The State Regional Archives in Zamrsk
File number: SOA-891/ZA-2009

RESEARCH REGULATIONS

The Research Regulations of the State Regionaliveshn Zamrsk issued on the basis § 36 lettefa) o
the law No. 499/2004 about keeping archives andimientary service and about a change of several
laws:

Clause 1
Basic Instructions

(1) Studying of public records is possible onlyeafperforming conditions determined in the law
and in specified rooms (further ,the research ropmpplicants for studying (further ,the researcher
are not allowed to enter the rooms where the pubtiords are deposited.

(2) The researcher writes his name in a book aforsin the research room where he mentions
date of visit, his name, surname, the purposesif and signature.

(3) The researcher fills in the research form & tbesearch room which is also an application for
studying public records. The researcher provesdeistity by the identity card or by the passportgr
another personal document to the archivist appoitbethe research room (further ,attendant in the
research room“) who controls validity of data stlaie the research form. The attendant in the rekear
room fills the research form in the case of thectetmic research form in researcher’s presence who
checks up all data and signs the research form @fitging. The researcher fills in the new resbdorm
every calendar year when he studies the publiadscand at any change of the purpose of studyireg or
the change of the theme of studying.

(4) If the researcher is not able to prove his iy the identity card, by the passport or by
another personal document to the attendant in éeearch room, the study of public records will be
denied to him.

(5) The researcher fills the application form fottprg forward the records, he mentions his name,
surname, name of archival aid, number of a boxentery number, book number or folio he asks for
study, he writes a date and signs the applicatom fThe researcher can send preliminary his réegpns
by means of distant access (internet, fax or taeph If the requisition sent by means of distatteas
does not include all demanded data or the fornanatif the requisition for putting forward records i
unclear, inaccurate or unrealistic, this applicai® considered as informative and noncommitalhSarc
application can be discharged in adequate ternr afking accurate when the researcher visits the
archives. He fills the application form, he writedlate and signs it. The application form will begd to
the research form and it becomes a part of therelsdéorm.

(6) The researcher puts off a coat, a luggage #mel things into an assegned case in a vestibule
before he enters a research room. The researchentar the research room only with a pen, a pencil
free sheets of paper without a folder and a redexdce, it is a camera, scanner or laptop withocase.

The researcher sets forward his things after finghhe study for the purpose of finding he does no
carry away public records from the research rooe €bpecially opens a laptop, a scanner, he puts
forward sheets of paper). The researcher sets fdrarmrequest for control also before startinggtuely

in the research room the things he takes with loirthé research room. Persons who are soiled orunde
the influence of alcohol, drugs or armed persoasat allowed to enter the research room.



(7) Itis necessary to keep quiet in the reseamomy it is not allowed to smoke, eat, drink and to
phone here. The researcher switches off the dewibssound signals which he brings to the research
room.

(8) Office hours of the research room are on Mondag Wednesday 8.00 - 17.00 hours, on
Tuesday and Thursday 8.00 - 15.00 hours. The dreftthe archives sets down a contingent resbricti
of office hours in the research room.

(9) In case that all study places are occupiednéxt researcher can enter the research room when
some of places will be free.

Clause 2

(1) During the research work the researcher igedlito follow the instructions of the attendant in
the research room. The attendant can ask the cbggdanp use only an ordinary carbon pencil of maedd|
hardness for making excerpts and notices from skimés of public records. The attendant in the
research room is not obliged to help the researcheyad the text of the records, to translatata bther
languages, to explain historical realia relatedublic records.

(2) During the research work the researcher spamely the records. It is not allowed to use the
records as writing pads, to copy directly out ath to underline in them, to scratch or insertient or
to use them in other way or for other purpose floarstudying. If the researcher physically dematipes
public records, the study of records will immediatienied to him.

(3) The researcher must not take public records fitte research room without a permission of an
attendant in the research room. If the researdkastany record from the research room, he mushfin
the study of public records.

(4) Only one person can study the public recordeeatame time and that is the researcher into his
research form the put forward records were insdtifde attendant in the research room can in well-
founded cases permit more persons to look intordscat the same time (e.g. pedagogic reasons,
excursions).

