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Provisions for the Operation of the National Archives of Latvia
Issued pursuant to
Section 20, Paragraph three of the Archives Law andSection 7.2, Paragraph six of the law On the Preservation and Use of the Documents of the Former State Security Committee, and Establishing the Fact of Collaboration with the KGB by a Person
[11 December 2018]
1. General Provision
1. This Regulation prescribes:
1.1. the procedures by which records created in Latvia and outside Latvia (hereinafter – the records) shall be transferred to the National Archives of Latvia;
1.2. the procedures by which the National Archives of Latvia shall accept for storage, account and describe the records;
1.3. the procedures for availability of the records stored at the National Archives of Latvia and the technical requirements for preservation of the records.
2. Transfer and Acceptance of Records for Storage
2. The records of institutions and legal persons governed by private law to be liquidated shall be transferred and accepted for storage at the National Archives of Latvia in accordance with the procedures laid down in the laws and regulations governing the field of archives.
3. The records of other private individuals shall be transferred and accepted for storage at the National Archives of Latvia according to a contract entered into by parties.
4. Upon accepting the records the National Archives of Latvia shall check the layout, physical condition, conformity to the reference system and number of the records in a work room separated from the archival repositories. Upon establishing biologically damaged records, they shall be isolated from other records and disinfected. If the records have been irreversibly damaged, they shall be destroyed in accordance with the procedures laid down in the laws and regulations governing the field of archives.
5. The records of institutions and private individuals which have been accepted for the first time shall be assigned a registration number of the record group.
3. Describing of the Records
6. Prior to description of the records the National Archives of Latvia shall arrange the records in groups – divide them according to record groups.
7. The National Archives of Latvia shall perform description of the records in accordance with the procedures laid down in the laws and regulations governing the field of archives.
8. In order to improve the accounting and accessibility of the records, the National Archives of Latvia shall process and improve descriptions.
9. A methodology for description shall be drawn up for complicated record groups of large scale.
4. Registration of the Records
10. The National Archives of Latvia shall register all described and non-described records in storage thereof, copies of security and use of the records and reference systems of the records.
11. Registration shall include information regarding:
11.1. acceptance of the records in State retention;
11.2. inclusion of records in the national documentary heritage and exclusion therefrom;
11.3. changes in the composition and volume of the records;
11.4. stocktaking of the records;
11.5. the category assigned to the record group;
11.6. the creation and updating of the reference system.
12. The basic registration units regardless of the data carrier of the record shall be:
12.1. the record group:
12.1.1. the record group of an institution or private individual – the aggregate of archival records resulting from activities of an institution or private individual;
12.1.2. the joint record group – an aggregate of archival records which has resulted from activities of individual related institutions or private individuals and joined at the National Archives of Latvia;
12.1.3. collection – an aggregate of artificially joined archival records of different origin;
12.2. storage unit – a physically separated record or record group with an individual reference code.
13. Each basic registration unit shall be assigned a registration code.
14. The basic registration records shall be as follows:
14.1. the register of record groups;
14.2. the register for accounting of acceptance of archival records;
14.3. the sheet of the record group;
14.4. a description of storage units or a registration list;
14.5. the register of descriptions of storage units;
14.6. the passport of the archival repository;
14.7. the passport of the National Archives of Latvia;
14.8. the register of the security and use fund;
14.9. an entry of certification of the file;
14.10 the register of particularly valuable records;
14.11. the register of unique records.
15. A separate file of the record group shall be created for a record group, including therein all records characterising the relevant group and the activities performed therewith.
