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I. FUNCTIONAL DESCRIPTION OF RESEARCH AND PUBLICATIONS
DIVISION

The Research and Publications Division is responsible for the preparation of

the publication of research and studies by the various division of the National Library

of the Philippines. The Division also handles and coordinates the various cultural

events and exhibits initiated or hosted by the NLP. -

A. The Division has the following core functions:

divisions for publications;
e Publish NLP source materi
importance;
e Take charge of all cul nifal “aetiviti P, such as program,

and historical

efor conducting research for NLP publications.
AT the printing of NLP guides, series, directories,

abreport. Other divisions must provide the RPD with a
erials made or published to ensure that we have a

culi:ura ac’nmtles of the NLP. It handles the planning, setup and coordination
of activities, such as exhibitions, programs, tours and publicity and
promotional campaigns for NLP

This Section is also responsible for gathering, evaluating and editing
materials for publication and for the preparation and printing of brochures and
fliers of the NLP as well as library guidelines, newsletters, annual reports,
Philippine National Bibliography, special bibliographies and programs for
special events hosted by the NLP.
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B.3. Copyright Section

The Copyright Section at the National Library of the Philippines implements
Book V of Republic Act No. 8293, “An Act Prescribing the Intellectual Property Code
and Establishing the Intellectual Property Office, Providing Powers and Functions,
and for Other Purposes” and Repub]jc Act No. 10372, “Actgime:

R HJstory Researcher -14

(1)  Administrative Assistant Il -8
(2)  Administrative Aide IV -4
(1)  Administrative Aide Il -2
Copyright Section

(1)  Copyright Examiner -11
(1)  Administrative Aide II 2

(1)  Administrative Aide | -1
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B. Statement of Duties and Responsibilities based on Approved Plantilla

Positions

B.1. Research and Publications Division
Librarian V: _
1. Formulates and administers library policies and
regulation pertaining to the division;

2. Formulates plans and programs for the di
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Gives technical advice to the st
Conducts trainings and staff dev
Issues certifications; |
Maintains official relations ¥

© N oo

(1) Librari
1.

ive technical advice to the staff;
Prepares communication and reports;
‘Handles request for educational tours;
8. Handles NLP publications;

tes, manages and evaluates the activities in the division;

9. Performs other duties that may be assigned by the immediate superior

from time to time.

(1) Librarian I1I:
1. Serve as a Section Head;

2. Supervises the Librarian II and other staff below in the performance of

their duties;
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. Helps the Division Chief plan projects for the Section;

Supervises and implements the projects of the Section;
Recommends for acquisitions of materials/supplies for the Section;
. Supervises the preparation of monthly statistical data;

. Does other duties assign by the Chief and Assistant Chief of the
Division.

o O W

(1) Senior History Researcher:
1. Undertakes researches and makes investigati

(1) LibrarianIL: 4
1. Serves readérs ¢

frcﬁ‘l hme to time.

(1) Librarian II:

1. Checks and review work of Librarian I;
Plans and makes work assignments and schedules for the staff;
Handles correspondence and prepares reports;
Selects and requisitions books for use in the Reference Division;
Maintains records and compiles statistics;
Services readers; and
Does related work that may be assigned from time to time by the
Division Chief.

24 O LR Tal B
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(2) History Researcher:

1. Researchers histories of the provinces, towns and cities, biographical
sketches of eminent Filipinos, historical events and special reports;

2. Researches from all sources, documents of and about heroes for
compilation and recording;

3. Assists in reporting the conservation and restoratiofnifiee
collections;

4. Assists in the maintenance and development®f

5. Does related work as assigned by the Divisi

ds of rare

(1) Administrative Assistant II: . i
1. Gives technical assistance in the input/otitput proc

members;
2. Edits printout for the Masterfile;
3. Updates the data bases

irements; and

endorses records and correspondence relative
oniment, payroll, resignations, service records,

1. Operates duplicating machine;

2. Sorts and collects duplicated materials

3. Checks whether duplicated materials were xeroxed accurately and
neatly;

4. Submit reports of supplies used;

5. Requisitions supplies needed in duplicating/xeroxing materials;

6. Keep records of payments for Xeroxed/duplicated materials.
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B.2. Copyright Section
(1) Copyright Examiner:

1. Under general supervision examines application for registration of
intellectual property, such as literary works, musical compositions,
map, plans, designs, drawings, cinematographic works and other
works embraced and covered by Republic Act 8293datec

action; ..
3. Supervise the recording of all application

5

6 )
7. Issues duly approved licefis
8. As directed by the l enforces all requirements and

ic Act 8293 and other existing

plicating machine; Sorts and collates duplicated materials;
duplicated materials were xeroxed accurately and

4. qu.llSItIOIIS supplies needed in duphcatmg/xeroxmg materials;
5. Keep records of payments for Xeroxed/duplicated materials.

