191
DECREE
of 23 June 209
on Details of Records Management

The Ministry of the Interior lays down pursuantSection 86 of Act No. 499/2004 Coll. on

the Archives and Records Management and on thedment to some other acts, as amended
by Act No. 190/2009 Coll. (hereinafter referrecat"the Act”), to implement Section 9 (2),
Section 13 (5) and Section 70 (1) of the Act tHWing Decree

Section
Scope of Application

This Decree lays down details for the performarfaecords management relating to the
creators of records who shall be understood foptlrpose of the Decree to be designated
agencie§ municipalities which are not designated agencigganisational units of self-
governing units, and legal persons establishedwrded by regional and local authorities in
the scope in which they execute records managefherginafter referred to as an “agency”).

Capture of Records
Section 2

(1) Delivered records shall be received at thegldesignated for such capture by
another legal regulatiéror by the agency (hereinafter referred to as gistey”). A record
delivered to an agency outside the relevant rgg@sta record created on the basis of an oral
statement shall be delivered, without undue detathe registry, unless otherwise stipulated
herein. Records, subject to records under Sect(@), 3hall not be delivered to the registry.

(2) Itis not required to register records notihgwan official nature. The agency shall
stipulate the features of such records in theiroRixManagement Rules. If an agency does
not issue Records Management Rukgh features shall be defined by another internal
provision regulating the performance of records ag@ment.

Section 3

! Section 63 (1) of Act No. 499/2004 Coll. on arasiand performance of records management and on
amendment to some other acts, as amended by A&9962009 Coll.

For example Section 11 (3) of Act No. 227/2000 Cati electronic signature and amending some ottter a
(the Act on Electronic Signature); and Section RofiDecree No. 496/2004 Coll. on electronic reigst

® Section 66 of Act No. 499/2004 Coll.



(1) The agency shall furnish a delivered analogaend or its envelope with a delivery
stamp or with any other technological means medtiegequirements for a delivery stamp
under Section 5 (5). If analogue records are dedtveutside the registry or if they are created
on the basis of an oral statement the agency stsadl,rule, furnish them with the delivery
stamp or with any other technological means ord#te of delivery.

(2) The envelope for an analogue record shalllways kept with the record if
a) the record is, in compliance with another legaltatjor’, delivered as strictly private;

b) itis necessary to determine when the record wigeded to the post office to be sent or
when it was delivered to the agency in any othenmag or

c) the data on the envelope is decisive for deterrgitiie address of the sender.

(3) If the address on a delivered envelope coimgian analogue record states first the
name, or names, and the surname of a natural pre@mvelope shall be handed over,
closed, to the addressee or to the person destghgtseuch addressee. If, after opening an
envelope containing an analogue record deliverdiindher, the addressee finds out that the
record is of an official nature the addressee gbetwith arrange for additional marking and
registering of the record. The same applies todainessee who receives via his/her e-mail a
digital record of an official nature.

Section 4

(1) If a digital record is furnished with a guateed electronic signature established on
the basis of a qualified certificate issued by ecredited provider of certifying services
(hereinafter referred to as a “advanced electrsigicature”), or with an electronic mark
established on the basis of an qualified systertificate issued by an accredited provider of
certifying service(hereinafter referred to as “advanced electrorack) or with an
qualified time stamf the agency shall verify their validity using th@cedure laid down in
another legal regulati8rif such data cannot be used from records purdograragraph 2.

(2) If records are delivered via an electroniasty the records of the data concerning
the results of verification of the validity of aajified electronic signature and qualified
electronic mark under another legal regulatioray be used for the performance of records
management in the electronic system of records geamant.

(3) A delivered digital record shall always be dtextto determine whether it contains
an incorrect data format, or a computer programinielwcould damage the software of the
agency or information processed by the agency hather it could misuse information
(hereinafter referred to as “malicious code”). talicious code is detected the digital record
containing the wrong data format or encompassiotyé information which can be safely
used by the agency in relation to further procegsirthe record and which the agency may

* For example Act No. 99/1963 Coll., the Code ofifrocedure, as amended, Act No. 141/1961 Cbi, t
Code of Criminal Procedure, as amended, Act No/Zt, the Code of Administrative Procedure, asrated
® Section 2 (b) of Act No. 227/2000 Coll. as amended\ct 440/2004 Coll.

