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PROCEDURES FOR ACCESSING DOCUMENTS  
IN THE CUSTODY OF  

THE DOCUMENTATION CENTER OF CAMBODIA (“DC-CAM”)  
 

            These policies govern access to documents in the collection of DC-Cam.  The are 
designed to : 1) ensure complete and timely access to the Documentary holdings of DC-
Cam; 2) ensuring the integrity and security of the original copies of Documents held by 
DC-Cam; 3) ensuring the accuracy of information used by and relied upon by those 
working with the Documents held by DC-Cam;  and 4) providing these services in the 
most professional, efficient, and cost-effective manner by taking advantage of the 
collective expertise of the DC-Cam staff.   
  
 

1.  Definitions.   
  

Authorized Party shall mean any person or organization authorized by 
law, or pursuant to Section 4(c) below by the Director of DC-Cam or his 
duly authorized representative, to access an Original Document in the 
collection as set forth in Section 4 below;    
  
Certified Copy refers to a copy that is certified pursuant to applicable 
Cambodian law;     
  
Collection shall mean any and all Documents in the possession of DC-
Cam;  
  
Document shall mean any piece of information whether recorded on 
paper, electronically, electro-magnetically, audio tape, video tape, or any 
other medium, and shall include photographs, maps, catalogs, indexes, 
and databases;   
  
DC-Cam shall mean the Documentation Center of Cambodia; 
 
Original Document shall refer to the actual Document received by DC-
Cam from any source; and 
  
Specially Protected Document shall mean any Original Document that 
has been viewed or otherwise accessed by any Authorized Party, and any 
Original Document, a certified copy of which has been provided to any 
person.   
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2. Assistance in Locating Relevant Documentation  
  

DC-Cam personnel specially trained and knowledgeable about the 
organization of the Documents in the possession of DC-Cam will be 
available to assist those interested in accessing the collection.  The 
provision of such services will be provided by DC-Cam at no charge to 
those using such service.   

  
3.  Copies  

  
a. Uncertified Copies  

  
                            i.     DC-Cam will provide copies of any and all Documents in the 

collection, including, if the requesting party so desires, a complete 
set of all the Documents in the Collection.    

   
                          ii.      Any person requesting a copy of any Document in the collection 

pursuant to subsection 3(a)(i) of these Procedures will pay a fee to 
cover the out-of-pocket costs associated with making such a copy 
as set forth in Exhibit A attached.  Such fee shall be paid in 
advance to DC-Cam, unless an alternative arrangement is agreed 
to in writing between DC-Cam and the requesting party.  

  
b. Certified Copies  

  
i. DC-Cam will provide certified copies of any of its documents.   
 
ii. Certification shall be pursuant to and consistent with 

Cambodian law. 
 
iii. Any person requesting certification of a copy of any Document 

in the collection pursuant to subsection 3(b)(i) of these 
Procedures will pay a fee to cover the out-of-pocket costs 
associated with making such a copy as set forth in Exhibit A 
attached.  Such fee shall be paid in advance to DC-Cam, unless 
an alternative arrangement is agreed to in writing between DC-
Cam and the requesting party.  

                             
4. Access to Original Documents  
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a. To ensure their accuracy, integrity, and inviolability, all Original 
Documents will remain within the custody and control of DC-Cam, 
except as specifically provided for in writing by the Director of DC-Cam, 
or as otherwise required by law.   

  
b. DC-Cam will make available to any Authorized Party access to any 

Original Document in the Collection according to the procedures and 
protections provided in Subsection 4(d) of these Procedures.   

 
c. The Director of DC-Cam or his duly authorized representative will 

authorize an individual to access an Original Document if any of the 
following conditions apply:  

  
                            i.      A genuine issue is raised with respect to the authenticity of the 

Document. 
  
                           ii.      Information in the Document is unclear, illegible, or ambiguous, 

and resort to the Original Document is necessary to ascertain the 
true meaning of information in the Document.  Examples of this 
include cases where handwritten notes on the Document are so 
faint that they are not accurately reflected in the Certified Copy.   

  
                         iii.       Forensic analysis is required in order to identify accurately or date 

the Original Document. 
  
                        iv.       Or in any other case where the Director of DC-Cam or his duly 

authorized representative determines that access to an Original 
Document is required.   

  
d. Upon receiving a request for access to an Original Document by an 

Authorized Party, DC-Cam will immediately make the relevant Original 
Document available to the authorized party according to the following 
procedures.   

  
                            i.     The authorized party will inform DC-Cam in writing of the basis for 

their authorization to view the Original Document, and will also 
indicate in writing a description of the Original Document 
sufficiently detailed to allow DC-Cam to identify the Document.     

  
                          ii.      DC-Cam will endeavor to make the Original Document available 

within forty-eight (48) hours of receiving the request set forth in 
Section 4(d)(i).   
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                         iii.      The Original Document will be made available to the authorized 

party at the offices of DC-Cam, or at a mutually agreed upon 
location.  DC-Cam will make best efforts to accommodate the 
schedule of the Authorized Party for viewing the Original 
Document. 

