








Submit a letter of
request addressed to
the Executive Director
for the creation of a user
account. Include the
following information in
the request letter:the request letter:
- Name of requester/
  requesting party
  and email address
  to where the
  credentials will be sent
  to.

Once approved, request
will be forwarded to the
Information Technology
(IT) Section for account
creation. Credentials will
be sent to the provided
email address.email address.

Videos may be
downloaded from the

FTP server

N/A

Download
speeds
depends
on the

content size
and internet
connectionconnection

N/A

Approved letter of request
from the office of the
Executive Director

5 Mins IT Section

10 Mins Executive
Office Staff



APPLICATION FOR
VIDEO REQUEST

APPLICATION FOR
VIDEO REQUEST

FORMS AND DOCUMENT
REQUIREMENT

FORMS AND DOCUMENT
REQUIREMENT

PERSON/S-
IN-CHARGE

PERSON/S-
IN-CHARGE

PROCESSING
TIME

PROCESSING
TIME

   STEP 1
Email letter of request
addressed to the
Executive Director thru
Executive Office Staff
(EOS)

Include the followingInclude the following
information in the
request letter:
- Title of Event
- Date of Event
- Purpose of Request
     or
Requester may fill-up aRequester may fill-up a
video Request form from
the EOS

   STEP 1
Email letter of request
addressed to the
Executive Director.

Include the following
information in the
request letter:request letter:
    - Title of Event
    - Date of Event
    - Purpose of Request

STEP 2
The Executive Office
will forward the

approved email request
to the Archives Section

Head

STEP 3
Email requested video to

the client. 
Or 

client may download the
material from the

specified online platformspecified online platform

STEP 2
The request is forwarded
to the Archives Section
for retrieval, downloading

and copying.

STEP 3
Release requested video
to the requesting party/s
storage device. 

or 
upon the request/
approval of requester,approval of requester,
may be sent thru email 

• Approved "Letter of Request"
 or Video Request Form.
The Archives section staff will
record the approved video
request in the Video Request
log sheet and MAMS Online
Video Request WorksheetVideo Request Worksheet
• External Hard Drive, USB
Flash Drive or other portable

storage devices

Accomplish the Video Request
Log Sheet and update the
MAMS Online Video Request

Worksheet.
For clients who will download
the materials from YouTube,
a letter of "Permission to use"a letter of "Permission to use"
signed by the Executive Director
and the Archives Section Head
will be sent through e-mail
The Archives Section Staff will
email a Customer Satisfaction
Survey (CCSS) Form to the client. 

APPROVED
The Archives section staff will
record the approved video
request in the Video Request
log sheet and MAMS Online
Video Request Worksheet

Storage Device or
Email address of the requesting

party

Upon release of the requested
video, clients shall be requested
to sign in the Video Request Log
Sheet and will be provided with aSheet and will be provided with a
Customer Client Satisfaction
Survey (CCSS) Form or

will be sent with a CCSS link.

5 Mins

15 mins to
24 hours
depending
on the length
and number
of requested
materials.materials.

Archives
Section
Staff

Archives
Section

LETTER ADDRESSED
TO THE RTVM

EXECUTIVE DIRECTOR
Asec. Dennis Wilfred P. Pabalan
Acting Executive Director 
RTVM Building, Gate 7, J.P.
Laurel St. Malacañang, Manila Laurel St. Malacañang, Manila 

or
Video Request Form

***
DISAPPROVED

- if the video is not for release
- if the video is not available

LETTER ADDRESSED
TO THE RTVM

EXECUTIVE DIRECTOR
Asec. Dennis Wilfred P. Pabalan
Acting Executive Director 
RTVM Building, Gate 7, J.P.
Laurel St. Malacañang, Manila Laurel St. Malacañang, Manila 

or
Video Request Form

***
DISAPPROVED

- if the video is not for release
- if the video is not available
* Archives Section Head will* Archives Section Head will
email Letter of Reply for 
Disappoved Requests

5 Mins 5 Mins

5 Mins Archives
Section

Media
Production

Archives
Section Staff

Executive
Office Staff

Executive
Office Staff