(1) Administrative Aide I:
1. Haul, move or transfer publications and other materials received or to
be sent out by the Office;
2. Open crates, boxes or packages received by the Office;
3. Maintains cleanliness of the rooms;
4. Performs messengerial duties; and




NATIONAL LIBRARY OF Ref No. NLP-090

THE PHILIPPINES . .
T.M. Kalaw Street, Ermita, Manila, 1000 Philippines Date of Effectivity | 6 pecember 2021
Revision No. 1
PROCEDURAL MANUAL | ~*™""™
Research and Publications | page No. Page 10 of 43
Division

5. Does other related work as assign by the Division Chief.
C. Actual and Current Plantilla of Personnel (Position Title and Salary Grade)

C.1. Research and Publication Division
(1) Librarian IV - 22 (Officer-In-Charge
(1)Librarian III -18
(1) Librarian II -15
(2) History Researcher -14
(1) Administrative Aide IV -4

C.2. Copyright Section %
(1) Copyright Examiner
(1) Administrative Aide IV &4,

(1) Administrative Aide II
(1) Administrative Aideds

{ tin chief in the absence of the Division Chief;
the Division Chief in implementing policies, rules and

Agsists the Division Chief in formulating plans and programs for the
division;

Coordinates, manages and evaluates the activities in the division;
Give technical advice to the staff and conducts research project;
Prepares communication and reports;

Manage cultural activities and request for educational tours;

Oversee the preparation of NLP publications;

Monitors the encoding of entries in the database of registry registered
copyright certificates;

N2 0e I OY (T
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10. Performs other duties that may be assigned by the immediate superior

from time to time.

(1) Librarian III:

1. Assists the Chief and Assistant Chief in formulating, plans and

programs for the Division;

. Handles NLP publications;

Ul o= W

certificates;
from time to time.

(1) Librarian II:
1. Assist in the pla
tours, publicity, 2
and its soc1a1 e

. Give technical advice to the staff and conducts rese:
. Handles cultural activities and request for ed@€ations

. Encode entries in the database of registry of

N )graphies library brochures.

| ompilation and recording;

3. Conducts researches for NLP Publication.

fo NP Publication

4. Prepares articles and write-up for NLP Publications.
5. Does related work as assigned by the Division Chief.

(1) Administrative Aide IV:

guidelines, newsletters, annual

arelies histories of the provinces, towns and cities, biographical
ches of eminent Filipinos, historical events and special reports;
gsearches from all sources, documents of and about heroes for

1. Design exhibit displays for publicity and promotional campaigns of
the National Library and its social media platforms.
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2. Layout library guidelines, newsletters, annual reports, PNB, special
bibliographies library brochures.

3. Handles cultural activities and request'for educational tours;

4. Performs other duties that may be assigned by the immediate superior

from time to time.

D.2. Copyright Section
(1) Copyright Examiner:
1. Examine and receive copyright applicatiori§.2
applications for recordals;
Check and sign copyright certificates, te
Certified true Copy;

N

opyright certificates;
uments pertaining to the transfer and
ight (recordals).

=

Wy deposits materials;
Prepares and file the copyright certificates;
4. Prepares and file the copyright deposits.

(1) Administrative Aide I:
1. Encode in the certificate of copyright registration and deposit form;
2. Handles the release of certificate of copyright registration and deposit;
3. Handles the stamping and pasting of documentary stamps in the
copyright certificates,
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III. PRODUCTS AND SERVICES
A. Research and Publication Division
A.1. Products
1. Annual Report
2. Newsletter
3. Library brochures
4. NLP Guides, Special Bibliographies

A.2. Services
1. Plans and set up exhibits
2. Handles educational tours, film sho
3. Handles promotional and publicity cam

B. Copyright Section
B.1. Products
. Certificate of Copy

of

ssifiedfand records copyright applications for registration

ation of copyrighted materials, certified true copy
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IV. PROCESSES AND PROCEDURES
A. Research Workflow

Activities Forms to be
Accomplished

Submit a concept paper or
research proposal to the
Division Chief for Approval

History Researcher II

v

Approval of concept
paper/research proposal
Division Chief and Directorf™

L

Data Gathering and'R e
writin 0

RPD Form 2:
Review Form

Revision and editing and RPD Form 2:
Application for ISBN Review Form
Online Application
for ISBN
Librarian II
.
Layout and Editing
Layout Artist
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.

