Attachment No.1 

to Enactment No. 11 of the year 2011 

of the Director of the State Archives

of the Capital City of Warsaw

Services Provided by the State Archives 
of the Capital City of Warsaw – Price List

I. Scope of Archival Services

1. The State Archives of the Capital City of Warsaw (hereinafter referred to as the APW) provide services encompassing archival material searches, research, and the making copies of archival materials making up its resources as well as data processing and transmission using CIT systems or IT media.

2. The APW is capable of providing reproductions of archival materials in the form of photocopies, scans, and photographs made using digital cameras, the latter being provided on media or transmitted via CIT.

3.  1) The Archives provide services involving storage, copying, and preservation of documentation designated for temporary storage (Cat. B), including personnel-salary documentation. Fees for the issuing of duplicates and extracts of personnel-salary documents are defined by a separate enactment of the Director of the Archives based on the directive issued by the Minister of Culture The costs of storage of Category B documentation are established on an individual basis.

2) The provisions of Clause  20 shall be applied in establishing the costs of copying documents other than those specified in Item 3.1.

4. Moreover, the APW provides services in the area of preservation of archival materials with particular consideration for document disinfection.

5. Providing services by the APW depends on technical and organizational capabilities. 

6. 1 The APW may refuse to provide services mentioned in part I clause 1 because of bad physical condition of the collections, format, weight, type of paper, paper substance, type of binding of archival materials, lack of legal interest or family relationship.

6. 2 The APW does not make photocopies of photographs, microfilms, fragile or worn-out paper, archival units thicker than 5 cm or heavier than 3 kg .

II. Activities Other than Archival Services

7. The scope of APW services (paid) does not include:

1. The issuance of certificates and authenticated copies, duplicates or extracts considered as being certified in legal transactions, bearing in mind that the fees are collected for authenticated copies or duplicates considered equivalent to certificates in legal transactions, as defined in Clause 20.

2. Operations involving free access to archival materials as understood by the Act of July 14, 1983 on National Archival Resources and Archives (unified text in the Journal of Laws of 2006, No. 97, item 673 with regard to further modifications).

3. The making out extracts, duplicates, and reproductions—of documents as needed by public authorities, bearing in mind the provisions of Clauses 8 and 9, and provided that:

1. The applicant defines the matter within his jurisdiction for which the specified reproductions (duplicates, extracts) are indispensable and also specifies specific documents encompassed by the application (order), or

2. The applicant is legally authorized to collect data of a defined category not related to individual matters.

4. Document searches as needed by public authorities, provided that the APW does not perform any obligation resting with the applicant and provided that the applicant defines the matter within his jurisdiction for which knowledge of the content of the specified documents is necessary.

5. In cases of the issuance of certificates or equivalent documents designated for legal transactions (authenticated copies or duplicates), the APW may qualify its search for the documents as a service and may collect relevant fees, especially in cases in which the applicant is incapable of specifying the issuer of a document and the approximate date of issue (with an accuracy of up to one year) or other data vital for the identification of the document and if the document search necessitates considerable outlay of work.

8. Copies, duplicates and extracts ordered for official business by public authorities, excluding courts, public prosecutor’s offices, and Polish consular services, are paid. The fees are defined in Clause 20.

9. In cases in which the completion of the application (order) as submitted by the public authority would involve considerable expense, the APW shall reach agreement with the applicant regarding coverage of all or part of such costs.

III. Special Applications of this Price List

10. Copies and duplicates ordered by courts, public prosecutor’s offices, and Polish consular services for official business shall be provided free-of-charge.

11. Copies and duplicates ordered by foreign representatives in Poland for official business shall be provided pursuant to general principles as specified in this Attachment, unless international agreements or legislation provides otherwise. 
12. Clause 7, item 5 is not applicable in retirement-pension matters, which are settled at no cost, with the exception of the costs of duplicates and extracts of documents subject to temporary storage.

13. Fees as defined in Clause 7, items 1 shall be collected independently of any Treasury fees, as required pursuant to separate regulations.

IV. Agreement Regarding the Scope and Character of Services

14. Archival services are provided on the basis of an application (order), which should include at least data on the applicant, the purpose of the service, and a detailed definition of the subject of service, terms of payment, and, if necessary, any special technical requirements in line with which the order should be completed.

15. Services related to the issuing of certificates and equivalent documents may be provided in cases in which the submitted application is incomplete, as discussed in Clause 7, item 5, after the applicant is called upon to provide supplemental data,.
16. Prior to the commencement of archival services (if the applicant does not express a desire to conduct an independent search) the organizational unit of the APW shall inform the applicant regarding charges and fees for the services, and shall present an estimate of final payment as well as obtain approval of such costs. Efforts shall be made for any research to provide findings quickly.
V. Advance Payments

17. Services are provided against full payment in advance or advance payments. Advance payments are collected at levels not lower than 50% of the estimated final payment.

