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Shalu District Household Registration Office Gu]dehnes for Archlves ACCGSS Apphcatlon

S YRR ERER (T AR SRR R MR R R B B AR REAE R FRAEH BT HeR 4
RN SR
1. Taichung City Shalu District Household Registration Office (hereinafter referred to as “The Office”) formulates this direction to provide archives access
service in accordance with the Archives Act. This service includes consulting ,viewing, copying and duplicating archives.
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2. When applying to view, copy or duplicate (hereinafter referred to as “Access”) archives, applicants should fill out the application form, or in written form
which includes the list of related regulations and detailed reasons in written form to The Office. For a proxy, should provide a copy of warrant of attorney,
and provide copies of related documents.
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3. Once The Office receives an application, the relevant division should review the application for its eligibility, and inform the applicant or proxy (hereinafter
referred to as “The Applicants”) about the result of approve or not in written form within 30 days. In case not meet the regulation or short of necessary
materials, applicant shall be notified to submit a revised application within 7 days. Overdue revision or unable to revise may result in rejection of application.
For those within legitimate revised form was submitted, the 30-day window of the review process will be reset to start from the date of reception of the
revised application.
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4. After The Office received application of archives access, the superintendent unit will decide whether or not to provide been requested archives, and should
formulate Archives Access Application Result Notice, and the allow or deny review table for the Applicants, upon the completion of archives accessibility
review.
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5. Accessible archives, if its contain involves restricted content, should be handled with the principle of separation, remove the restricted content and public
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only those unrestricted content.
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6. The Applicants who come to The Office to apply Archives Access Application, should provide the Archives Access Application Result Notice and personal
identity document. After complete registration process in The Office, applicant can access archives in The Office.
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7. If applicants have to leave The Office temporarily, archives should be kept by the relevant division, and not be taken out of The Office. Return Archives to
The Office after completion the research, and double checked by related personal before applicants leave The Office.
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8. When copying or duplicating archives, applicants should pay attention to the Copyright Act, should abide by the Copyright Act. Also, when viewing or
copying archives, The Applicants should keep archives intact, and should not engage in any of the following behaviors:
(1)bringing in food, beverage, knives, inks, correction fluid or any other things that may stain or damage archives.
(2) dismantling bounded archives.
(3) annotating, altering, changing, removing, marking or staining archives
(4) damaging or altering archives in any other waysViolators of those rules will be stopped from viewing or duplicating archives. Violators who commit a
criminal offense will be turned over to the Prosecutors Office for further investigation.
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9. Archives should only be Accessed in The Office, and should be returned on the same day. If there is a need for further Access, division in charge should
first complete the return process of archives after documenting Access details on Archives Access Receipt Form and then choose another date to release.
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10. Archives should primarily be Accessed with equipment provided by The Office. If there is a need to use The Applicants’ own portable devices, media
reading assistive devices or any other devices, the necessity should be filed with application. The use of personal devices should be approved in
advance by The Office and comply with The Office’s cyber security regulation.
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11. After complete the archives return process, The Applicant should pay a fee to The Office according to Fee Standards for viewing, hand-copying or
duplication of Archives set by National Archives Administration of National Development Council. If The Applicants need mail service of archives
copies, the division in charge should collect postage, process fee and copying fee from The Applicants, and mail archives copies with the receipt to The
Applicants.
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12! TheﬁZ Applicants should only Access archives in the area designated by The Office. The operation hours for archives Access is 8:00AM to 12:00PM and
13:30PM to 17:30PM on weekdays, except national holidays.
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13. Anything not mentioned in this direction should refer to the Archives Act and other related regulations.