Proofread the initial layout

Administrative Aide IV

.

Submit Purchase Request for
Printing

Librarian 11

.

Approval of Purchase
Request for Printing

Distribute printed copies

Division Chief
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B. Publication Process Workflow (Newsletter and Annual Report)
NLP Newsletter - published semi-annually
NLP Annual Report — published annually, 2" quarter of following year.

Activities iy

Submit a Calendar of Activities
for the year

History Researcher 11

,

Data Gathering/ Event
Documentation
Librarian II

.

RPD Form 4:
Article Approval
Form

Layout and Editing
Administrative Aide IV

.

Proofread the initial layout
Librarian II

.
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Revision and Editing and
Application for ISBN
History Researcher II

+

Submit Purchase Request for
Printing
Administrative Aide IV

b

Approval of Purchase Request
for Printing
Records/BAC/DO

v

S ¥ te prmtEd Copies
Division Chief
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C. Promotional and Publicity Campaign
Activities Forms to be
Accomplished
The Division/ Section
shall submit a Request

Form to RPD 3-5 days
before the event/activity
Internal Client

-

Approval of the request
Division Chief

v

Prepare the requested
service : _j. y
Librarian II/Layout®rtis

1 RPD Form 6:
ifvice requested RPD Service Review

Internal Client

.

Revise and edit
Librarian II /Layout
Artist

.
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Approve for Posting
Internal Client

.

Answer the evaluation COMSAT: Evaluation
form Form
Internal Client b
D. Exhibit, Tour and Cultural Events Workflo %
Activities orms to be
Accomplished
Submit a request to RPD RPD Form 7:
for holding an Exhibit, Tour and
exhibit/events/cultu Cultural Events
activity/ tour in th Application Form

Review the request for If disapproved,
reservation the DC will write
—»
a letter of regret
to be sent back to
the client.
Division Chief
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If approved by the DC, If disaaproved, a
Final Review for letter of regret

Approval/Disapproval —| will be drafted
and sent to the
client

Director's Office Librarian IV and
Director's Office @
v
Contact the client and
provide the copy of
approved request form
Librarian IV

v

Coordinate the req

COMSAT: Evaluation
Form

D. Copyright Workflow

1. Applicant(s) shall accomplish the application form in duplicate (copyright),
with answers typewritten or printed legibly. The affidavit at the back
should be duly notarized prior to submission to the Copyright Office.

To acquire documents (e.g., deed of assignments, certification and certified
true copy(s), a letter request is required.
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2. Submit the application form to the Copyright Examiner accompanied by
two (2) copies of the work as deposit. It will take 5 to 10 minutes to
examine an application form and the deposit, and it depends on the
number of applications being filed.

3. Upon examination of the application form and
applicant, the Copyright Examiner will then determin
not. Document(s) filed are recorded in logbook a§s

LY itted by the

1 to 96 pplic:ations, processing and release is up to 22 days or

_c_SUC, colleges, universities and publishers with more than 10
apphcatlons, the number of days of processing and release will be
agreed upon between NLP and application or on a case-to-case basis.

4. Approved application(s) are then will be recorded, numbered and
stamped according to classification.

5. The approved application(s) will then be encoded in the computer for
inclusion in the registry of copyrighted materials (hardcopy).
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. After the registry, a certificate of copyright registration and deposit will
be prepared. Preparation of certificates will take 5 to 10 minutes
depending on the number of copyright owner(s) and copyright author(s)
and/or title of work.

. Copyright Examiner will sign and attest the issuancefiofa rtlflcate The

lon _afd dep051t are
oimg or by phone.

database of copyrighted mat I_
to 5 minutes dependingoiithes
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A. Copyright Workflow
Activities Forms to be
Accomplished

Accomplish the application form in
duplicate with answers typewritten or
printed legibly
Applicant(s)

.

Submit the application form
accompanied by two copies of the work
as deposit

Applicant(s)

Administrative Aide II/I

;

Approved application(s) will be encoded
in the computer for inclusion in the
registry of copyright material

Administrative Aide IV

|
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A certificate of copyright registration and Certificate of Copyright

deposit will be prepared

Administrative Aide IV

v

Sign and attest the issuance of
certificate.

