of the important parts of the plants need to be
represented in the herbarium.

tall trees and shrub: portion of brunch with flowers and/ of fruits

herbs: vhole plant with roots and fertile organs

ferns: whole plant or portion of fertile fronds

bryophytes: whole plant

fungi: whole plant( dried or pickled in formalin or denatured alcohol)
algae: whole plant
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Figure I
1.Wood press withstrap, 2. bamboo press, 3. view showing arrangement of parts of a plant
press

3) Recording of the field data

Field notes are very important for taxonomic, ecological and geographical research, A
FASER y230S 2N FASEt R f | dliéfion NBlerR pldRaéandditsof O2f £ SO
collection, morphological features of the plant not shown in the dried specimen, Example of the
field label used by the PNH is shown in the platela.The collector should use pencil when filling
up the information in the &ld label. The ink of ballpoint pens can be washed by alcohol.

4.) Methods of Collection

a. Field drying method This method is used when there is sufficient time to collect and
record right in the field and when weather is favorable. The plant may be presiie
bamboo or wood presses and number as soon as they are collected or they may be
placed inside a sack or plastic bag and later pressed when reaching the camp.

b. Wet Method- For quick time collecting and/or when the weather is not favorable for
drying hus method is resorted to. Specimens are tagged, wrapped in newsprint (one
number per wrapper) and the accumulated specimens bounded together. The
aLISOAYSya NP GKSy LI OSR AYyaARS | LXIFaaao
percent denatured alkshol,(70% alcohol + 30% water) is poured inside the bag, then
sealed by packing plastic tape or tired tightly using straw twine. In this condition the
specimen can last up to 3 months or more getting spoiled.
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Wet Method
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5.) Drying-Collected specimen can be dried in two ways: (a) natural placing the pressed
specimen under the sun; or (b) artificiak. building a fire and placing the pressed

specimen above it on a constructed frame, or using electric stoveraskne mantle

lamps. Drying can be done in the field or in the laboratory where a drying room can be
specially constructed. The newspapers and blotters should be changed everyday to prevent
molds and fungal attack of the specimen.

Fleshy plants such asoids, aquatic plants, cactus, banana and bulky or large plants such as
rattans, others require special procedures for these specimen are describe in the next pages
of this manual.

Al sheet N Supely

Figure I\Diagram of a Drier

6.) Laboratory processig

a. Deep freeze methodTo prevent attack of insects, fungi, etc., it was formerly
practiced to poison the specimen with alcolmkrcuric chlorideand phenol
solution. However, this chemical solution is found to be hazardous to human health
and is no longeused in the most herbaria.

It is now the common practice in many herbaria to preserve the specimen by
placing them inside large plastic bags and keeping them in large chest or upright
freezers at20 degrees centigrade for 2 to 3 days. Insects, lamte, die in this
condition and therefore, is a more effective and saver way of preserving
specimens.

b. Labeling Each specimen is provided with a herbarium label (different from field

label) where important information about the plant are recorded. ExangblENH
herbarium label is illustrated below.
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Figure V {
Field Label

c. Mounting The specimen is glued at the center of the mounting sheet ( white Bristol board)

2F AdAFFAOASY(G GKAO{YyS&aa | yR &cimen/sRdh sRletathled S A ®
leaves, flowers, fruits, etc., are placed inside the packets, and pasted on the mounting sheet.

The herbarium label is pasted on the lower rigiaind corner of the mounting sheet while the

field label, if available, is pasted on theper left corner of the sheet.

The specimen is then strapped to ensure that no part of the specimen becomes loose or
detached later on. Narrow filament tapes, or strip of white papers are used for strapping. In
some herbaria, plastic glue in a barreldamozzle trigger applicator is used with good results.
Where specimen has very strip twigs or stem, it may be fixed to the mounting sheet by sewing
the twig to the sheet.

d. Identification- Each specimen is identified to family, genus and species by d¢entpe

taxonomist in the herbarium. They are aided by keys to the identification in the herbarium of
specimen published in botanical reference such as floras, field guides, manuals or monographs.
Specimens can also identified by comparison with authenticatatbarium specimens.