16. The National Archives of Latvia shall perform stocktaking of storage units, comparing the information in the registration records with the actual condition. Stock-taking shall be performed:
16.1. for printed records – not less frequently than once in 20 years;
16.2. for audiovisual documents, photodocuments, and phonodocuments – not less frequently than once in 10 years;
16.3. for electronic records – not less frequently than once in 10 years.
5. Accessibility of Records
17. In order to ensure accessibility of records the National Archives of Latvia shall create a reference system, issue records or their copies for use in the premises of the National Archives of Latvia, carry out written requests of private individuals and institutions, provide consultations, and take promotion measures.
18. The following shall form a reference system:
18.1. descriptions;
18.2. electronic information registers and databases;
18.3. manuals, guidebooks, and indices of record groups, historic statements;
18.4. theme and subject catalogues and indices of records.
19. The records or their copies for use shall be issued in specially equipped premises – reading-rooms of the National Archives of Latvia. The procedures for the use of records or their copies in other premises of the National Archives of Latvia shall be determined by the director of the National Archives of Latvia.
20. In order to receive a record for use, a private individual or institution shall submit a relevant written request to the National Archives of Latvia in which the theme of the record is indicated and also the purpose and justification of the use of the record for restricted access information is indicated.
20.1 A natural person shall be permitted to take photographs in the archives (without flash, stand, or other accessories) of public documents which do not have access restrictions and the reproduction of which is not restricted by copyright. A natural person is entitled to use copies of documents obtained solely for personal or scientific purposes, in conformity with the requirements for the protection of the data of natural persons.
[21 March 2017]
21. A private individual and institution who or which has submitted a request for the use of such record that is protected by copyright or neighbouring right (audiovisual and cinematographic documents, photographs, phonodocuments or other documents) shall enter into a contract with the National Archives of Latvia regarding the use of the record prior to receipt of the record or its copy. The abovementioned contract need not be entered into if the document is used in reading-rooms of the National Archives of Latvia.
22. If the National Archives of Latvia has a copy of the use of the record at the disposal thereof, a private individual or institution shall be issued such copy. The original record shall be issued if it is permitted by the physical or technical condition of the relevant record and the purpose of the use of the record is studying of the original thereof.
23. The National Archives of Latvia shall prepare, as a paid service, a thematic, informative statement of the archives, a genealogical research, a list of records or a record of another type regarding any publicly available information existing in the records of the National Archives of Latvia. The National Archives of Latvia shall reach an individual agreement with a private individual or institution regarding carrying out of such request.
24. Requests of an institution which are necessary for the fulfilment of the State administrative functions thereof shall be carried out free of charge.
25. The National Archives of Latvia shall issue the original record to a private individual or institution for exhibitions and other events, if the private individual or institution to whom or which the original record is issued may ensure its use in accordance with the requirements referred to in Paragraphs 54, 55, 56, and 57 of this Regulation, as well as preservation and return of the original record to the National Archives of Latvia. A contract shall be entered into regarding the use of the original record outside the premises of the National Archives of Latvia.
25.1 The digitalised documents of the former LSSR State Security Committee (hereinafter – the KGB) published on the website of the National Archives of Latvia in specified volumes in accordance with the law On the Preservation and Use of the Documents of the Former State Security Committee, and Establishing the Fact of Collaboration with the KGB by a Person and the documents indirectly related to the KGB (hereinafter – the KGB documents) shall be accessible and may be used according to the following procedures:
25.1 1. access to the KGB documents published on the website of the National Archives of Latvia is ensured to the persons registered on the website;
25.1 2. upon registering, the person shall indicate the given name, surname, personal identity number or identification code of the foreigner entered in his or her personal identification document and the country which issued the document, e-mail address, user name and password;
25.1 3. prior to the use of the KGB documents, the registered persons shall indicate a lawful purpose of the use of the KGB documents;
25.1 4. if the registered person is to use the KGB documents under the authorisation or task of an institution or legal person governed by private law, then prior to the use of the KGB documents the name, legal address, registration number of the institution or legal person governed by private law and information regarding the authorisation or task, including information regarding the document of authorisation or task, shall be indicated;
25.1 5. a person is entitled to use the KGB documents and the personal data of natural persons contained therein only to the extent specified by the person for the purpose of using the KGB documents, in conformity with the requirements of laws and regulations, including the processing and protection of personal data.
[11 December 2018]
25.2 With regard to the publication of the personal data specified in Section 3 of the law On the Preservation and Use of the Documents of the Former State Security Committee, and Establishing the Fact of Collaboration with the KGB by a Person, the data subject rights laid down by Articles 15, 16, 18, 19, and 21 of Regulation (EU) 2016/679 of the European Parliament and of the Council of 27 April 2016 on the protection of natural persons with regard to the processing of personal data and on the free movement of such data, and repealing Directive 95/46/EC (General Data Protection Regulation) shall not be applicable to the publication of personal data on the website of the National Archives of Latvia insofar as this may prevent or seriously impede the achievement of the objectives specified in the law On the Preservation and Use of the Documents of the Former State Security Committee, and Establishing the Fact of Collaboration with the KGB by a Person.
[11 December 2018]
6. Technical Requirements for Preservation of Records
6.1. Requirements for Buildings of the National Archives of Latvia
26. The records of the National Archives of Latvia shall be stored in buildings built or adjusted for such purpose, in accordance with the requirements laid down in Parts 4 and 5 of standard LVS ISO 11799:2006 “Information and documentation – Document storage requirements for archive and library materials”.
27. Multi-storey buildings shall be equipped with separate elevators for people and carrying of freight.
28. Premises in buildings of the National Archives of Latvia shall be divided into three zones:
28.1. the zone of premises for providing services to visitors, formed by premises for receiving visitors and for provision of information, for a reading-room, exhibitions, placing of the inquiry system and cloakroom;
28.2. the zone of work premises, formed by offices for employees and work premises (for example, for placing of registration records, processing of records, receiving, disinfection, isolator);
28.3. the zone of premises-repositories, formed by archival repositories.
29. The security, consistency of climate and lighting of premises of archival repositories shall be ensured in accordance with the requirements laid down in Part 6 of the standard LVS ISO 11799:2006 “Information and documentation – Document storage requirements for archive and library materials”.
30. In designing floor and intermediate floor coverings, the weight of archival records shall be taken into account. The structural engineering solution shall be developed taking into account the layout and anticipated load of archival repositories. Load bearing capacity of covering depending on the type and height of a shelf shall be not less than 800 kg/m2 for fixed shelves and 1200–2400 kg/2 for compact (mobile) shelves. Antistatic and antiseptic coverings shall be used for floors in order for them to be easy to be cleaned.
31. Closed-type electrical wiring shall be used in archival repositories. Wiring of portable electrical devices (for example, vacuum cleaners, air dehumidifiers) shall have rubber insulation. Hermetical locking up of outlets shall be ensured in archival repositories.
32. Protection against extraordinary conditions (for example, flood, fire) shall be ensured in archival repositories in accordance with the laws and regulations governing fire safety and in conformity with the building standards.