® Section 2 (c) of Act No. 227/2000 Coll. as amenbigd\ct 440/2004 Coll.

" Section 2 (r) of Act No. 227/2000 Coll. as amenbgdict 440/2004 Coll.

8 Section 2 (6) (b) to (e) of Decree No. 496/2004.Co

° Section 2 (9) of Decree No. 496/2004 Coll.



safely save outside the electronic registry shakbdwved by the agency to a special storage
place. The agency must not save other records ichwhalicious code was detected but must
destroy them. In such a case the digital recortl Bhaleemed not to have been delivered.

(4) If an agency is able to discern from the dilgiecord containing malicious code the
electronic address then the agency shall forthinittrm the sender thereof or shall inform
the sender on destroying the record and shall gpecther procedure for delivering an
uncorrupted record. The agency shall make spestakds regarding receiving any record
containing malicious code and regarding providimigimation thereof to the sender.

(5) The agency shall attach to the verified redbedresult of the verification of validity
of the electronic signature, qualified electroniarknor qualified time stamp.

(6) If verification pursuant to paragraphs 1 anat@ves that the electronic signature,
qualified electronic mark or qualified time stansgnvalid the agency shall inform the sender
thereof provided that such invalidity could havgdkeconsequences for further record
processing.

(7) A delivered digital record not containing neadus code shall be, without changes,
saved in the relevant storage place for deliveetd thessages and shall be added to the
electronic system of records management and mavkbdan unambiguous indicator.

Section 5
Record Marking

(1) An electronic system of records managemeunsésl to mark digital records of the
agency, analogue records are marked within thetrggyf the agency.

(2) If an agency carries out records managemeuntrehically, register of analogue
records may form part thereof.

(3) If an agency performs records managementrel@cally

a) delivered records or digital records created byailpency shall be furnished by an
unambiguous identifier; such unambiguous identsteaill encompass, in particular,
reference to an agency or an abbreviation of ageée to an agency, either as a
numerical code or as an alphanumerical code ocdude;

b) digital records delivered to an agency on data ensdall be forwarded to the electronic
registry to be saved in the storage place of dedivelata messages and shall be added to
the electronic system of records management;

c) delivered analogue records, the nature of whiclblesaconversion, can be converted by
means of authorised conversibnor by means of any other conversion, or thecanad

10 section 22 of Act No. 300/2008 Coll. on electroaats and authorised conversion of records



record shall be converted into a digital re¢dre newly created record shall be furnished
with an unambiguous identifier.

(4) If agencies perform records management iridira of hard copies they

a) shall furnish delivered analogue records and/ar #re/elope on the day of delivery with
a date stamp or by using any other technologiesns pursuant to Section 3 (1); if an
analogue record is not delivered to the registry ibiis created on the basis of an oral
statement the agency shall proceed pursuant to8et{1);

b) shall furnish analogue records with a referenceberor a file number from the special
record register;

c) a digital record shall be converted by means diaiged conversidfl, or by means of
any other conversion into an analogue record,dgi#al record shall be converted into
an analogue recofq an analogue record shall be furnished with aresfee number or a
file number from the special record register antklavery stamp, or marked by any other
technological means pursuant to Section 3 (1).

(5) Delivery stamps shall include the items tacbmpleted as follows:
a) the name of the agency;

b) the record delivery date and, if stipulated by heotegal regulation, also the delivery
time;

c) the reference number or the file number from thexs record register;
d) the number of record sheets;

e) the number of analogue attachments and the nunflséeets of such attachments and/or
the number of volumes of analogue attachmentsgards attachments other than sheets
of paper the number and type of attachments skaliduded;

and technological means pursuant to Section 3(ire a similar scope of items to be
completed.

(6) When converting an analogue record into aaligecord” the final record must be
marked by the same marks as the original recorgdamd rule, be saved in the storage place
for converted records; the same procedure appleswa digital records is converted into an
analogue recofd and the final record should be marked by the saawds as the original
digital record so that an unambiguous link betwiese two records is ensured and so that it
is possible to find them both. A converted digredord shall be saved in the storage for
converted records. Details on converting recor@dd $le regulated by the Records
Management Rules; if an agency does not issue Bedtanagement RulEssuch details
shall be laid down in another internal provisiogukating the performance of records
management.

