REPUELIC OF THE PHILIPPINES
DEFARTHENT OF FINAMCE

BUREAU OF CUSTOMS
MAMILA 1099

CUSTOMS MEMORANDUM ORDER
NUMBER: /4 - Qo0
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Deputy Commissioners, Service Directors, District Collectors,
Division Chiefs, Section Chiels and All Others Concerned

SUBJECT: RECONSTRUCTICN OF LOST IMPORT/
OTHER OFFICIAL DOCUMENTS

OBIECTIVES:

. Fo eosure a umiform method of reconstructing import documents.

2. To establish responsibility in the custody of official documents.

3.  To provide an efficient and effective manner of reconstructing lost
documents,

ADMINISTRATIVE PROVISIONS:

I.  All Offices are directed to designate such personns] s maybe necessary to
acl as olbcial records andfor custodian of documents in their respeciive
ofhces;

2. Designated records custodian muost maintain such record as may be
necessary o ensure an effective and efficient manner of records keeping o
ensure thoi documents andfor data are readily accessible and available
when needed:

3. Tumover/transfer of documents from one olfice/personne] to another must
be duly recorded including the receipt thereof,

FROCEDURES:

1.1. A written request for the reconstruction of lost import documents or other
official documents shall he fled with the Office of the District Collector
in the port where said documcnts were entered/filed attaching therewith
the tollowing:

1.1.1.  Alhdavit of loss of the person responsible {importer, broker,
broker's representative or customs employec/custodiany for the
lnss of the import document(s) duly registered with the Law
Drivision;
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1.1.2 Verified photocopy of the lost import document(s); duly certified
document{s) by or on behali of the importerbroker may be
accepled in heu of the verified photocopy pursuant to Sec. 3515 of
the TCCF. as amcnded.

1.1.3  Proposed reconstructed copy or copies of the lost mport documents
with the reguired amoumt of Customs documentary stamps already
affixed thereon;

1.1.4 Prot out of the Temporary Assessment Notice and SAD covering
the importation io be souwrced from the Office of the Chief
FEDVWATD or equivalent unil in the outports:

The duly approved request for recenstruction together with its corresponding
attachments shall be forwarded to the Entry Processing Division for selected
entries and the Collection Division for Greeplane entries. A Duly designated
document processor stamps on the reconstructed document(s) the mformation
“RECONSTRUCTION DULY APPROVED BY THE DISTRICT
COLLECTOR™:; The Document processor then affixes is'her signature and
thercafter transmits, by ofhicial messenger, the reconstructed document(s) to
the Office where the same was last acted upon.

Where the request for reconstruction covers document{s) other than mmport
entries the duly approved request together with its attachments shall be
forwaracd to the concerned office{s) who shall evainate the same and take
action as are appropriate under the crcumsiances.

IV. REPEALING CLAUSE:

ChO No. 47-77 and all other orders. memorandsa, circulars or paris

thereof which are inconsistent with this Order are hereby deemed amended
and/or modified accordingly.

¥- EFFLECTIVITY:

This Crrder shali take eﬂ“ect J.mm.nzaimelj. and s /hq]_i iast vntil revoked.
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