  
                         iv.      The Original Document will be sealed in a transparent protective 

covering that allows complete visual access to both sides of the 
Document.  

  
                           v.      A staff member of DC-Cam will be available to assist the party in 

the handling and interpretation of the Original Document, as well 
as to ensure the security and integrity of the Original Document.   

  
                         vi.      If for reasons of confidentiality the Authorized Party requires 

exclusive access to the Original Document, the following special 
arrangements will be made to fulfill this request that will protect 
the integrity and security of the Original Document.   

  
1.   An Authorized Party requesting exclusive access to an 

Original Document will view that Original Document in a 
private room at the DC-Cam offices or at a mutually 
agreed upon location.   

  
2.   After the Authorized Party has viewed the Original 

Document, a member of DC-Cam will verify the continued 
integrity and security of the Original Document prior to 
the Authorized Party leaving the premises.  Prior to 
leaving the premises, the Authorized Party will also sign a 
Document indicating that they have not tampered in any 
way with the Original Document.   

  
                        vii.      If the Authorized Party requests access to an Original Document 

without the transparent protective covering referred to in section 
4(d)(iv) in order to perform forensic tests to determine the date or 
authenticity of the Original Document, the Director shall 
determine in his sole discretion whether to allow such access.  If 
the Director authorizes such access, the following procedures shall 
apply: 
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1.    DC-Cam will arrange to have the original document 
copied in a way that reflects all of the markings on the 
original. 

  
2.   A certificate attesting that the copy referred to in section 

4(d)(vii)(1) accurately reflects the Original Document will 
be signed by the Director of DC-Cam or his designate, and 
by the Authorized Party, before such Original Document is 
released to the Authorized Party.    

  
3.   DC-Cam and the Authorized Party will mutually agree 

upon an individual or organization who will perform any 
forensic or other tests on an Original Document.   

  
4.   At all times while an unprotected Original Document has 

been handed over to an Authorized Party, DC-Cam may 
demand that a DC-Cam employee have immediate access 
to such Original Document in order to verify its safety and 
integrity.  Upon such a demand, the Authorized Party 
shall immediately provide to DC-Cam access to the 
Original Document.     

  
5.   Upon the return to DC-Cam of an Original Document that 

has been subject to forensic tests that required the removal 
of the transparent protective covering, both the Director of 
DC-Cam or his designate, and the Authorized Party, will 
sign a statement indicating whether the Original 
Document being returned to DC-Cam has been altered in 
any way since it was transferred to the custody of the 
Authorized Party.   

  
                        viii.      If DC-Cam believes that an Original Document has been altered in 

any way after it has been transferred to the custody of an 
Authorized Party, then DC-Cam shall immediately notify the 
relevant legal authorities of such alterations.   

  
  

5.  Specially Protected Documents  
  

a. Any Original Document that has been viewed by an Authorized Party, 
and any Original Document that has been provided to an Authorized 
Party in the form of a Certified Copy, will be subject to the following 
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provisions. .  Such Original Document will hereinafter be referred to as a 
“Specially Protected Document.”  An Original Document becomes a 
Specially Protected Document immediately upon the authorization for 
access to the Original Document, or immediately upon the provision by 
DC-Cam of a Certified Copy of such Document.   

  
b. Access to Specially Protected Documents will be limited as follows:  

  
                            i.     Only duly authorized employees of DC-Cam and individuals 

authorized in writing by the Director of DC-Cam may access a 
Specially Protected Document. 

  
                          ii.      A written log will be kept by DC-Cam indicating the name and 

contact information of each individual who accesses a Specially 
Protected Document, as well as the date, time, and duration of 
each such access.   

  
                         iii.      The written log referred to in Section 5(b)(ii) shall only be available 

to DC-Cam employees duly authorized by the Director of DC-
Cam, or by any individual authorized to view such log by law. 

  
6.  Except as otherwise provided for in these Procedures or by law, the following 
information will be kept strictly confidential:  

  
a. the identification of any individual who has requested access to a 

Document in the Collection;  
  
b. the identification of any and all Documents in the Collection that an 

individual has viewed; and  
  

c. the identification of any and all Documents for which an individual has 
requested copies, whether certified or uncertified.  

  
Attachments: Exhibit A. 
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Exhibit A 

  
Fees 

  
Copies 

  
For each page, per side:                                                            USD        0.05   
For entire collection 
  

Microfiche:                                                                      USD   3,000.00 
Paper (per ream)                                                              USD     5.00 

  
Photographs (per photograph)                                                  USD     5.00 

  
Maps                                                                                            USD      5.00 

  
      Audio or video recording                                                           At Cost[1] 
 
Certification                                                        
 USD        0.05 

  
To view an Original Document (per page):                                    USD       5.00 
(including the cost of plastic sleeves to protect the Documents) 