33. Air in archival repositories must be clean – without pollution, aggressive (acid and oxidising) gasses and dust. The permissible limit values of air pollution are indicated in Annex 1 to this Regulation.
34. Depending on the data carrier corresponding storage conditions (Annex 2) shall be ensured for records in archival repositories.
35. Archival repositories shall be maintained in order, not allowing mould, insect and rodent invasion and dust collection. Environmental control of archival repositories shall be performed regularly – not less than once in two years.
6.2. Procedures for Storage of Records
36. Unique records, records containing precious metals or precious stones shall be stored separately in a special archival repository or strongbox. A dummy or a copy of the record with an indication to the location of the original shall be placed in their place in the group.
37. A separate archival repository shall be created for nitrocellulose films and photo films. Additional fire safety measures shall be taken in the archival repository. The stability of nitrocellulose base shall be determined once in two years. In determining records on an unstable base, they shall be copied without delay and the original shall be destroyed.
38. The security copies shall be stored separately from original records in special archival repositories in another building.
39. Artefacts existing in the funds of the National Archives of Latvia (for example, graphic art drawings, paintings, mock-ups, wood-carvings) shall be stored separately from printed records, placing the artefacts on shelves appropriate thereto.
40. The dimensions and design of bays, as well as strongboxes and closed cabinets shall be determined by the format and type of the records to be stored.
41. The optimum length of a bay shelf shall be 1 m, the load strength – 100 kg, the height – 2 m. The maximum length of a shelving row shall be 10 m.
42. Records on magnetic data carriers may not be stored on ferromagnetic metal shelves.
43. In order to ensure ventilation and free movement between shelves, they shall be placed in accordance with the following requirements:
43.1. the width of the main aisles between shelving rows is 1.20 m;
43.2. the width between aisles of shelving rows is 0.75 m;
43.3. the distance from the highest object on the top shelf to the next shelf is at least 0.03 m;
43.4. the distance between the external wall and the shelving row parallel thereto is 0.75 m;
43.5. the distance between the external wall and the end of the shelving row is 0.20 m;
43.6. the height from the floor to the lowest shelf is 0.15 m;
43.7. the distance from the surface of the objects stored on the highest shelf to the ceiling is 0.20 m.
44. To ensure air circulation, iron bars, perforated plates, special ventilation systems shall be used in closed cabinets instead of doors or they shall be periodically aired.
45. Air circulation shall be ensured in strongboxes. If the structure of the strongbox does not provide for it, the strongbox shall be periodically aired.
46. If there are no windows in the archival repository, storage facilities shall be arranged according to configuration of the room. If there are windows in the archival repository, shelves shall be arranged perpendicularly to them.
47. The ways of storing records:
47.1. technical drawings shall be stored spread out on shelves with pullout drawers, maps shall be hung on special frames or spread out (as drawings). Records of very large scale which cannot be inserted in protective casing or stored spread out shall be stored in rolled up form on specially made stands;
47.2. individual photodocuments and their negatives shall be stored vertically, placing each in an individual neutral paper envelope. In order to store photo records on glass base, cabinets with shelves divided into bays or special boxes containing no more than 30 negatives each shall be used (size 1-5). Photoalbums shall be stored the same way as bindings;
47.3. films shall be stored in boxes horizontally in fir-tree type shelves. In case such shelves are absent film boxes shall be stored in open shelves horizontally in piles;
47.4. videotapes and magnetic tapes in special cassettes shall be stored vertically in the original packaging or custom-made boxes;
47.5. magnetic tapes, rolled on plastic reels, shall be stored in the original packaging or custom-made boxes. Tapes that are up to 6.25 mm wide shall be stored vertically, and tapes that are 16 mm and 35 mm wide – horizontally;