FLORA OF THE PHILIPPINES
DISTRIBUTED FR0OM THE BHILIBPING NATIONAL HERBARIUM

ienst MGisum, Masniia

PNTL NO onorse

Dater

Figure VI
Herbarium Label

e. Accessioningtis important to have a record of all botanical specimen acquired by the
herbarium and this is done by means of the accession book. Each specimen is stamped with a
PNH labkand given a distinct, and separate accession number.

A sample of the information recorded in an accession book:

Acc.No . Scientific Name Collector Date Placed of collected
100 Hibiscus rosainensis L.  E.J. Reynos001/02/90

Mt.Makiling,Laguna
101 Araeca catechu L. D.A. Madulid 08/12/89 I[rawan Forest,
Palawan
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f. Distributing- Specimens are distributed to pigeonholes of cabinets systematically arranged
according to an accepted system classification.

|. Herbarium Curation

A. Herbarium StorageHerbarum cases can be made of metal or wood. Metal cabinets
are more expensive but durable and fire proof. Wooden cabinets are cheaper, and
of lighter construction, but these can be damaged by fire. Example of a standard
PNH cabinet is seen in plate 5 and 6r porpose of mobility of the cases it is
recommended to use size 102 cm x 72.5 cm x 51 cm.

The layout of the cabinet depends very much on the size of collection. In a
small herbarium, cabinets can stand against the wall or be arranged to provide a
partition in a larger room.

The height of the cabinets will, in part, be determined by the ceiling height
of the room. Specimens for regular and frequent consultation should not be higher
than can be conveniently reached by the averagee person. For studentbere
should be several mobile steps of the type used in libraries. In the PNH the cabinets
I NE adlF O1SR Ay (G¢2Qa 2yS 2NJ GKS G2L) 2F (K

B. Filling System in the HerbariunTo facilitate filling of mounted specimens
by Famlly, genus and species, asvare prepared. The genus cover is a folder, 12 %2
€ E MT 0 aQJKSY '-F2fRSRZ LINBLI NBR FNR2Y |
FILYAfe& FyR (KS 3ISydza aK2dZ R 6S LINAYUGSR A
on the lower left corner. The genus covérosid contain all the specimen under the
3Sydza odzi y2G 6S 20SNI né¢ GKAOlX &az G422 o.
palm family, including the generAreca, Arenga, Calamus, Daemonorogs., are
filed in the familyPALMAEorARECACEAE

C. Systemsf Classification There are several systems of classification of families and
genera of plants. A herbarium adopts the system most suited to its needs and
arranges the disposition of the specimen accordingly. The purpose of a classification
system is pmarily to enable specimens of a particular taxon to be located readily.
There are various systems by which plants can be filed.

1.) Alphabetical arrangemert Specimens are arranged alphabetically
according to their family names. Under each family the germm also
arranged alphabetically and the same order for the species under each
genus. This arrangement is preferred by newly established herbaria as it is
more convenient and easier to follow.

2.) Phylogenetic arrangemerg Specimens are filed based on evabukary
sequence: For example Engler and Prantl (used in PNH and many American
herbaria), Bentham and Hooker (used in Kew, England), Dalla Torre and
Harms (used in Leiden, Netherlands).

The system recommended for a small herbarium (i.e. for a school
herbarium) is the alphabetical system with the various phyla filed separately,
i.e. Algae, Fungi, Bryophytes, Ferns, Gymnosperms and Angiosperms. Within
each of these major divisions, the families, genera and species are arranged
alphabetically.

In the setting upa initial allocation should be limited of only 50% of
the total available capacity. Expansion of the collection is from within and
empty pigeon holes must be reserved to accommodate new collections.

D. Geographical Separation within the Herbarium

For big hebaria, an option can be made to file specimens of a particular species in a
local geographical sequence, but for a small herbarium this is not important.

E. Type Collections
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Specimens from which the original descriptions of new taxa are made are calked typ
specimen. These specimens are, therefore, very important and these are kept in special
(usual colored) covers to distinguish them from the rest of the specimens inside the
cabinet.