Copyright Examiner

.

Inform the applicant (author/copyright
owner) if their certificate of copyright
registration and deposit are already
ready for release

Copyright Examiner/ Administrative
AideI

V. CONTACT DETAILS
Contact Details 4

wang_@nlp gov.ph
Tel. 310-5056 local 412

Email Address: copyright@nlp.gov.ph

Registration and Deposit

Telephone: (632) 5310-5035 / 5336-7200 loc. 411
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Prepared by:

A S

MARICEL M. URENA
Librarian IV / Officer-in-Charge

el

Librarian Il

ELEANOR C. SIYANG

MICHELLE A. FLOR
Copyright Examiner

Reviewed by:

ARLENE S. DE CASTRO
Librarian V :
Chief, Catalog Division

fw- ‘} Etaded.
USAN J. FETALCO 4 _

Librarian V N
Chief, Filipiniana Divisio

BLESILA P. VELASCO
Librarian V

NAA e,
JENNIFER B. DIMASACA
Librarian IV
Officer-in-Charge

DOLORES D.\CARUNGUI
Librarian V
Chief, Reference Division

-' Ad mlnlstratwe Officer
Chief, Finance and Administrative Division

Chief, Public Libraries Division

Bibliographic Services Division
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Approved by:

ED O B. QUIROS
Assistant Director

R 1)

CESAR GILBERT Q. ADRIANO
Director
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VIII. ANNEXES
Annex A — Organizational Chart 2021
Annex B- Copyright Online Application Process
Annex C — Copyright Application Form
Annex D - Certificate of Copyright Registration and Deposit

Annex E — Requirements for Copyright Registrations
Annex F — RPD Forms
Annex A: Organizational Chart 2021

Division:
Chief/Librarian.V
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Annex B- Copyright Online Application Process

How do I register my copyright over my work?

A. If copyright ownership is being claimed by the author:

The following requirements need to be submitted:

3

or e-books: Two ele c
flash drives.
¢. For works ofid

driginal amental Desxgn or Models for Articles of
treland Industrial Objects, and Other Works of

plied Art: Two copies of the drawing of the design with the
gsponding technical description.

Foromputer Programs: Two electronic copies saved in separate
CDs or USB flash drives OR printed copies of the first 25 and last

25 pages of the source code (must be ring bound or soft bound).

pieces of documentary stamps (worth 35 pesos each).

4. Application Fee

B. If copyright ownership is being claimed by another individual who is not the

author:

The following requirements need to be submitted:

1. Two copies of the Accomplished Application Form and the duly notarized
affidavit. The form is downloadable at http:/bit.ly/3avow8g.
2. Copies of the work being registered as deposit:
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a. For books and other related printed works: Two copies of the
final printed work (if the work is still unpublished, the copies
submitted should be bound (soft bound or ring bound).

b. For musical compositions, sound recordings, audiovisual works,
or e-books: Two electronic copies saved in separate CDs or USB
flash drives. :

c. For works of drawings, paintings, architectu#a
sculpture, engraving, prints, lithograph

works: Two photographs of the works¥{for seti
photographs should be all sides of the wO#K being

Manufacture and Industrig
Applied Art: Two copies of the
corresponding technig: deserip!
e. For Computer Progra
CDs or USB flaéh"drives
e BigmiiSt be ring bound or soft bound).
fary stamps (worth 35 pesos each)
nindicating the transfer of copyright
deed of assignment, publishing agreement,

ffidavit. The form is downloadable at http:/bit.ly/3av5w8g.
2. Copies of the work being registered as deposit:

a. For books and other related printed works: Two printed copies
of the work (if the work is still unpublished, the copies submitted
should be bound (soft bound or ring bound).

b. For musical compositions, sound recordings, audiovisual works,
or e-books: Two electronic copies saved in separate CDs or USB
flash drives.

c. For works of drawings, paintings, architectural works,
sculpture, engraving, prints, lithography or other works of art,
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models or designs for works of art and photographic
works: Two photographs of the works (for sculptures,

photographs should be all sides of the work being registered).
d. For Original Omamental Design or Models for Articles of
Manufacture and Industrial Objects, and Other Works of

Applied Art: Two copies of the drawing of the de51g11 with the
corresponding technical descrlptlon

affidavit of heirship, etc.
5. Photocopy of DTI Registratiol
Certificate (for corpor
6. Application Fee

How much does it cost?

ietorship) or SEC

fnational emergency, the National Library of the Philippines

of copyright registration via electronic mail, as per Public

1. Send the scanned copies of the accomplished application form with duly
notarized affidavit and the duly notarized supporting documents (if necessary)

to copyright@nlp.gov.ph.