47.6. vinyl records and their moulds shall be stored vertically. Vinyl records shall be inserted in an envelope made of neutral material (for example, polyethylene, paper). Their moulds shall be stored in a special box which does not allow moving of the mould therein and occurrence of mechanical damage;
47.7. optical discs shall be stored in the original packaging vertically on shelves or horizontally in fir-tree type holders;
47.8. original negatives of micro-films shall be stored in polypropylene, polyethylene or neutral cardboard boxes. Individual frames shall be stored in neutral paper envelopes. Micro-films shall be stored vertically on the side edge in boxes or horizontally on fir-tree type shelves. Microfiches and microfilm jackets shall be stored in envelopes vertically.
48. In order to place records on shelves and provide additional protection thereof from the environmental impact, different auxiliary means shall be used, for example, boxes, containers, envelopes, card holders, supports. Auxiliary means shall be made of material not harmful to records. The most appropriate materials shall be as follows:
48.1. paper and cardboard, which contains at least 87 % α-cellulose, pH within the range from 7.5 to 9.5 and alkaline reserve at least 2 % (used, for example, for boxes, envelopes and maps);
48.2. polyethylene, high-density polyethylene, polypropylene and white polyester, black polyester or colourless polyester titanium oxide may be used as white pigment, black coal – as black pigment) (used mainly for containers and boxes intended for films, optical discs, and microfilms);
48.3. stainless metal, for example, anodised aluminium, stainless steel or steel that is well protected with anticorrosion covering (for example, with polishes, varnish, tinning, or plastic). Covering shall not discharge harmful gases – peroxides or oxides.
49. If physical or chemical damages to records are detected, the National Archives of Latvia shall perform conservation, restoration, micro-filming or digitalisation of records.
50. A decision to conserve, restore, micro-film or digitalise shall be taken depending on the significance of the provenance, the content, volume, and frequency of use of records.
6.3. Protection of the Records during the Use Thereof
51. A security copy and a usable copy shall be made for the protection of the records. The technical requirements for security copies are indicated in Annex 3 to this Regulation.
52. The records issued at a reading-room of the National Archives of Latvia and in work offices of the employees thereof shall be stored on shelves appropriate therefor. Particularly valuable and unique records shall be stored on lockable shelves.
53. Upon issuing the records from cold storage (the temperature in the archival repository is lower than 13 °C), acclimatisation thereof shall be performed.
54. The original records shall be exhibited in premises which are not subject to fluctuations of temperature and relative humidity, are visible and equipped with security and fire alarm. Exhibition rooms shall be permanently monitored during public visits. Original records may be exhibited for more than a month only in premises equipped specifically for such purpose, in which corresponding conditions have been ensured:
54.1. air temperature 18–21 °C;
54.2. relative air humidity 45–55 %;
54.3. light intensity (on the surface of the exhibited material) 50–100 lx.
55. Original records shall be exhibited in lockable showcases. The conditions referred to in Sub-paragraphs 54.1, 54.2, and 54.3 of this Regulation shall also be ensured within the showcase. If the relative humidity in the room is constant throughout the year, showcases shall be equipped with filters keeping back dust, however, ensuring air circulation. If the relative humidity in the room is not appropriate, showcases shall be designed in a such way to ensure constant, unchanging microclimate without ventilation therein. In such case it is recommended to place silica gel or other material absorbing humidity in showcases.
56. Original records shall be exhibited for not more than three consecutive months. The total quantity of light effect on a record shall not exceed 50 000 lux-hours per year (lx x h/per year).
57. In transporting records outside the National Archives of Latvia, the following security measures shall be taken:
57.1. records shall be packed according to their format and data carrier in such a way to protect against precipitation, light and mechanical damage;
57.2. closed-type vehicles shall be used;
57.3. if necessary, records shall be insured.
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Ž. Jaunzeme-Grende
Annex 1
Cabinet Regulation No. 747
6 November 2012
Limit Values of Air Pollution Permissible in Archival Repositories
	No.
	Type of pollution
	Permissible limit values