F. Partially Identified or Indeterminate Specimens

Specimens without comete identification should be filed with the general
collection. Where the family is known, but not the genus, place the specimen | a
3Sydza F2ft RSNJ YFNY SR aDSydza LyRSiGeé> I @K
known, but not the species, place the spe&y Ay | F2f RSNJ YI N) SR
located after the last alphabetically arranged species.

G. Special Collection

1) Spirit collections (in ethyl alcohol, or formalin) of flowers, especially of orchids,
fruits, etc.

2) Carpological collectiorglried and/or peserved fruits

3) Palynogical collectiong?ollen samples

4) Wood collectionswood samples of stems, trunks, etc.

5) Anatomical section of leaves etc.

Il. Scientific Work in Herbarium

In large herbaria, taxonomic work is directed towards revision or monogofdimilies
or genera. In small herbaria such ad those found in many schools, the botanist will be largely
dependent on his own ability and training and local library resources. He can seek help of
colleagues in larger institutions, either by sending $igecimens for identification or by having
sets of duplicates of his collections deposited in selected institutions.

[ll. Ancillary Services in a Herbarium

A. The Botanical LibraryAn integral and indispensable part of the herbarium is its library. No
matter how small a herbarium is, it should have its library. Without ready access to the
relevant botanical publications a researcher is severely handicapped. In fact sound work
cannot be attempted under these circumstances. The literature of taxonomic botasy h
I OO0dzydzZ F SR 2@0SNJ a2YS onn &SIENAX FYyR Ay (KS
Many of the old botanical publications are now difficult to find as they are longobut
point but some of the references are found in some libraries such abldt®nal Museum
in Manila where the researchers are allowed to browse and read the books. Some libraries
allow their references to be photocopied. For more recent publications these are available
in local bookstores.

Below are some important referencekait every herbarium should have in its library:
* Brown, H.W.192@1. Minor Products of Philippine Forest&hilipp. Bur. Forestry Bull. 22,
Manila

* Brown, H.W. 19446. Useful Plants of the Philippine3.vols. Dept. of Agri& Comm. Tech.
Bull. 10, Manga

* Flora MalesianaRevisions of families. Vols10, P. Noordholf Ltd., Netherlands

* Guide to Philippine Flora and Faundols. 15, Natural Resources Management Center,
Ministry of Natural Resources and University of the Philippines, Quezon City.

* Index Kewensisin CBROM. Royal Botanic Gardens, Kew, Richmond, Surrey, U.K.
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* Mabberly, D.J. 1987The Plant Book.A Portable Dictionary of the Higher Plaambridge
University.Press, London.706 pp.

* Madulid, D.A. 2001A Dictionary of Philippine Rnt Names2 Vols., Bookmark, Inc., Manila

* Madulid, D.A. 2000A Pictorial Cyclopedia of Philippine Ornamental Plari& Ed.
Bookmark, Manila

* Madulid, D.A. 2000Endangered Plantsisland Publishing House, Inc., Manila
* Merrill, E.D. 1912A Hora of Manila Bur. of Science, Manila

* Merrill, E.D. 19226. An Enumeration of Philippine Flowering Plan&Vols., Bur. of Science,
Manila

* Moody, K et. al. 198Major Weeds of the PhilippinesWeed Sci. Soc. Phil., College, Manila

* Pancho, Y. 1983Vascular Flora of Mt. Makiling, Luzon, Philippiné&alikasan, Philipp. Jour.
Biol., Suppl, 1, College, Laguna.

* Philippine Herbarium Manuall967. National Museum Publ. No. 2, Manila.

* Plants of the Philippinesl971. University of the Philgines, Science Education Center,
Diliman, Quezon City.

* Quisambing, E. 195Medicinal Plants of the Philippine®ANR Bull. 16, Development
Institute, College Laguna.

B. The Botanical Artist (Scientific lllustratoffheir services are needed in the pwalatiion of
botanical papers and articles. They work closely with botanists.

