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Operating Directions for Public Access to Archives of

Taipei National Tax Administration, Ministry of Finance
(Amended via Letter of Cai-Bei-Guo-Shuei-Mi-Zih No. 0960202121 on Mar. 15, 2007.)

1. Unless otherwise prescribed by decree, all related applications for the public access to archives of TNTA (Taipei National Tax Administration, Ministry of Finance) shall follow the Operating Directions for Public Access to Archives of Taipei National Tax Administration, Ministry of Finance (hereinafter referred to as the “Directions”).

2. The scope of the application for the access to archives:

“Archives” as referred in this Directions shall mean written or non-written documents and records, including their attachments, which are kept in files and managed by TNTA.

TNTA may deny the applications for the causes according to Paragraph 2 of Article 46 of the Administrative Procedure Act, Article 18 of the Freedom of Government Information Law, or any of the following circumstances:

(1) The archives contained national confidentiality;

(2) The archives contained the criminal information;

(3) The archives contained industrial confidentiality;

(4) The archives contained the technique information and qualification reviews;

(5) The archives contained personnel management and salaries;

(6) The archives must be kept as confidential under laws or agreements;

(7) Other causes to ensure public interests or a third party’s due rights or interests.

3. How to apply:

(1)  A completed Application Form for Access to Archives of TNTA are required; or state the following matters in writing with the photocopies of related certificates:

(a) The applicant’s name, date of birth, phone number, residence/address, and ID/passport number.  If the applicant is a juridical person or other legal entity with an administrator or a representative, its name, agency, or business office, name of its administrator or representative, with their name, date of birth, phone number, and residence/address shall be specified.

(b) If the application is handled by an agent, the agent’s name, date of birth, phone number, residence/address and ID/passport number shall be specified.  If the agency is created at will, a letter of authorization shall be submitted.  If the agency is a legal agency, the relationship shall be specified.

(c) The items requested;

(d) The file name or the gist of the content;

(e) The file number;

(f) The purpose for the application;

(g) The reason to use the originals if necessary; 

(h) The date of the application.

(2) The certificate documents need to provide the following:

(a) Individual applicant: the photocopy of identification certificate document.

(b) Applicants that are profitable businesses or organizations: the documental photocopies such as identification certificate for the person in charge, registration certificate for profitable businesses, or juridical person registration certificate.  The seal of the person in charge and, a seal of profitable businesses or organizations shall also be specified.

(c) The authorized or entrusted applicant: the photocopy of the authorized representative’s identification certificate, with his seal on it.  And the original copy of the letter of authorization or entrustment.

If the application case involves personal privacy, the relationship shall be specified.

(d) Only duplicates of archives may be made available for use.  Those who need access to the originals must specify reason(s) for doing so at the time of application.

4. Application procedures:

The Documentation Section should distribute and submit the application forms to the division in charge to be processed after being registered in the Mail Room.  The same shall be executed in the branch offices or the revenue service offices in accordance with this Directions.  The division in charge includes:

(1) Head office: according to the specific division in charge.

(2) Branch offices and revenue service offices: according to the specific section in charge.

5. Reviewing procedure of the division in charge:

(1) The application case shall be examined whether it is suitable to the scope of the access to archives.

(2) An application under the preceding article does not comply with the procedures or, does not include complete information.  It shall notify the applicant to rectify within 7 days.  If the applicant fails to do so within the stated period, such application may be denied directly.

(3) If any errors have been made relation to gist of the content, file number or, etc., correction or amendment shall be required.

(4) The division in charge has the right to retrieve the files from the archivist for the applicant, and also takes the responsibility of the materials preservation until the files are returned.  Issues as risks of divulging secret, partly restrict to the public or on providing of documents, should be submitted to the supervisor of the competent authority for approval.

(5) After the application has been handled, TNTA shall inform the applicant whether the application is approved or denied in writing within 30 days by the Notice of Approval to Access TNTA Records.  Its approval notice for application should specify the file folders allowed, and the time and the location assigned.  If the application is denied, the reason(s) for denial shall reply to the applicant.  Meanwhile, the denial notice copies must also be sent to the Civil Service Ethics Office and the division that in charge of the archive management.