2. The email sent should have the following email subject line: APPLICATION

FOR COPYRIGHT REGISTRATION BY (Name of the Applicant)

3. Applicants will be informed of the status of their application upon evaluation of

the emailed documents.
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4. Once the application is approved, the Copyright Section will notify the applicant
to send the hard copies of the requirements listed above to the National Library

of the Philippines via mail/courier.

5. Applicants with approved and processed applications have the option to claim

their Certificates of Copyright Registration and Deposit personally at NLP or

have their certificates sent to them thru registered mail. A sg

serves as a Provisional Copyright Certificate, will also

email address.
6. Applicants who intend to claim their certificates
Copyright Section of their intention to do so u
applications.

7. The standard processing time is 10 ddys T
received at 4:00 PM shall be procesge

How do I pay the application fee?

Payments can be sent
money order addre to

Some points to note:

of the Philippines through postal
I Library of the Philippines.

§.a non-resident foreigner, he/she should appoint a local

a special power of attorney to complete the copyright

**1f the ap]icant is a minor, the affidavit should be signed and executed by

his/her parent or guardian.

*** If a representative is filing the application on behalf of the author, a special
power of attorney, if representing a natural person or a Board Resolution or a
Secretary's Certificate, if representing a juridical person, should be submitted.

*#* Published works being submitted for copyright registration should carry a
copyright notice printed in front or at the back of the title page (for books) or in
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any clear space (for non-book materials such as CDs, posters, brochures, etc.) in
the following form:

Philippine Copyright (Year of Publication) by (Name of Copyright Owner)
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Annex C: Copyright Application Form

» NATIONAL LIBRARY OF THE PHILIPPINES
. T Kabuw Street, Ermica, Manila, 1000 Phillppines

~ FILING DATE
__(Published) FILING DATE

__(Unpublished)

The Director. The National Library of the Philippines

SIR: [ have the honor to apply for the copyrighl repistration of the (a)fu I 1
named herem of which Two (2) complete copies we herewith deposited innce with' of
REPUBLIC ACT 8293, The amount of P200,00 for the registration fee und sixty pesodonite Lamp
1o be affixed Lo the certificate and application form are also enclosed. Th i by ¢! l%eculations
of that olfice are the following:

1. Name and address of copyright owner:

. Name of author:
. Country of which the author is a citizen:

()

6. Class to which the work belongs:
7. If copyright is claimed uponi@n

(Additionul chaptors by nullier
8. (d) Completed () Prifite

diilcs in parenihesis; other mons o [ues short bt materiald wtemstions)
dgpies on the day of
\ {Dlatz whan the Wouk of its printing was wmpln. ted)

al
{Perion or Estahlisk making e printmg o teproduction i copies)
9. siblic in the'Philippines on the day of
[Day i work was placed on sale, sofd or publicly mambmnd]
by
5 (Person or Establishment)
(Mame and sddress)
opies for sale: P
Very Respectfully.
{Signature of Applicant)
Depostl d on Certificate issued on
Application received on Signed by
Affidavit received on Cartificate mailed by
Fee received P OR. Certificate received by
{Signitice of roceiver)

Date of Registration XXc

(Please Read Instructions Carefully Before Filling Blanks)
+  Of the hnes marked (a) ln (:} use the ones which appi\l and cross oul the lines nol used
#*  The word anthor 1 lator, a painter. Iy or other arbists; or a photographer or a producer of a
ci graphic film or publis) nl'n perindical, or an editar of work without known authors.
+ In case of pcnndmals the title should inchide the volume and number as well as the date of eash ssuc separately registered e g
Philippine Magazine Vol. XX Nao. 2, July 1933
<+ See class dessgnations st the bottom of the reverse or back side hereofl A representative may sign the application tnder the name of
the clarmant Accomplish this form in duplicate,
FORM SHOIUILD BE FILLED UP LEGIBLY
{(THIS FORM IS NOT FOR SALE AND MAYBE REPRODUCEID)Y

NLP-034 Application for Copyright Registration | of 2 Fer 1
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Annex D: Certificate of Copyright Registration and Deposit

A
&
Leg
&

CF m "o
Republic of the Philippines

NATIONAL LIBRARY OF THE PH P

CERTIFICATE OF COPYRIGHT REGIS TIO DD

Name of Copyright Owner :

SIT

Address:

Name of Author

Nationality:

Publisher:

Assighee: Author:

Title of Work:

Unpublished:

Date of Publication:

Registration No.

elime of the author and for fifty (50) years affer his/her death.