M Section 69 (4) and (7) of Act No. 499/2004 Cals,amended by Act No. 190/2009 Coll.
12 5ection 69 (4) and (6) of Act No. 499/2004 Cals,amended by Act No. 190/2009 Coll.
13 Section 2 € of Act No. 111/2009 Coll. on basicisegs



Register of Records
Section 6

(1) If delivered records which have been markeamynambiguous identifier [Section
5 (3) (a)] and records which were created by thenag are subject to records and therefore
are recorded in the register of records. A registéncoming and/or outgoing mail and other
registering tools not corresponding to the requeets pursuant to Section 7 (2) or Section 7
(4) shall not be deemed to be register under teisré&e.

(2) A basic registering tool of records manageimesintained electronically is an
electronic system of records management. When aiaing records management in the form
of hard copies, an incremental register shall basic registering tool. If required by any
other legal regulation or if stipulated by the agenmecords shall be recorded in special
record register. Special record register maintagledtronically are business applicatidhs
The agency shall specify in the Records ManageiRal#s a list of all separately used
register of records broken down according to tfen (electronic or hard copies); if the
agency does not issue Records Management Rulestlbbra list shall be laid down in
another internal provision regulating the perforecenf records management.

(3) If abbreviations are used when registeringirés, the register of records shall
encompass a list of such abbreviations with expiens.

(4) Electronic systems of records management imetuldusiness applications which
are part of the main system used in the scopeetf tlisks assigned to electronic records
management shall be compatible with requirememdsdiawn in the National Standard for
electronic records management systéms

(5) Register of records maintained as hard comgsarticular an incremental register,
shall take the form of a book created from boundi mimmbered sheets of forms, marked with
the name of the agency for whom it is maintainkd,yiear during which it is used, and the
number of sheets. The records shall be protectaithstgheft, loss, modification,
unauthorised or accidental access, destructiomauthorised data processing as well as from
other abuse. Records written on hard copies shatitelligible, well arranged, and legible
and made in a manner guaranteeing their durabifiyang records shall be nullified in a
manner guaranteeing the legibility of the recorftisrauch nullification. If necessary, a
wrong record shall be completed by a correct rec®uth correction shall be furnished with
the date, name and/or names, surname and thewsigédithe natural person who made such
correction. Services corrections and identificatidipersons who made such corrections shall
be processed automatically in the electronic systeragistering in the manner stipulated in
the National Standard for electronic records mamesgg systems.

Section 7

(1) If arecord is recorded in one type of registierecords and is transferred to another
type of register, the primary record shall be teated by a note on transferring the record,
including the new register number of the record.

(2) The following data shall be maintained regagdine record in the incremental
register or in the electronic system of records aga@ment:

14 Section 70 (2) of Act No. 499/2004 Coll., as anezhby Act No. 190/2009 Coll.



a) the sequence number of the record under whichréasrded in the register of records
(hereinafter referred to as a “sequence number”);

b) the date on which the record was delivered to ¢femey or the date on which the record
was created by the agency; the date of creatidhdggency means the date on which
such record was recorded in the registers. As dsgadelivered digital record, the date
of delivery shall be the date on which the recagddme accessible in the electronic
registry" or the date on which a natural person loggedtmadata box of the natural or
legal person who is authorised, with respect tthbiscompetence, to access the
delivered recortf, or the date on which the record was delivereti¢adata box of a
public authority.

c) the address of the sender; if it is a record ctelbyethe agency, the word “Own” shall be
written;

d) the reference number of the sender or register pufndm the special record register, if
the record is furnished with either,

e) the number of analogue attachments and the nunfilsbeets and/or files of such
attachments; as regards attachments other thats sifgeaper, the number and type of
these shall also be included;

f) a brief summary of the content of the record (stilbjeatter, issue)

g) denotation of the unit of the agency which was oesjble for processing the record; if
the agency authorised a natural person to probes®tord then his/her name and/or
names and surname shall be added;

h) the manner of processing the record, the addretbe @ddressee, the sending date, the
number of sheets if it is an analogue record, tiraber of analogue attachments and the
number of sheets and/or files of such attachmastsegards attachments other than
sheets of paper, the number and type of shalldeaded; with regard to digital records,
the number of attachments;

i) the classification code, retention mark and retengieriod of the record concerned or the
year in which the record is included in the ap@igsocess,

]) the unambiguous identifier of a digital recordhe case of records of digital records in
the electronic system of records management.