(6) After the approval of the application, the division in charge should get ready to make all the related duplicated records available for the applicant (except the originals are required), in the proper area before the specified day.  Original archives and limited accessed documents shall be handled separately as follows:

(a) For those documents that are detachable, the restricted part should be removed, not be showed to the applicant.

(b) For those documents that are undetachable, the restricted part should be covered, prevent from the applicant being seen.

Those above two situations should be noted on the Public Access to Records Receipt (hereinafter referred to as the “Receipt”).

6. Public access to archives:

(1) The time and the location of service:

(a) Head office: 10F, Archives Section of the Secretariat.

(b) Branch offices or revenue service offices are located at different locations.

(c) Open hours:

Monday to Friday from 9:00 a.m. to 11:30 a.m., and 2:00 p.m. to 4:30 p.m. at the head office.

Monday to Friday from 9:30 a.m. to 4:30 p.m. at the branch offices or the revenue service offices.

all offices are closed on national holidays.

(2) The applicant needs to read the records by himself within the time and the location assigned by TNTA, and also should submit the following certificate documents after being registered on the Registration Book for the Archive Reading Room:

(a) The original copy of Notice of Approval to Access TNTA Records.

(b) Individual applicant: the original copy of identification certificate document.

Applicants that are profitable businesses or organizations:

Providing the documents such as registration certificate for profitable businesses or juridical person registration certificate (photocopies of such documents should be with seals/signatures and with a note of the same as the originals–willing to take all legal liabilities if not matched to the originals).

Providing the certificate documents for the person in charge plus, representative or the administrator.

(c)The authorized or entrusted applicant: beside those previous documents, the original copies of the agent’s identification certificate and, the power of attorney also should be presented.

The applicant’s identification certificate should be ensured to be the same as the originals by both the applicant and the representative if it is a duplicated one.

After archives accessing is finished, the records need to be returned  under a care of the verification.  And the applicant’s identification certificate shall not be returned until all the relevant fees have been paid off.

(d) Those submitted certificate documents must be reviewed by the specific staff in charge, who shall accompany the applicant while he/she reads, transcribes, or duplicates the records.

(3)Those who apply to access to archives should follow TNTA’s related rules and should not conduct the following behaviors; the violators will be booked and prohibited from access to the archives according to Article 26 of the Archives Act.  Those who conduct criminal acts will be prosecuted:

(a) Add notations to, scratch off/alter, revise, delete, remove, add marks to, or contaminate the records;

(b) Dismantle file bindings;

(c) Destroy or alter the content of the records by any other methods;

(d) Carry archives away from specified reading location without permission;

(e) Cause noises, disorderly scenes, or any other disturbances.

(4) The checked-out archives must be returned on the same day.  The division in charge shall note the situation(s) on the Receipt if the using of the records can’t be done on the same day.  The records need to be returned first.  And another file retrieval with a separate application will be required.

(5) If the applicant cannot read the records on time, it is necessary for a staff in charge to make another appointment with him/her.

(6) After completion of checking and confirming exactly for the returned archives, the division in charge shall note “have been returned” on the Receipt with an applicant’s signature, and give its copy III to him/her at the same time.  The first copy of the Receipt shall be returned with the records.

7. Payments and fees transfers:

The applicant shall be charged in accordance with the Fee Standards to View, Copy, or Duplicate Archives enacted by National Archives Administration.  The same will be applied for any amendment of the stated rules.

(1) The total charge shall be based on the amount of paper used.

(2) Fees: 

After the use of the applicant, the division in charge shall write down the charge on the Details of Fees Payment for Reading, Transcribing, and Duplicating Archives.  And turn it in to the archivist to collect the fees.

(3) Payments & fees transfers:

(a) Head office: the applicant may pay the fees to the bank at the first floor of TNTA, or pay the fees to the archivist when the bank is closed.    Thereafter, the fees shall be transferred into the public treasury by the due time according to the related regulations of the Accounting Act.

(b) Branch offices or revenue service offices: the staff that in charge of the general affairs may be responsible for collecting the fees.  Thereafter, the fees shall be transferred into the public treasury by the due time according to the related regulations of the Accounting Act.

8. The archivist shall operate under the following procedures:

(1) Retrieve the records for the specific division in charge to review the content of the case according to the declaration form.

(2) Remove, or cover the limited provided content for the security of the classified records when informed.

