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Instructions for Application for Browsing or Use of Archives

Kaohsiung Branch, Bureau of Standards, Metrology and Inspection
Ministry of Economic Affairs
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The Kaohsiung Branch under the Bureau of Standards, Metrology and Inspection, (hereinafter

referred to as this Branch), sets out these Instructions to implement Articles 17-21 of the
Archives Act and Articles 44-46 of the Administrative Procedure Law.

CHRE DR HOSRRG RTRASE (0T RERE) ) B E S

wASRY G ANE G @Fﬁ—‘ﬁ’;\ﬂﬁg)’@——éﬁfr.ﬁz@ugg v e AN

%J?K%?@i A ’EL/\ B2 ko

Applications shall be made in written to this Branch for browsing, copying, photocopying or
photographing related documents or files (hereinafter referred to as browsing archives). The
unit responsible for accepting applications shall inform those that do not make written
applications to do so. A reading room is available at this Branch for browsing archives.
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When making applications for browsing archives, an applicant shall provide personal
identification documents and fill out the application forms on a case-by-case basis. The
application form shall require the following information: date of application, subject of
application, name, identification number, address and telephone number of the applicant,
relationship with the subject case, file numbers of the case, etc. A letter of authorization shall
be presented if a representative of the applicant would browse archives on his/her behalf.
Where the application is made by interested parties of a subject case, explanations shall be
stated in terms of legal implications. If the applicant requests the company of an assistant to
browse archives, the request shall be approved by this Branch and the assistant shall present
his/her identification documents. The assistant is not allowed to browse archives alone.
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On the day this Branch accepts the application for browsing archives, the person in charge of

the reading room shall forward the application to the responsible unit, which shall, after
approval of the application, designate a date and place of browsing archives and inform the
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applicant accordingly within 30 days. Where the requested documents or files are not yet
complete or under amendment or there are good causes, the date may be designated after
completion of the documents or files and the reason of such delay shall be notified to the
applicant.
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An appllcant shall prepare the approval and identification documents and shall arrive at the
reading room at the designated time. The applicant, after submitting his/her identification
documents, which shall be verified by the person from the responsible unit in charge of the
archives (hereinafter referred to as the responsible person of this Branch), may be given the
requested archives for browsing after signing the register. The applicant may leave the reading
room after returning the archives to the responsible person of this Branch, which shall verify
the correctness of the returned archives. An applicant withdraws application or is not able to be
present at the reading room at the designated time shall inform this Branch at least one day
prior to the designate time. If an applicant does not arrive at the reading room on time, this
Branch may designate another time to maintain the order of browsing archives. In principle, an
applicant shall complete the browsing archives in an hour in an application, however the
browsing duration may be extended a half-hour with good reasons and the agreement of this
Branch. An applicant may not make the same application again without good causes shown.
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An applicant shall be accompanied by the responsible person to browse archives and shall
observe the following rules:
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Files or documents are not allowed to be taken out of the reading room.
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The integrity of files or documents checked out shall be maintained without marking,
altering, replacing removing, or staining the content of the files or documents.
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Bound files or related materials shall not be unbounded; no evidence or samples may be
removed.
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Files or related materials shall not be damaged or altered.
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Materials, evidence or samples shall be maintained in its original status after reading.
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An applicant may use the support devices provided by this Branch when browsing
archives. If additional devices are needed, an applicant shall note them on the
application and may use them after approval by this Branch.
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An applicant shall follow the instructions of the staff of the responsible unit and avoid
making noises, eating or drinking, smoking, damaging the environment or other
disruptive behaviors.
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This Branch shall record or photograph the whole process of browsing archives. Recording of
other processes, such as statements made, appeals or application, may be decided by the
responsible person of this Branch depending on the nature of cases. Where an applicant, his
representative or assistant violates the requirements of the first paragraph, the responsible
person of this Branch may suspend their browsing and take appropriate actions. Where

violations of subparagraphs 2-4 of the first paragraph involve criminal behavior, it shall be
forwarded to the court.
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This Branch in accordance with Paragraph 1, Article 52 of the Administrative Procedure Law

may charge copying fees for applications for browsing archives made by the public. The fees

for copying files or related materials shall be NT$2.00 for each piece of B5- or A4-size paper
and NT$3.00 for B4- or A3-size paper.
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This Branch in accordance with Paragraph 2, Article 46 of the Administrative Procedure Law
may reject applications for browsing the following files or documents under the following
circumstances:
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Drafts or other preparatory documents before administrative decision;
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Matters involve national defense, military, diplomacy or other types of government
classified information and are deemed necessary to remain confidential as stipulated by
regulations;
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Matters involve individual privacy, occupational secrets, and business secrets, as
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deemed necessary to remain confidential as stipulated by regulations;
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Possibilities of infringing rights of the third parties; or
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Possibilities of interfering significantly social security, public safety or the operation of
other engagements for public interests.
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Where part of the documents mentioned in subparagraphs 2 and 3 is deemed not necessary to
remain confidential, applications for browsing such documents shall be granted.

e FAMRESE  BRE RN MR R 2 CRAPRE RPEL S BT
18 0 RPEH oRPEA ){%;‘H_F/A} AR 2iRe ‘_:%—A o
An applicant after finishing reading the materials shall return the files or related documents to

the responsible person of this Branch, which shall verify the correctness of materials and return
the identification documents to the applicant.
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Information obtained via these Instructions shall be referenced only for the subject case, and
not to be used for other purposes.
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