(5) The public records and their study reprodudctiane put forward to the researcher in time-
limits, in total quantity and in quantity for onasking day according to operational conditions and
technical possibilities of the archives with regawdhe importance and the aim of the study. Thaipu
records are put forward at the most in quantitysiaf study units (books, cartons, maps, etc.) fag on
visiting day, study reproductions of records onnofidms at the most in quantity of twenty microfigm
for one visiting day. The director of the archivas give an exception to assumed quantity of record
study reproductions on the basis of the previousivaied written application of the researcher which
will involve an exact number of required study srof the records or study reproductions for theaesh
work. We put forward always only such a quantityre€ords, number and state of which after giving
back the attendant in the research room can cowfitbbut problems. If the study reproductions are
made, they are put forward to the researcher idstégublic records. The records of the Collectadn
the parish registers of the East-Bohemian Reglwn Qollection of the land books of the East-Bohemia
Region and study reproductions on microfilms are fpawvard within half an hour, records from other
aids and collections put in depots in Zamrsk andtbildice are put forward on the basis of an agreeme
with the attendant in the research room accordingctual operational conditions. In the same day th
records and study reproductions are only put fodwenich the researcher required till 13.30 hourghke
time of a pause for a lunch from 12.00 to 13.00r&dar the attendants in the research room therdsco
or study reproductions are not put forward.

(6) The archives do not reserve the researcherdgdn the research room if the researcher does
not begin the study of the records up to 30 caleddgs from the negotiated day for their puttingyvard
or he interrupts the research for the time longp@ant30 days. The public records are reserved to the



researcher for the necessary time of studyindhdfresearcher does not study reserved recordsarggul
and he does not give back the records, the reevedeeserved for three months from the date whey th
were set forward. After lapse of time it is possity prolong the reservation for the next perio@ asle
till the end of the calendar year. When the studgrolonged, we pay regard if next researchers teant
study the records.

(7) The archives enable another researcher to shedsecords than is the researcher who asked to
study the records as the first if the researchemmom they were reserved as the first, agreesttigat
second researcher can study the records. The aschiso enable another researcher to study thedseco
if each of these researchers demonstrably studgesetords for the other purpose or each of thediest
the other theme. In case that two or more reseerahent to study at the same time, the archiveblena
to study these records only the researcher to wihennecords were reserved as the first. The direxto
archives decides in contentious cases.

Clause 3

(1) If the fixed conditions are fulfiled in the ech room (to keep quiet, not to use a flash)ifind
other researchers are not disturbed, it is possiblese a reproduction device to make reproductains
records for the personal study use of the reseawsiig with the approval of the attendant in thee@ch
room. The agreement is expressed with a signafureeavritten application filled by the researchEne
form of the application is an enclosure of modedeggch regulations. The protection of contingent
property rights and copyrights and related rightsat endangered.

(2) The researcher leaves his place in the reseaosh in order after the research work. He does
not leave the excerpts, notices and other thingisemesearch room but he takes them away.

(3) After every research work the researcher hastton the records in the quantity and the state
in which they were put forward to him. The demageescords will mean that the permission to studl wi
be finished to the researcher.

(4) The attendant in the research room is obligedontrol quantity and state of the records what
the researcher gave back and to confirm by hisasigea in the research form the regular giving back
before the researcher leaves the research room.

(5) The researcher uses information obtained froenrecords only to the purpose stated in the
research form. Everybody is obliged to write in sloeentific or other works the name of the archj\the
used public records and numbers of books and caxornventory numbers of records (archival data)
from which he gathered.

(6) If the researcher published a work for which used the public records deposited in the
archives, he sends the appurtenant archives a (@gy edition of records). If he gathered from the
records deposited in more archives, he sends thished work only to the archives from their record
he gathered most; he reports the other archivdo@ibphic data about the published work or he send
the work in electronic way in PDF format.

Clause 4
Using archival inventories
(1) The archives enable the researchers to loakdhnival inventories.
(2) The archival inventories which are put forwérd studying if are not official works are treated

as literary works if they fulfil conditions of pmttion according to the copyright (e.g. introductido the
inventories).