C. Photographic CollectionsThere are generally two types of photographic collections within
the herbarium: black and white photos, and color slides. These plant photographs should
be identified systematically filed for easy storage and retrieval.

IV. Herbarium Administration

The scope of herbarium administration includes the direction of staff and the operation
of the herbarium and associated services. Research herbaria, by mgcesseive financial
support and policy directions from the institution, while school herbaria usually are
administered through the Department (Biology, Botany, Natural Science, Agriculture, Forestry,
etc.) where herbarium is located.

V. Policy within he Herbarium

This is largely dominated by the institution head or the persenharge of the
herbarium. It covers collection, loan and exchange of specimens, processing and labeling dried
collections, receipt of exchange collections, dispatch of malefior identification, access to
the collection by visitors, and handling correspondence. Policies within the herbarium should
be well explained by the persen-charge to the herbarium staff and when necessary, to
visitors. Effort should be made to enéa these policies as strictly as possible.

VI. Loans and Exchanges

Research and school herbaria are encouraged to exchange specimens with other local
and foreign herbaria as a means of increasing their collections and to foster close cooperation
between the herbaria.

Loans of specimen to and from other herbaria should also be encouraged but these
should be limited and coursed through the institutions.
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COLLECTION AND PREPARATION OF
SPECIALIZED PLANTS
[. INTRODUCTION

On the account of the morphology of flowering plants, iséon observed
within this group varies in terms of size, habit and structural characteristics. Some
particular groups of flowering plants such as Pandan, Palms, Bamboos, Bananas and
Aroids present some difficulties in processing and preparing herbaripecisens.
Important parts of these specialized groups should not be neglected by collector,. It is
important that one should learn the proper techniqgues on how to collect these plants

properly.
l. EQUIPMENT AND MATERIALS FOR COLLECTION

The equipmet and other field materials for collection are similar to those used
in collecting other flowering plants. Please refer to the herbarium manual for the
collection of flowering plants.

l. COLLECTING DATA

It is quite difficult to collect plants such as palnmmboos, pandans, and aroids, for
herbarium purposes. One problem encountered in collecting these plants are their sizes and the
bulkiness of their parts. Also they require considerable amount of time to collect herbarium
specimens. One approach to ovene® this problem is by collecting fragments cut or folded
into 16 inches long 11 inches wide to fit in the plants press. It is advisable to collect several
replicates for reference material or for exchange.

While collecting specimens take notes on thenéatype of habitat, altitude,
f20LftAGe FTYR GKS LXIydQa aaz20AF SR @S3Si
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included such as taking photographs of the entire plant or their shapes, colors and
habits. Other important parts of the plantlike undergral stem, aerial trunks, as well
as, are useful approaches.

COLLECTORS IN NUMBER

If there are several fragments representing one species of plant, they must be
numbered or labeled successively to its relative position and marked with the same
cok £t SOU2NNDA& ydzyYo SN

A. Collecting specimens of Pandan (Fig. 1.)

Pandan species may be erect shrub or trees usually with-jois or
sometimes  climbing on trees by means of aerial roots.

Parts to be collected:

1. Leaves. Important parts of the leaves lle collected are: base and the unbroken
tips. For small plants, include the flowering branch with complete set of leaves. The
leaves can be folded to fit in the plant press.

2. Inflorescences. For large plant if possible, collect several mature and juvenile
inflorescences.

3. Fruit. Include fruits, with complete parts, in your collection. For bulky fruits these
can be cut longitudinally in third or in quarter.

4. Seedlings. Collect live seedlings and remove the soil before pressing the material.

Stem and roots. Smigbortion can be collected as representative parts.

o

B. Collecting specimens of Bamboos (Fig. 2.)

Bamboos are tufted tall plants belonging to the grass family. Bamboos can be
erect shrubs or large trees with hollow stem known as culm. Inflorescence isl@amd
usually large.

Parts to be collected:

1. Leafy twigs. Collect young and matured twigs with several leaves attached which are
free from diseases.

2. Culms nodes and internodes. Collect mature culm embracing fourth and fifth nodes
starting from the groud including the internodes thetween. Number each node.
Cut the node branches to 2 inches (5 cms). Make a longitudinal cut across the stem
reaching at its middle portion to show the innermost parts.