(3) The numerical series in register of recordsl start by numeral one and shall be,
under all circumstances, composed of positive erefpllowing each other without any
interruption. The numerical series shall be maetd from the first calendar day of the time
period which the agency specifies for maintainimg numerical series in register of records
(hereinafter referred to as “specified time perjod’he specified time period shall be
determined prior to register of records were congrdnThe register of records maintained
electronically must not enable a record of the megister with a sequence number which has
been already allocated within the specified timegaeor a record of a register whose records
belong to the following specified time period torbade. As regards hard copy register the
empty lines under the last record at the end optge shall be crossed out and the date of the

15 Section 2 (1) of Decree No. 496/2004 Coll.
16 Section 17 (3) of Act No. 300/2008 Coll.



last record and the last sequence number shalladih a note shall be stated in the following
wording: “Closed on ... with the sequence numbgihe note shall be completed by the
name and/or names and surname and the signattire wtural person authorised for records
management.

(4) In special record register either as hard ®preas electronic data, in particular the
data pursuant to paragraph 2 (a), (b), (c), (i) afd (j) shall be maintained.

Section 8
Reference Number and Register Number from Special Record Register

(1) A record registered in register of records lsbalmarked by a reference number.
The reference number shall always include the @iootor an abbreviation of the denotation
of the agency, the sequence number and the sgktifie period which is, as a rule, a
calendar year and/or the name or an abbreviatitineafiame of the organisational unit of the
agency and any other information describing faelsting to the record. If a record is
registered on the aggregate sheet under Sectidn(8)( reference number shall also
encompass the sequence number of the record @ytjnegate sheet which is a chronological
summary of records in the file.

(2) An aggregate sheet shall in particular encompaes reference number of the record
or the file number of the file (Section 9 (3)) thieh such a record belongs, the subject
matter, the sequence number of the record in atfieedelivery date of the record, the name
or the abbreviation of the name of the senderrg¢ference number of record of the sender, if
it was ushered in the record, number of sheets @inalogue record, the number of sheets or
the number of volumes of analogue attachmentegards attachments other than sheets of
paper, the number and type of attachments shatidheded.

(3) A record registered in a special record regisiall be marked by the register
number from the special record register. The registmber shall always encompass the
name of the special record register concernedlandetevant sequence number.

Section 9
Creation of aFile

(1) A file shall be created by bringing togethecards or by means of an aggregate
sheet.

(2) If afile is created

a) by bringing together records then a new record $leatecorded in the register of records
and shall be assigned a reference number or deegismber from a special record
register. Mutual links shall be made in the regisfarecords both in relation to the
previous record and to the new record or a filéisof included records or files with
their reference numbers or register numbers fr@pegial record register shall always be
part of the new file;

b) by putting together digital records in the elecicaystem of records management; then
the procedure pursuant to letter a) shall be repldy bringing together digital records
by means of cross references;



c) by means of an aggregate sheet; then data abaiitetigerecorded in the register of
records and the initial record is recorded in thgragate sheet. The reference number of
the initial record shall be completed by a hypheslash followed by the figure one. In
the following records the original reference numdleall be completed by a hyphen or
slash followed by positive integers according t® skequence of the record (the sequence
number of the record in the aggregate sheet) redardthe aggregate sheet. The
aggregate sheet shall encompass data pursuantttorS@) and other data included on
the delivery stamp or any other technological mgamsuant to Section 5 (5).

(3) If stipulated by another legal regulatigra file shall be marked by a file number
under which it is recorded. A file number shall lmeparticular

a) the reference number of an aggregate sheet, theenee number of an initial record, a
record designated by the agency and enclosedilie; @if

b) any other mark which the agency for his/her purpaseially uses or due to other reasons
considers being efficient.

(4) A record by means of a file was processedrecard on processing a file shall form
part of a file on which a final decision has begken.

(5) Analogue records are arranged in a file chiagioally, in ascending or descending
order. For justified reasons records may be ardngéheir file according to their logical
links. Rules for such an arrangement shall bedaidn in the Records Management Rules; if
the agency does not issue Records Management®Rludessuch rules shall be laid down in
another internal provision regulating the perforecenf records management.