	1.
	Sulphur dioxide (SO2)
	5–10 x 10–9 part of the total amount of volume

	2.
	Nitrogen oxides (NOX)
	5–10 x 10–9 part of the total amount of volume

	3.
	Ozone (O3)
	5–10 x 10–9 part of the total amount of volume

	4.
	Acetic acid (CH3COOH)
	4 x 10–9 part of the total amount of volume

	5.
	Formaldehyde (CH2O)
	4 x 10–9 part of the total amount of volume

	6.
	Dust, including must spores
	50 micrograms per cubic metre (µg/m3)
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Annex 2
Cabinet Regulation No. 747
6 November 2012
Requirements in Relation to Storage Conditions of Records in Archival Repositories
	No.
	Data carrier type
	Temperature (°C)
	Humidity (%)
	Lighting and other conditions

	
	
	maximum
	minimum
	variations within 24 hours
	relative air humidity
	fluctuations of the relative air humidity within 24 hours
	

	1.
	Paper
	18
	2
	3
	35-50
	3
	up to 50 lux

	2.
	Parchment, leather
	18
	2
	1
	50-60
	3
	up to 50 lux

	3.
	Black-and-white photographs on paper
	18
	2
	1
	30-50
	3
	store in a dark place, well-aired room, in folders protected from dust

	4.
	Colour photographs on paper
	5
	0
	1
	30-40
	3
	store in a dark place, well-aired room, in folders protected from dust

	5.
	Black-and-white photo films and films:
	
	
	
	
	
	

	5.1.
	made of nitrocellulose
	7
	2
	1
	30-50
	3
	store in a dark place

	5.2.
	made of cellulose acetate and polyester
	21
	16
	1
	30-50
	3
	store in a dark place

	6.
	Colour photo films and films, slides
	3
	-18
	2
	20-30
	3
	none

	7.
	Black-and-white glass plate negatives, daguerreotypes, ambrotypes, tintypes
	18
	13
	2
	30-40
	3
	up to 50 lux

	8.
	Magnetic data carriers on polyester basis (audio, video)
	20
	16
	2
	15-50
	5
	none

	9.
	Other magnetic media (audio, video)
	18
	12
	2
	30-40
	5
	none

	10.
	Magnetic data carriers (data)
	10
	5
	2
	30-40
	5
	none

	11.
	Optical data carriers (audio, video)
	23
	-10
	2
	20-50
	5
	none

	12.
	Optical data carriers (data)
	13
	-10
	2
	30
	5
	none

	13.
	Acetate, shellac, vinyl records
	21
	not specified
	2
	30-45
	5
	none

	14.
	Security copies:
	
	
	
	
	
	

	14.1.
	microfilm negatives on polyester basis
	15
	not specified
	3
	30-50
	5
	dark place

	14.2.
	photo films
	15
	not specified
	3
	30-50
	5
	dark place

	14.3.
	optical discs
	13
	-10
	1
	20-30
	5
	>415 nm

	14.4.
	magnetic tapes
	10
	8
	1
	30-40
	5
	>415 nm
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Ž. Jaunzeme-Grende
Annex 3
Cabinet Regulation No. 747
6 November 2012
Technical Requirements in Relation to Security Copies
[21 March 2017]
	No.
	Original
	Data carrier of security copy
	Format of the digital file of security copy
	Resolution upon digitalisation

	1.
	For printed records
	microfilm
	
	

	1.1.
	up to A4 (including)
	
	uncompressed TIFF
	600 dpi

	1.2.
	from A4 up to A1 (including)
	
	uncompressed TIFF
	300 dpi

	1.3.
	larger than A1
	
	uncompressed TIFF
	150 dpi

	2.
	For parchments
	
	uncompressed TIFF
	300–600 dpi

	3.
	For photo records
	
	uncompressed TIFF
	1200–3600 dpi
8 bits per colour channel

	4.
	For video records
	
	video: AVI (MPEG II VIDEO (MMES));
audio: PCM S32 LE
	video:
- resolution 720x576
- data transmission speed: 25 frames/s.
- speed: 25
- uncoded format: Planar 4.2.2 YUV
- image scanning system: interlaced scanning
- data transfer rate 30 Mb/s
audio:
- number of channels: 2 (stereo)
- scanning frequency: 48 Khz
- codec: 24 bit

	5.
	For film documents
	35 mm film (negative, lavender, contretype, positive)
	
	

	
	
	
	video: AVI (M701)
audio: PCM S32 LE
	video:
- resolution 1280x720
- shutter speed: 50 frames/sec.
- uncoded format: Planar 4.2.2 YUV
- image scanning system: consecutive scanning
- data transfer rate: 70 Mb/s
audio:
- number of channels: 2 (stereo)
- scanning frequency: 48 Khz
- codec: 24 bit

	6.
	For phonodocuments
	
	PCM WAVE
	16 bit; 44.1 kHz
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