18. Advance payments agreed as being based on time rates may constitute remuneration for a defined number of hours. If during the initial search as covered by the advance payment the ordered data are not found, but at the same time their existence amidst the archival materials is not ruled out, the APW shall contact the applicant regarding possible continuation of the search and the advance payment may be supplemented if necessary.

19. The amount of the advance payment is taken into account in calculating the final payment. There are no refunds in the event of negative search results. Excess or due payments are settled following performance of the service.

VI. Price Rates

20. The following price rates for services (in PLN) are effective for photocopies, printouts, scans and photographs as follows:

	I. Reproduction:



	a) Monochromic photocopies from originals

	A4 format ……………………………………….……………………………
	4,00 

	A3 format ………………………………………………………….…………
	6,00 

	b) Photographs 

	made with a digital camera, and saved as a digital copy (excluding the price of media, including transmission price)
	1,50 

	c) Scans

	Digitization of archival materials is provided in the event of the lack of the digital copy in the Archive. In cases of the application (order) concerning the printout of archival materials’ scans (that have not been digitized yet) the costs of scanning or photographing will be added to the price.



	A4 format , resolution  300 dpi (one object)………………………..…
	2,00 

	A3 format ,  resolution 300 dpi (one object)…………………..………
	3,00 

	over A3 format,  resolution 300 dpi (one object)……………..…
	4,00 

	copying digital material per one object (price excluding media cost)………………………… 
	1,00 

	d) Printouts of scans and photographs made with a digital camera 



	black & white ,  A4 format ………………………………………..…………..…
	1,00 

	black & white ,  A3 format …………………………………………..………..…
	2,00 

	colour,  A4 format …………………………………………………………....
	2,50 

	colour,  A3 format ………………………………………………………..…..
	4,00 

	e) Printouts of large format made with plotter

	price of 1 linear metre …………………………………………….
	35,00

	II. Duplicates and extracts

	Prices apply to each started page (1,800 character standard)

	a duplicates (extracts) from printed or typed materials (Polish language)…………………
	12.00 

	b) duplicates (extracts) from printed or typed materials (foreign language).………………….
	24,00  

	c) duplicates (extracts) from handwritten materials  (Polish language)………………………..
	22,00 

	d) duplicates (extracts) from handwritten materials (foreign language)  ..………………………………...
	44,00 

	III. Archival Information
	

	a) Document searches,   research work: ……….per 1 hour
	24,00 

	b)Providing access to archival data base reports:
(The data base is available in whole or part, arranged by subject criteria within the scope of services. However, the providing of access to the data base in the form of an inventory of resources or access to the archives for perusal, including thematic data bases, exceed such service scope.)



	- printout – 1 page ……………………………………………………..
	1,00 

	- electronic transmission – 1 MB………..…………………………….
	1,00 

	IV.  Document Preservation

	a) manual or fumigation chamber disinfection of documents – the price is agreed on an individual basis in line with available technical conditions, type and degree of contamination, and the quantity expressed in meters

	b) preservation work, bookbinding work, and preservation expert reports – the price is agreed on an individual basis.



	V. IT Media

	a) flat rate per 1 CD ………………….………………..
	1,30 

	b) flat rate per 1 DVD ………………….……………..
	1,40 


21. Making copies, the Archive does not retouch picture.  It shall be understood as  saving originals.

22. Granted access to archival materials does not entitle the user to making copy by himself
VII. Shipping, Bank, and Material Costs

23. Shipping and material (e.g.: CDs, DVDs) costs as well as bank charges as collected from the APW shall be added to the amount due as calculated in line with the above principles.

VIII. Foreign Currency

24. Settlement with applicants residing abroad may be made in EUR or USD by bank transfer to the APW account in line with the average exchange rate of National Bank of Poland in force on the day of the submission of the order.

IX. Library Collections

24. The Archive does not make copies of library holdings, excluding official regulations as well as  draft of regulations and press releases. The prices are defined in Clause 20

X. Miscellaneous Provisions

25. The Archive is entitled to define the way of the copy’s making (photocopy, photograph, scan) in case of the risk of the archival materials’ damage or due to technical problems.

26. Copies of large-format documents (e.g. maps and plans over A3 format) shall be made with a digital camera or a scanner. The cost of taking photos/scans of one object is defined in Clause 20 item 1 b, c. 

27. If the Archives hold the archival or library materials on secondary media (microfilm, digital file), then copies are made from such media.

28. In cases in which the Archives is not in possession of secondary media, the applicant bears the expense of the making of such media.

29. Pursuant to the Act on Copyrights and Related Rights (unified text in Journal of Laws No. 90, item 631.2006), only fragments of published materials no larger than one publishing sheet may be copied 

30. The Archives provide unauthenticated copies for the purposes of geological research.

31. This price list shall be deemed effective as of March 18, 2011.


Warsaw, ____________, 2011


Ryszard Wojtkowski, M.A.


The Director


State Archives of the Capital City of Warsaw