Director

MICHELLE A. FLOR
Copyright Examiner

day of , 2020, in the City of Manila, Philippines.
SEAL AND
DOCUMENTARY
STAMP
ATTESTED: CESAR GILBERT Q. ADRIANO

NLP-6i41 Rev 1
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Annex E: Requirements for Copyright Registrations

)
]
8

s NATIONAL LIBRARY OF THE PHILIPPINES

REQUIREMENTS FOR APPLICATION FOR CO
REGISTRATION AND DEPOSIT

[ ] Application for Copyright Registration Form (two copies)
[ ] Affidavit (notarized)

[ ] *Deposit (two copies of the work being registered)

[ ] Registration Fee (Php 200.00)

[ ] Documentary Stamps (two pieces, worth Php 15.00 each)

For Corporatel Enterprise Applications (any of the jo ing)
[ | Certificate of Registration from SEC
| ] Certificate of Business Name from DTI

=+ Supporting Documents (any of the
[ 1 Waiver of Copyright Ownershi
[ ] Deed of Assignment
[ ] Affidavit of Heirship _
[ ] Publication Contract (with ¢

[ 1 Atfidavit of Joint Owngrshi

e/ Works for Mamifacture, the deposit shall be in the form
odnd the cm‘rcspuudmg technical description

Jbwo copies of the final printed work must be submitted. The printed
b right notice printed in front or at the back of 1hc ritk: pagc (for
(NAM'E oFr CGPYRIGHT OWNER.)

*#% Applications where the Copyright Owner is NOT the Author must be submitted along
with one of the supporting documents listed above.

Applications with incomplete aftac r not filled up completely will not
be accepted.
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RPD Form 1-Research Proposal Form

S kP
Republic of the Philippines
NATIONAL LIBRARY OF THE PHI INE
Research and Publications Divi

RPD Form 1

I. Proponent Profile

A. Name of Propanent/Position:

B. Division;

Pure Science
Technology
Arts and recreation
Literature

History and geography
Others: (please specify):

C. Research Background: (State the context of the proposed tapic and identify the
problem which the research hopes to address. Limit your statement to 300-350 words

only).

NLP Building T.M. Kalaw Sireet, Ermita, Manila 1000, Philippines
+632 236-7200 +632 310-5035 loc. 310-311

web.nlp.gov.ph (@nlp.gov.ph

CERTPCATON
INTEFRATICHAL
o s
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==
=T

Republic of the Philippines

NATIONAL LIBRARY OF THE PHILIPPI}
Research and Publications Division

D. Research Description: (Please provide the needed infair

below).
Purpose/ Results/ Date of
Objective Outputs research

implementation

lil. Work and Financial Plan

Activities efr, Budgetary Requirements

"Endorsed by: Recommending Approval:
Name:

Division Chief: Division Chief, RPD
Date:

Approved:

CESAR GILBERT Q. ADRIANO
Director IV

NLP Building T.M. Kalaw Street, Ermita. Manila 1000, Philippines
+632 236-7200 +632 310-5035 loe. 310-311

web.nlp.gov.ph @nlp.gov.ph
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RPD Form 2-Research Review Form

% L 2P

< 51
—— o
(%‘_.‘f b ?_'E‘i

Republic of the Philippines

NATIONAL LIBRARY OF THE PHILIPP
Research and Publications Divisio

RPD Form 2

Research Review Fol

I. Research Profile

A. Research Title:

B. Research Category:

Il. Review and Comments

Part of Research ons Taken by Remarks
e Writer
wed by: Remarks
Name: ___Endorsed
e Not endorsed
Position: 2=
Date:

NLP Building T.M, Kalaw Sireet, Ermita, Manila 1000, Philippines
+632 236-7200 +632310-5035 loc. 310-311

web.nlp.gov.ph (@nlp.gov.ph

(bR ATCN i
IRAL T
4 oS

Az
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RPD Form 3- Checklist of Activities