3. Culm sheath. Collect at least two complete culm sheathgood condition,
preferably coming from the fifth node and several from midm nodes.

4. Branch compliments. Collect at least one typical branch from the middle portion of
the bamboo stem and cut at least 12 inches (17.5 cms) long embracing the selected
branch compliment. Cubff branches 2 inches (5cms) from the base. Include some
replicates coming from other parts of the plant.
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Fig. 1. Pandan. a. fruiting branch; b. cross-section of leaf, c. portion of
Leaf; d. side view of connate drupes; e. staminate flower.
(source: Li, 1978 p. 822)
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Fig. 2. Bamboo. a. lower culm with longitudinal section; b. leaves; c. leaf-blade; d. flowering branch; e. shoots
f. sheaths; g. seedling; h. spikelet; i. branch complement; j. sympodial culms.
(Source: Hsu, Chien-Chang, 1978 p. 762)

5. Flowering branch (if present). Collect several samples as possible to show range of
variation in habit, leafines, stages of development, etc. mature fruits usually fail
promptly, seek fruits on the ground and put some in small folded papers.

6. Rhizome. Collect at least one or two complete samples of the rhizome.

Wash and trim the roots. Sketch or photograph, showihg proportions and

branching habit.

7. { SSRftAy3ad [/ 2ffSO0 GqaSSRtAy3Iaé¢ aAGAT G al
flowering bamboos. Mark with separate collection number from the supposed
mother plants. Make a cross examination for the evidence of rtlsipposed
relationship. (Wormersly, 1981)

C. Collecting specimens of Banana (Fig. 3.)
Banana is actually a giant herb with modified stem or trunk known as
pseudostem and with large fleshy fruits and leaves.

Parts to be collected:

1. Leaves. Importanparts of the leaf to be collected are: one from the leaf apex, from
the middle portion and at the basal segment. Half of the blade should be cut except
for their attachment. Those of the remaining half can be folded to fit in the plants
press.

2. Stem. IfgaadaAoftS O2ff SO0 LRNIA2ya O2YAYy3d FTNRY
crown.

3. Flowers. Collect flower bracts coming from the first three or four bracts and carefully
remove the bracts from the rachis by cutting around the base. Female flowers with
their conspicuous ovaries are attached inside the base of these bracts. Male flower
or buds can be obtained from the terminal bud of the developing bunch.

4. Fruits. Collect fingers from mature or almost mature bunch. First cut down the
whole bunch and then removan entire hand from the rachis. Cut this into several
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pieces to show whether the fingers are in one row or two. Each piece should show
three fingers or more depending on the size of the fingers.

5. Seeds. Collect seeds from pulp by soaking and crushing tar.\@&eeds are heavy
and will separate from the pulp

6. Suckers. Can be collected as representative of the plant, however remove the soil
before pressing the material. (Wormersly, 1981)

D. Collecting specimens of Palms and Rattan (Fig. 4)
Pdms are either erect shrubs or trees with tufted stem. Some species are

climbing and with large compound leaves.

Parts to be collected:

1. Leaves. Pinnate leaves (Fig. 4) collect portion of the rachis: one from the
leaf apex, from the middle portio and at the basal segment. Ghalf of the
blade should be cut except for their attachment. Those on the other side,
leaves can be folded to fit in the plant press. For palmate leaves (Fig.6.)
collect the whole leaf blade including the petiole and the éa§which one

half of the blade can be discarded. If the remaining half is still large they can
be cut or fold into short sections.

2. The stem. Collect mature and slender stems. If possible collect portions
O2YAyYy3a FTNRY (KS &aiSyYedowd spectabfeattikesRRE S |y
can be included such as spines or leaf scar.

3. Inflorescence. Small inflorescence can be collected whole. Lateral

branches can be trim off for larger inflorescence. Also include fallen parts of
the inflorescence like frust, seeds, etc..
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