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Instructions for Applying for Archives Access at the Xitun District

Household Registration Office, Taichung City
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®F Amended on July 3, 114th year of the Republic of China
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1. The Xitun District Household Registration Office of Taichung City (hereinafter
referred to as "the Office") has Amended this instrutions to handle matters
related to the archives under the Archives Act, providing services such as

consultation, viewing, copying, and duplicating of archive application

information.
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2. To request viewing copying, and duplicating of the files (hereinafter referred to
as "Archives Access"), an application form or a written statement specifying the
required information and reasons should be submitted to the office. If an proxy
is appointed, a power of attorney should be submitted, along with copies of
relevant supporting documents.
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3. After accepting an application, the competent authority shall check whether
the application complies with regulations and notify the applicant or the proxy
(hereinafter referred to as the applicant) in writing of the approval or rejection
result within 30 days from the date of acceptance. If there are any non-
compliance procedures or incomplete materials, the applicant shall be notified

to make corrections within 7 days. If the corrections are not made or cannot be



made within the time limit, the application may be rejected; if the applicant
has made corrections, the 30-day period for rejection shall be calculated from
the date the applicant makes the corrections.
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4. After accepting an application for archive access, the competent authority will
issue a notice of approval or rejection, a list to the applicant to determine
whether the file content is suitable for use.
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5. If a file whose use is agreed upon has circumstances requiring restriction of
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disclosure or provision, the principle of separation should be adopted, removing
the parts that cannot be disclosed or provided, and disclosing or providing the
remaining parts.
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6. When applying for the files at this office, the applicant must first present the
"Notification of File Application" and identification documents, and complete
the registration process before the files can be used.
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7. 1f an applicant needs to leave temporarily, they should hand over their files to
the competent authority for safekeeping and must not take them out. After use,
the files should be returned and counted before leaving.
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8. When copying or reproducing archives, copyright matters shall be handled in

accordance with the Copyright Act and its related regulations. Furthermore,



when viewing or copying archives, the integrity of the archival materials must be
maintained, and the following actions are prohibited:

(i) Bringing food, beverages, razor blades, ink, correction fluid, or other items that

may easily soil or damage the archives.

(ii) Disassembling archives that have already been bound.

(iii) Adding annotations, altering, replacing, removing, marking, or defacing

archives.

(iv) Damaging archives or altering their contents by other means.
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9. All use of the archives must be carried out within this office and they must be
returned on the same day. If there is a need for continued use, the competent
department should first note the use details on the archive use receipt form,
then process the return of the archives, and use them again on a later date.
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10. When using the files of this firm, the use of the equipment provided by this
firm shall be the principle. If it is necessary to use your own portable computer,
media, auxiliary reading device or other equipment, you shall specify this in
the application and may use it only after obtaining permission. The use of such
equipment shall comply with the relevant information security regulations of
this firm.
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11. After the applicant has finished using the archives and returned them, they

should pay the fees to this office in accordance with the fee standards for
viewing, copying and duplicating archives set by the Archives Administration
Bureau of the National Development Council. If the applicant needs to provide

archive copying and mailing services, the competent department should first



collect the postage, processing fees and copying fees paid by the applicant, and
then send the archive copy along with the receipt to the applicant.
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12. Applicants should access their files at the location designated by our office. File
access hours are Monday to Friday, 8:00 AM to 12:00 PM and 1:30 PM to 5:30
PM, excluding public holidays and national holidays.
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13. For matters not covered in this notice, the Archives Law and other relevant

regulations shall apply.



