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Application Procedure To Access University Archives
National Quemoy University

June 06, 2012
Adopted at 4" Administrative Meeting in 2012’ academic year

1. National Quemoy University (hereafter referred to as “NQU”) hereby stipulates these key points for handling the
procedures of application for reading, transcribing or duplicating archives of NQU (hereinafter referred to as “archives

access”) specified in Article 17 of the Archival Law.

2. NQU provides the duplications principally for archives access, any person to use the original shall state the reason clearly
in the application form (appendix 1) and sign the affidavit (appendix 2), and send them to NQU personally or by written

communication for verification and handling.

3. Any improper applications for archives access shall be rejected by NQU in accordance to Article 18 of the Archival Law,
or Item 2, Article 46 of the Administrative Process Law or Item 1, Article 18 of the Access To Government Information

Law.

4. Valid identification paper containing applicant’s photograph is required when applying for archives access, any person
cannot handle personally shall consign others to handle it and prepare a letter of appointment (appendix 3), legal

representatives shall handle it for the persons under legal age.

5. The Record Section of NQU and responsible sections verify the application for archives access according to the law after
the application form is registered and make a decision of approval or rejection, and notify the applicant in writing within
30 days. The applicant does not conform to application procedure for utilization or has insufficient essentials shall add and
correct within 7 days since receiving notification, any person who does not or is not able to add and correct by the end of
this period, his application shall be rejected; for those who update their application, it shall be recalculated as of the date of

the submission of the updated materials.

6. In case any archives is too old to be utilized, if necessary, NQU has to reject the application in order to maintain the public
interest or the third party’s legitimate rights and interests according to Subclass 7, Article 18 of the Archival Law, and the
Record Section of NQU shall remark on the notification (appendix 4), the archives shall not be utilized until repair and

maintenance works are finished.

7. The application for archives access shall be submitted to the corresponding sections for verification which shall be done
within 5 working days, any case as provided for in Point 3 of the present Application Procedures, it is required to write

down a clear explanation in the verification form and notify the Record Section of NQU.

8. In case the staff of corresponding section needs to borrow or read the original archives for verifying the application for
archives access, he shall fill in the archives transferring form (appendix 5)and complete following procedures before
submit an application to the Record Section of NQU:

(1) As to the archives borrowed by the employee of NQU for job-related purpose, the archives transferring form shall be
approved by the director of this section.

(2) As to the archives borrowed by the employee of NQU not for job-related purpose, the archives transferring form shall
be approved and sealed by the director of this section and agreed by the director of corresponding sections or
approved by the director of authority and responsibility of NQU.

(3) When other sections borrow or transfer archives according to the law, the corresponding sections shall fill in the
archives transferring form based on the incoming letter after received approval from the director of authority and

responsibility of NQU. But the applicants use on-line image documents within limits of authority are excluded.



10.

11.

12.

13.

14.

15.

16.

(4) The applicant shall come to NQU to utilize archives within 30 days as of the date of receiving notification of approval
and contact the staff in charge of the Record Section of NQU in advance for preparation; the applicant shall show the
notification of approval and identification paper containing applicant’s photograph or letter of appointment to the staff
in charge of the Record Section of NQU for inspection and utilize archives at the appointed place, and fill in the

affidavit and registration form of the reading room before entering.

The applicant shall come to NQU to utilize archives within 30 days as of the date of receiving notification of approval
(appendix 6) and contact the staff in charge of the Record Section of NQU in advance for preparation; the applicant shall
show the notification of approval and identification paper containing applicant’s photograph or letter of appointment to the
staff in charge of the Record Section of NQU for inspection and utilize archives at the appointed place, and fill in the

affidavit and registration form of the reading room (appendix 7) before entering.

If the documents was classified and has access restrictions, the un-restricted portion shall be handled according to the
following:

(1) As to the detachable archives, remove the restricted part before utilization.

(2) As to the non-detachable archives, conceal or cover the restricted part properly and duplicate it before utilization.

The Record Section of NQU shall remark on the acknowledged note (appendix 8) for archives access about the part

removed, concealed or covered and notify the applicant.

The archives inspected shall not be taken away from the appointed reading place and shall be returned on the same day; in
case the inspection is not finished on the same day, the staff of Record Section of NQU shall remark inspection status on
the acknowledged note for archives access and return the archives, and arrange a date with the applicant to continue the

inspection.

When the inspection is finished, the staff of Record Section of NQU shall check the archives returned for any damage; if
damage is found, remarks shall be made on the acknowledged note for archives access, and handle it according to Article
26 of the Archival Law and related stipulations. The applicant’s ID card will be returned upon receipt of the documents he

or she has examined.

The applicant shall pay the charges to the Cashier Section of NQU after returned the archives based on the charging
standards of archives reading, transcribing and duplicating made by the Archives Administration (appendix 9) ; as to the
person needs mailing service, the mailing cost is calculated based on the actual expenses, and a handling charge of NT$50
is added per request. The Cashier Section of NQU issues receipt for the former charge, and the applicant receives the

duplication of archives and identification paper from the staff of Record Section of NQU by showing his receipt.

The office hours for archives access of NQU is from Monday to Friday (excluding legal holidays and national holidays), 9
a.m. to 12 a.m., and 2 p.m. to 5 p.m., additional announcement would be released in case the office has to be closed for

special reasons.
The rules regarding an application for documents must be established and their provisions followed.

This Procedure shall go into effect after adopted at the Administrative Meeting and approved by the President of NQU,

any amendment..
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