Section 10
Distribution and Circulation of Records

(1) A registry shall be responsible for distrilmgfidelivered records in compliance with
the Records Management Rufeé registry may distribute delivered records adang to
another internal provision regulating the perforocenf records management. A recorded
record shall be forwarded to the relevant unithef agency or authorised person for
processing.

(2) The agency shall ensure the circulation of rl@gan a manner enabling the
monitoring of all acts concerning records and einglthe identification of those persons who
performed such acts and the determination of the alawhich the relevant acts were carried
out.

Section 11
Processing Records

(1) Records shall be processed by natural pemath®rised by the agency.

" Section 17 (1) of the Code of Administrative Prhoe



(2) If a person referred to in paragraph 1 proegssrecord by taking note of it, by
personal contact or by telephone then he/she stadé a record in the register of records
about such processing. In the case of an anal@goed the relevant note shall be also made
in the record itself or on its folder.

(3) Not later than by the date of its processimgard shall be assigned a classification
code, retention mark and retention period or bkidex for a year in appraisal process in
compliance with the list of retention and dispasitschedules of the agency effective on the
date of record processing.

(4) The manner in which a record was processeltllshaecorded in the relevant
register of records which shall also include id&sdtion of the entity who is the addressee of
the processed record. If the record was procesghdanother record this fact shall be stated
in the register of records.

Section 12
Classification Code, Retention Mark, and Retention Period

(1) An overview of classification codes shall Ipeafied in the list of retention and
disposition schedules of the agency.

(2) A retention mark expresses the value of thengeaccording to its content and
marks the manner in which the record shall be asslesithin the appraisal process.

(3) Retention mark “A” (archives) shall indicateezord of permanent value which
shall be within appraisal process proposed forisesh Retention mark “S” (stamp-mill)
shall indicate a record not having permanent valhieh shall be in appraisal process
proposed for destruction. Retention mark “V” (sélat— in the Czech language ‘vyber’)
shall indicate a record which shall be in appramsatess proposed for either archiving or
destruction.

(4) A record shall be marked only by one retentitark. A file shall be marked by a
retention mark corresponding to the retention naditkie record included in such a file which
has the highest value. For the purpose of markifilg aith a retention mark, retention mark
“A” has a higher value than retention mark “V”, ardention mark “V” has a higher value
than retention mark “S”.

(5) The retention period shall be expressed bguad which will follow the retention
mark. The agency shall lay down in the list of néiten and disposition schedules the date
decisive for the lapsing of the retention periode Tetention period shall be determined by
the number of whole years calculated from 1 Janahtige calendar year following the
calendar year within which the date of lapse ofrétention period occurred.

(6) Each record shall have one retention periofilefshall be marked by the retention
period corresponding to the retention period ofréwmrd included in such a file and having
the longest retention period.

Section 13



Creating a Record

(1) A record created by an agency and designated sent shall include a header
encompassing the name, seat or any other idenittiicaddress of the agency and the
reference number of the record or a register nuritber special record register. In the reply
to a delivered record a reference number of thdeseor a register number from special
record register of the delivered record, if anlshe stated.

(2) Other requisites for the record pursuant t@geaph 1 are as follows:
a) the date of the signature of the record,;

b) the number of attachments; as regards digital dsctbre number of attachments, if this is
possible to specify;

c) the number of sheets, and the number of volumastathments or the number of files of
attachments in the case of an analogue record;

d) the name or names, surname and the position ofatugal person authorised to sign the
record; if it is stipulated by another legal regiada® the data on the position of the
person authorised to sign the record may be reglag his/her service number.

Section 14
Signing Records and the Use of Official Stamps

(1) Conditions for signing analogue records to éx& §y an agency or for persons
authorised to sign them and conditions for usinglantronic signature, advanced electronic
mark, qualified time stamp, data boxes or offisi@mp$® shall be laid down in the Records
Management Rules of the agency; if the agencys doeissue Records Management Rules
the conditions under the sentence preceding thesaon shall be specified by another
internal provision regulating the performanceexfards management.

(2) Agencies shall maintain register of officitdmps encompassing the prints of a
stamp with the name or names, surname and positittre person who has been provided
with and uses such a stamp, the date on whiché@/ak provided with the stamp and the
date on which the stamp was returned, the datehachwhe stamp was set aside from the
register, the signature of the person who has pemnded with the stamp and the date, and
possibly the assumed date of loss of the stamp.