L M

B

=

Republic of the Philippines
NATIONAL LIBRARY OF THE PHILIPPI
Research and Publications Divisio

RPD Form 3
Checklist of Activities
Division:
Date Activities <
Assistance

(Posting,

Documentation,

Layout, Editing,
Write up)

Submitted by: Received by:
Name:

Division Chief:

Date:

NLP Building T.M. Kalaw Strect, Ermita, Manila 1000, Philippines :
+632 236-7200° +632 310-5035 loc. 310-311 Jjﬂ)

web.nlp.gov.ph @nlp.gov.ph e
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RPD Form 4-Article Approval Form

e

Republic of the Philippines
NATIONAL LIBRARY OF THE PHILIPP
Research and Publications Division

RPD Form 4
Article Approval Form

| respecitfully submitting herewith the propased topicititle of articl
included in this publication:

Publication:
___Annual Report
__Newsletter
___First Semester
__ Second Semesier

_Otherpublicati ift

Publication Remarks
Annual Report,
Newsletter)
Approved by:
Nam
n/Division:
Date

NLP Building T.M. Kalaw Street, Ermita, Manila 1000, Philippines
+632 236-7200 +632 310-5035 loc. 310-311

web.nlp.gov.ph @nlp.gov.ph

Q2
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RPD Form 5-Request for RPD Service
=

&Qx—l“-ﬂ"'ﬂm
Republic of the Philippines

NATIONAL LIBRARY OF THE PHILIPPI
Research and Publications Divisio

RPD Form 5

Request for RPD Services

Request No.:

Description of Activity/Event:

Date and Time:

Venue:

Type of Activity/Event:
____Conference
__ Exhibit
__ Meeting

Promoti

Turnover Ceremony

Note*

Article Editing
Video Editing
Photograph
Documentation

attach the press release, concept paper, terminal report

or any other document about the event for our reference.

Please submit your request 3-5 days before the conduct of your

event.
Prepared by: Noted by: Approved by:
Name:
Position/Division: Division Chief Division Chief, RPD
Date:

NLP Building T M. Kalaw Street, Ermita, Manila 1000, Philippines
+632 236-7200 +632 310-5035 loc. 310-311
web.nlp.gov.ph (@nlp.gov.ph

CERDFICATON
IMTERMATIONAL =00
A0 DO 10
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RPD Form 6-RPD Service Review Form

D

Republic of the Philippines

NATIONAL LIBRARY OF THE PHILIPP
Research and Publications Division
RPD Form 6
RPD Service Review Form
Request No.: Dale:\

Description of Activity/Event:
Date and Time:
Venue:
Type of Activity/Event:
Requesied Services:

Review and Comments? :
Part omm the ctions Taken Remarks
A i clien

Noted by: Approved by:

Position/Division: Division Chief Division Chief, RPD

Date:

O 2

CERTITIC AT .
|‘:ﬁ=r'.'<'ﬁ»ﬂnli\| e
| mowsisng

NLP Building T.M. Kalaw Street. Ermita, Manila 1000, Philippines
+632 236-7200 +632 310-5035 loc. 310-311
web nlp.gov.ph (@nlp.gov.ph
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RPD Form 7-Exhibit, Tour and Cultural Event Application Form

@@I—E?ﬁrg&
Republic of the Philippines
NATIONAL LIBRARY OF THE PHI |
Research and Publications DiviSton

RPD Form 7

Exhibit, Tour and Cultural Events Requ orm

Date: ion No.:
Name of Reguestor:
Home/Office Address:
Mobile No/ Telephone No.:
Activity requested:

__ Exhibit

Time:
Expected no. of person:

Date/s of request:
No. of hours:
Purpose:

grec taiak by.the rules and regulations of the National Library of the
Philippines (NL nd'the t8rms and conditions agreed upon and that NLP will not be
y s 25 arincident during the acfivity.

Signature over Printed Name

Note: Please attach to this form your letter of request addressed to the Director
of the ional Library of the Philippines.

Date received: Received by:

Reviewed by: Remarks: Approved:

Name:

____APPROVED CESAR GILBERT Q. ADRIANO

Paosition/Division: :
___ DISAPPROVED Director IV

Date: Date:

NLP Building T.M, Kalaw Street, Ermita, Manila 1000, Philippines
+632 236-7200 +632 310-5035 loc. 310-311
web.nlp.gov.ph @nlp.gov.ph