(3) Provide the Application Form for Access to Archives of TNTA, the Receipt, the Fees Statement, and have the archive reading room prepared.

(4) Bind the Receipt and the photocopy of the Notice of Approval to Access TNTA Records for future checkings and statistics.

9. The Directions shall take effect from the date of promulgation.

The same will be applied for any amendment of the stated rules.

APPLICATION FORM FOR ACCESS TO ARCHIVES
TAIPEI NATIONAL TAX ADMINISTRATION, MINISTRY OF FINANCE
□Head Office   □Branch Offices  □Revenue Service Offices

	Name
	Date of Birth
	ID/Passport No.
	Address and Phone Number

	Applicant：

　　　　　
	
	
	Address：　　　　　　　　　　　

                    　　　　

Phone Number：(H)　                 

(O)　　　　　　　　　　　　

e-mail：　　　　　　　　　　　　　　　　　　

	· Agent：

（Relationship to the Applicant：         ）            
	
	
	Address：　　　　　　　　　　　　　　　　　　　　　　

　                             　　　　　　　　　　　　　　　　　　　　　
Phone Number：(H)　　　　　　　　　  

(O)　　　　　　　　　　　　       

	· Name of Juridical Person, Organization, Agency, or Business：　　　　　　　　　　　　　　　　　　　　　　

Address：　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　
(Please fill information of manager or agent in above column.)

	Order
	File Number
	File Name or Purpose of Content
	Items Requested

（Multiples Allowed）

Reading           Duplicating

Transcribing

	1
	
	
	　□     　　□

	2
	
	
	　□   　　　□

	3
	
	
	  □         □

	4
	
	
	  □         □

	5
	
	
	  □         □ 

	6
	
	
	  □         □

	7
	
	
	  □         □

	8
	
	
	  □         □

	9
	
	
	  □         □

	※Order　　　requires the use of original archives because:

	Purpose of Application： □Inquiry for Individual or Related Person □Research Purpose □Report In News Articles □Business Reference □Others（Please state purpose）：　　　　　　　　　　　　　　　　　　　　　　

	Seal/Signature of the Applicant：　　　          　　

※Seal/Signature of the Agent：　            　　　　

Date of Application：                          (Year/Month/Day)


Application Number：         

Instructions of Filling out the Application Form

1. Applicants are welcome to read, transcribe, and duplicate archives.

2. The mark “※” indicates more attention needed while all columns are filled out.

3. If the agency is created at will, a power of attorney shall be submitted.

If the agency is a legal agency, the photocopies of related certificates shall be submitted.  

If the application case involves personal privacy, the relationship shall be specified.

4. Profitable businesses or organizations should provide the documental photocopy of registration certificate or juridical person registration certificate.

5. Taipei National Tax Administration, Ministry of Finance (abbreviated as “TNTA”) may deny the applications for the causes according to Article 18 of the Archives Act, Paragraph 2 of Article 46 of the Administrative Procedure Act, and Article 18 of the Freedom of Government Information Law.

6. Reading, copying, or duplicating of archives need to be conducted within the approved specified time and location posted in TNTA.

7. Those applying to view, transcribe, or duplicate archives must not engage in the following activities:

(1) Add notations to, scratch off/alter, revise, delete, remove, add marks to, or contaminate the records;

(2) Dismantle file bindings;

(3) Destroy or alter the contents of the records by any other methods;

(4) Carry archives away from specified reading location without permission;

(5) Cause noises, disorderly scenes, or any other disturbances.

8. The checked-out archives must be returned on the same day. Visitors who need the service in the future of the same materials shall be escorted at the time assigned by the division in charge; otherwise a separate application will be required.

9. Fee standards for services:

(1) The applicant shall be charged in accordance with the Fee Standards to View, Copy, or Duplicate Archives enacted by National Archives Administration. The same will be applied for any amendment of the stated rules.

(2) The total charge shall be based on the amount of paper used.

10. The filled-out application form can be sent by mail to Head Office, Branch Offices, or Revenue Service Offices, of which the addresses can be found at http://www.ntat.gov.tw

The address of Head Office: No. 2, Sec. 1, Jhonghua Rd., Wanhua Dist., Taipei City, 10802, Taiwan, R. O. C.

Tel: (02) 23113711
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