(3) Agencies shall report forthwith the loss ofadficial stamp to the Ministry of the
Interior. The report shall contain the date fromakiithe stamp had been missing. The
Ministry of the Interior shall publish the report the stamp loss in the Official Journal of the
Government to inform regional and legal authorjtisghe Official Journal of the Ministry of
the Interior, and online.

(4) Agencies shall maintain register of qualifettificates issued by accredited
providers of certifying services which the agenoldls, on which advanced electronic
signatures utilised by the agency are based. Agsrstiall maintain reregister of qualified
system certificates issued by accredited providécertifying services which the agency

18 Section 69 of the Code of Administrative Procedure
19 Section 6 of Number 352/2001 Coll. on using stgtabols of the Czech Republic and on the amendtoent
some other acts.



holds and on which advanced electronic marks atllisy the agency are based. Such records
shall be maintained in the scope of the followiadgad

a) the number of the certificate;

b) specification whether it is a qualified certificatean qualified system certificate;
c) the date of the issue and the date of expiratidhetertificate;

d) the password for invalidation of the certificate;

e) the date and reason for invalidation;

f) the data on the qualified provider of certifying\sees;

g) identification of the qualified provider of a gaateed electronic signature.

Section 15
Dispatching Records

(1) Agencies shall dispatch records through a éodmg office, an electronic registry
and a data box.

(2) A forwarding office is the place where analegacords are furnished with all
requisites necessary for their dispatch.

(3) The dispatch date shall be recorded in theveslt register of records.

Section 16
Storing Records

(1) Records and files shall be stored in compkantih the list of retention and
disposition schedules in the registry or in thettic system of records management.
Storing procedure shall be laid down by agencigkeir Records Management Rules; if an
agency does not issue Records Management Rtlkestoring procedure shall be specified by
another internal provision regulating the perforecenf records management.

(2) Analogue records, analogue files, digital rdscand digital files shall be checked in
terms of completeness before they are stored.

(3) An analogue record or an analogue file shalid&emed to be complete if they
encompass the data pursuant to Section 5 (4) (ajanalong with classification codes, a
retention mark and a retention period, and in #eeof a file, also all records provided for in
the list of records pursuant to Section (2) (binaihe aggregate sheet pursuant to section 9 (2)

(©).

(4) A digital record or a digital file shall be deed to be complete if it is furnished by
metadata laid down in the National Standard foctedaic records management systems. If
necessary, the agency shall add metadata to ampiete record or shall convert such a
digital record into an analogue rectfrdorresponding to the date of its processing aadl sh



furnish it, at the same time when it is processedleen the file is closed, with the requisites
pursuant to Section 5 (3) (a) and Section 11 (&)(8h The agency shall make a record on
the conversion into an analogue record in the ocof records.

(5) Agencies shall maintain records of stored mes@nd files encompassing, in
particular, their names, classification codes,mad& marks and retention period.

(6) A registry shall maintain records on lendinglague records or on persons who
wanted to look up information in analogue recowdsilst information on all access to digital
records is maintained in the electronic systemeobrds management. Procedures for lending
and looking up information in records shall be ldavn in the Records Management Rules
of the agency; if the agency does not issue Reddadmgement Ruléshe aforementioned
procedure shall be specified by another internaVigron regulating the performance of
records management.

(7) If a digital record is irreversibly damageditois destroyed or if a digital record
cannot be displayed so that a user can readstfabit shall be recorded in the register of
records including the relevant reference numbeeundhich such damage or destruction was
dealt with. If an analogue record is lost or degttbthe word “Loss” shall be written in the
register of records together with the referencelmemander which such loss was dealt with.

Procedurefor Processing Records and Details on the Appraisal Process
Section 17

(1) All official stamps set aside from the registand all records whose retention
period has lapsed shall be included in the apgdrprsaess.

(2) A digital record and/or a digital file includen the appraisal process shall be saved
in the output data format pursuant to Section 20sdrall be furnished with metadata laid
down in the National Standard for electronic resarthnagement systems. If a digital record
and/or a digital file are not saved in the outpatbdormat, the agency shall convert it, if
possible, into the required data format. If it & possible to furnish a digital record and/or a
digital file with metadata or to convert it intoetihequired data format the agency shall
proceed pursuant to Section 16 (4).