Clause 5
Making reproductions of therecords

The archives give the reproductions of the puldicords from the records which the researcher
studies or needs for official purposes or his owsrks stated in a research form in depence on the
contingent approval of the owner of the recordegiin advance or on the protection of the contihgen
copyright and related rights. The reproductionstie records are given in depence on operational
conditions and technical possibilities of the aveli about which the attendant in the research room
informs the researcher. Reproductions of the recphysical state of which is bad are not given.

Clause 6
L ending of the public recordsfor the purpose of the study outside the ar chives

(1) The director of the archives permits exceptilgrthe lending of the originals of the records to
study to the other archives than they are depositethe basis of the previous written applicatiathw
regard to the sense, purpose and circumstancéegiofusing, the safety of transport and the ensara
the protection of public records in the place anhperary deposition and with regard to the costs
connected with it. It is not possible to send thbl records by post but the appointed archivestlsy
the director of the archives which lend the recdrdssfers them under conditions agreed beforehand.

(2) The director of the archives allows exceptigndhe lending of the originals of the records
outside the archives and under conditions accoriinige paragraph 1 only to the owner or the oatgin
of records and the state authority, the self-gawemt authority and the persons who are justifiefbod
into documents under the special instruction if pligpose of study demands it for the reason tooparf
an official function. It is not possible to refuselend the originals of documents to the originatde
deposited the documents in the archives on thesitepontract or on the donative contract or on the
contract of purchase and he stipulated the lendlipcuments in the contract.

(3) If the record deposited in the public archiv@sot in the ownership of the Czech Republic,
juristic person established by law or the self-goweent, the written approval of the owner is neagss
for the lending of the record.

(4) When the records are lent, the archives arngedbito write out to a person to whom the records
are lent a declaration involving:

a) the exact list of lent public records,

b) the purpose of the lending,

c) the date of the lending and the time-limit of tiving back the records,

d) the name, surname and the permanent addrelse pétson to whom the records are lent according
to the identity card, if it is a natural person or

e) in case of the juristic person a residence efpirson to whom the records are lent and the name,
the surname of the person appointed by him and

f)  the signature of the person to whom the recamdslent or the person appointed by him and the
official seal of this person (to whom the records lent) if he is a juristic person.

(5) The lent records are to be written in the sgdmook of lendings in the archives.
(6) If the person to whom the records are lentgjinet back the lent records in agreed time-limit

and he does not agree on prolongation of the timig;Inext demanded documents will not lent to him
till he gives back the lent documents.



(7) When the records lent for the study to the o#rehives are given back, these archives are
obliged to pass to the State Regional Archivesamiik a copy of a research form and a documenttabou
the records put forward and given back.

Clause 7
Using thelibrary of thearchives

The researcher can use books, magazines and nexspéphe library of the archives in connexion
with his study theme and in its range. The studgguef books, magazines and newspapers of theyibra
of the archives follows the lending rules which theector of the archives issues.

Clause 8
Excursion to the archives

The visitors taking part in the excursion writeith@ames in the book of visitors of the research
room. The director of the archives permits the arde to the other rooms of the archives than to the
research room and it is realized only in the gusgaof the archivist appointed by the director.

Clause 9

Payment for servicesrendered to the resear chersand reproduction fees

(1) Payment for services rendered by the archiveshe request of researchers and payment of
reproduction fees are fixed by the price list alvgges and reproduction fees valid in public arelsiv

(2) The price list of services and reproductionsfelid in public archives is available to the
researchers for looking in the research room oftichives and by means of distant access.

(3) The archives do not make genealogical resdarabperational reasons.

Clause 10
Final instructions

(1) If the researcher breaks any of the basic rgiesn by the Research Regulations, he may be
prevented in further studying the public recordsherpermission given to him may be cancelled.

(2) The previous Research Regulations are cancelled

(3) These Research Regulations come into forcéulgt2009.

Zamrsk on 30 June 2009

Petr Zimmermann, prom. hist.
Director of the State Regional
Archives in Zamrsk



