Application Form for Document Access 
Amended in January of 2015
	Official Document Number
(Inbound or Outbound number)
	
	Application Date
	

	File Name
	

	Retrieval Mode
	□ Reading  □ Replication
□ Borrowing(Reason：＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿＿）
□ Replication via email:_______________________________

□ Replication via fax (Fax:_________________)□others___________

	Applicant Unit
	
	Case Handling Unit
(Specify when the Applicant Unit is not the Case Handling Unit)
	

	Signature by the Applicant
Contact Phone Number
	
	Signature by the Case Handler 
(Required when the Applicant Unit is not the Case Handling Unit)
	

	Signature by the Second-Level Director of the
Applicant Unit
	
	Signature by the Second-Level Director of the Case Handling Unit
(Required when the Applicant Unit is not the Case Handling Unit)
	

	Signature by the First-Level Director of the
Applicant Unit
	
	Signature by the First-Level Director of the Case Handling Unit
(Required when the Applicant Unit is not the Case Handling Unit)
	

	Signature to Confirm Receipt of the Document
Date of Receipt
	

	 Signature by the Archive Manager 
Date of Retrieval 
	
	Signature by the Archive Manager 
Date of Return
	


Please send the approved application to Documentation Division for file retrieval.

1. Principles regulating access to the archives are as followed:
a. Access to documents of the applicant’s own unit must be approved by the director.
b. Access to documents of the other units than the applicant’s own must be approved by the director of the case handling unit or by the common supervisor.

c. The President, Vice Presidents and Secretary General have access to all documents.
2. In principle, the applicant should read and replicate the retrieved file at the Archives Room.  The applicant who needs to carry the original of a file away should specify the reasons on the application form, along with the approval of the unit director or a superior official as well as the consent of the Documentation Division. 

3. The original of a retrieved file should be handled with caution. If it is lost, lent, torn, defaced, adulterated, altered, replaced, detracted, added on or marked so that the orginal is destroyed or  the file content is changed, violators will face penalty and should assume the consequences.
4. The term of loaning the original of a file is 10 workdays.  If one needs to continue the loan of the files when the term expires, the file holder should apply for an extension of the deadline.  The applications of deadline extension are limited to three times, and each extension allows 10 more days.

5. The Documentation Division may recall the loaned files at any time for urgent official needs.  The holder of the retrieved file must not reject the request and violators will be punished.
The records of file retrieval applications should be preserved untill the related files are destroyed or transferred, according to the provision stated in the official decree of No. (Tai-General 4) 0940044373, issued by the Ministry of Education on April 6th, 2005. 