(3) Records encompassing classified informafiamd marked by the “S” sign shall be
included in appraisal process without cancellirgrtdegree of confidentiality; if it is
necessary, for the purposes of record assessmidm Wie appraisal process, in order to learn
the content of records the agency shall set surde aside from the appraisal process, shall
change their retention period and shall includentivethe appraisal process after the reason
for their classification ceases to exist, which neethat the degree of confidentiality may be
cancelled. Records encompassing classified infoomaind marked by an “A” sign whose
degree of confidentiality cannot be cancelled shailbe included in appraisal process unless
the relevant security archives is authorised feirteelection under Section 53 of the Act.

(4) Agencies shall lay down in their Records Maragnt Rules how the appraisal
process shall be prepared and carried out; if @n@gdoes not issue Records Management

2 section 2 (a) of Act No. 412/2005 on the protattd classified information and security eligibylit



Rules the aforementioned procedure shall be specifiedntmgher internal provision

regulating the performance of records managemenas&essor for a discarding operation
shall participate in the preparation of the ap@igmsocess. Such an assessor shall be a person
accountable to the agency for carrying out the gge©f selecting records or a person
authorised to manage the registry or the recordgedf records encompassing classified
information whose degree of confidentiality canbetcancelled are included in the appraisal
process only natural persons satisfying the camstfor approved access to classified
information with the highest degree of confiderityaincluded in the appraisal process may
participate in preparing and carrying out the ajgatgrocess.

(5) Agencies shall prepare lists of records spesgtifor assessment within the appraisal
process. Agencies shall list the records furnishigla “A” marks and records furnished with
“S” marks separately within the lists of recordsaaged according to retention marks.
Records marked with “vV” marks shall be includedhe lists of records furnished with “A”
marks or records furnished with “S” marks.

Section 18

(1) Agencies shall submit a discarding proposabifscarding records and/or stamps,
including the lists of records, to the competerhares. If a discarding proposal is submitted
as a hard copy two copies of the lists of recohdsl e enclosed.

(2) Upon the submitted discarding proposal aha@iged employee of the competent
archives shall carry out a technical archiving exetion of records and/or stamps proposed
to be discarded. In doing so he/she shall

a) assess whether records with an “A” mark corresgoride requirements stipulated by
the Act for selection to become records; if hefshds out that they do not have
permanent value he/she shall transfer them to tfezseds proposed for destruction;

b) assess whether records with an “S” mark have pegntaralue; if he/she finds out that
they have permanent value he/she shall transfer thehose records with an “A” mark ;

c) assess whether to include records marked with arslfk either among those records
designated to be declared as or among those regmpssed for destruction;

d) assess whether official stamps included in theapalr process have permanent value;

e) specify in cooperation with the agency the dateraadner in which records to be stored
in the competent archives shall be delivered.

(3) After an archival examination, an employe¢haf competent archives shall draw up
a protocol on the completed appraisal process.hdedksall in its annex list records and/or
official stamps selected to become records and sisake an approval for destruction of
records and/or official stamps marked by an “S”knar

(4) The agency shall deliver to the competentiaeshrecords and/or official stamps
selected to become records of archival value. Aigiaf record shall be made on such
delivery”* and on depositing records for permanent storagfeeimrchives. The record shall

%L Section 15 (1) of Act No. 499/2004 Coll.



encompass, in particular, the name, seat or argr atbntification address of the agency, the
name of the competent archives, the number andigésn of the conditions of the delivered
records, the date on which records were deliveaed,the name or names, surname and
position of the natural persons authorised to Higrrecords on behalf of the agency and on
behalf of the competent archives and their sigeatur

(5) The agency, upon approval for the destruatiorecords and/or official stamps
marked with an “S” mark shall ensure that theydestroyed. The destruction of records
and/or official stamps shall mean their impairm&mthat their reconstruction and content
identification will be impossible.

Section 19
Separation of Files

(1) The separation of files shall be carried daini agency is wound up or reorganised.
Part of the separation of files is in all circunm&t@s the appraisal process pursuant to Section
17. Records and files whose retention period haseld shall be discarded. Other records and
files shall be forwarded, in conformity with relendists, to the successor or the agency.

(2) Records and closed files to be forwarded ahdse& retention period has not yet
lapsed shall be included in the lists of recordsedorwarded. The list shall encompass the
sequence number, classification code, type of dscand/or files, the date of their creation
and the number of files (for example “2 files”) daine names and surnames of natural
persons responsible for the separation of filesthan signatures. Records not yet processed
and files not yet closed which are to be forwarsleall be included in a special list which
shall contain individual unprocessed records anfil&s, the date of their creation, the scope
(the number of sheets and annexes), and the nardesienames of natural persons
responsible for making separation of files andrtegnatures.

(3) The successor of an agency or their part dasggl for succession shall newly
record forwarded records not yet processed arslriibe yet closed in their register of records
as delivered records.

Section 20

Output Data Formats

(1) Output data formats of records referred toaregraphs 2 to 5 shall be understood as
formats defined in such paragraphs for

a) the format of output from the electronic systenmemiords management;

b) the format of a records saved in the electronicstggwhich is part of the electronic
system of records management;

c) the format for transfers to the digital archives.



(2) The Portable Record Format/Archives (PDF/A, [B3D5) shall be used as an output
format of static text records and static combired &nd image records.

(3) The following formats shall be used as outmtadormats of static image records:
a) Portable Network Graphics format (PNG, ISO/IEC, 489
b) Tagged Image File Format (TIFF, revision 6 — nahpeessed); or
c) JPEG File Interchange Format (JPEG/JFIF, ISO/IEZL8D

(4) The following formats shall be used as outpata formats of dynamic image
records:

a) video programme tool for data compression (kode&yiklg Picture Experts Group
Phase 2 (MPEG-2, ISO/IEC 13818);

b) video programme tool for data compression (kode&yikg Picture Experts Group
Phase 1 (MPEG-1, ISO/IEC 11172); or

c) Graphics Interchange Format (GIF).
(5) The following formats shall be used as outmtadormats of audio records:
a) audio programme tool for data compression (kodeRPNMPEG-1 Audio Layer 2);
b) audio programme tool for data compression (kodeRBNMPEG-1 Audio Layer 3); or
c) Waveform audio format (WAV), Pulse-code modulat{®fcM).

(6) Simultaneously a different data format mayubed for output from the electronic
system of records management pursuant to paradrégph

(7) The output data format of metadata with whietords are furnished shall be
understood to be an XML format according to the Xdtlheme which is the Annex to the
National Standard for electronic records managersygsiems.

Section 21
Managing Records Management in Emergency Situations

(1) Inthe case of a natural disaster, environalemtdustrial or any other breakdown
or in the case of an emergency situation whicla esnsequence, renders it impossible for a
limited period of time for an agency to use recar@dsagement in a usual manner
(hereinafter referred to as an “emergency situdtidhe agency shall perform records
management alternatively as hard copies in themental register (hereinafter referred to as
an “alternative manner”). Details on the performentrecords management during
emergency situations under the first sentenceaitiqular mark and registering records, their
processing, dispatching and storing, shall be et¢gdlby an agency in the Records
Management Rules; if an agency does not issue Bedtanagement Rul&ssuch details

2 gection 2 of Act No. 111/2009 Coll. on basic stgjis



will be laid down in another internal provision tegting the performance of records
management.

(2) An agency shall forthwith close any alternatregister after the emergency
situation ceases to exist.

(3) If records are registered in alternative regis

a) for less than 48 hours, such records shall begistered, from the alternative register, in
the regular registers of the agency;

b) for more than 48 hours, such records shall renfiairthe purposes of records
management, registered in the alternative regiatet,only those records which cannot be
processed within the alternative register shalldaeegistered in the regular register.

(4) Records registered and processed in the atteenregister shall be stored in the
registry together with other records of the agency.

Section 22
Transitional Provisions

The provisions of Section 16 (4) shall apply fa three years following the date of
effect of this Decree only to storing records fah@d with retention marks “A” or “V”.

Section 23
Repealing Provisions

Decree No. 646/2004 Coll. on details of performamioeecords management is hereby
repealed.

Section 24

Entry into Effect

This Decree shall come into effect on 1 July 2009.

Minister

Ing. Pecina, MBA



