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Republic of Latvia

Cabinet

Regulation No 141

Adopted 2 April 2002

Regulations for the Archiving of Recorded Data Present within Information Systems and of Electronic Records

Issued pursuant to

Section 14, Paragraph one, Clause 3 

of the Law on the Structure of the Cabinet

I. General Provisions

1. These Regulations prescribe the primary legal, organisational and technical requirements for the archiving of information systems (hereinafter – system), and in accumulating and storing electronic records within such systems, as well as the procedures by which the records to be stored for long-term or permanent retention, and the resources of information registers or parts thereof shall be transferred to the State (Archives). 

2. These Regulations apply to systems:

2.1. the owner or possessor of which is a State or local government authority;

2.2. which process and store information in accordance with international agreements, laws or Cabinet regulations; and

2.3. which are completely or partly financed from State or local government budget funds. 

3. Data is any information, which pertains to an identified or identifiable natural person, and facts, which are processed within information systems. An electronic record is any data created, stored, sent or received by electronic means, which consists of content, structure and context providing evidence of activity.

4.  Recorded data (indications or facts the entry of which into the system is recorded or substantiated by records) and electronic records to be stored for long-term retention is such information which is stored for long-term retention in order to ensure the rights of the general population of the State and the operation of State and local government authorities, undertakings, organisations and court systems.   Recorded data and electronic records to be stored for permanent retention is information which is stored for permanent retention in order to ensure the rights of the general population of the State, the operation of State and local government authorities and court systems, as well as the needs of research. 

5. Recorded data and electronic records present within systems or registers (hereinafter – electronic records) shall be stored in electronic form by the State archives and owners or possessors of the systems referred to in Paragraph 2 of these Regulations (hereinafter – system organisations).

6. The Directorate General of the State Archives (hereinafter – the Directorate General) is responsible for the accumulation of electronic records, which includes appraisal and selection for long-term and permanent storage, as well as for the preservation and the provision of access.

7. If information, which is deemed a subject matter of an official secret, is being processed or stored within a system, these Regulations apply thereto insofar as is not otherwise prescribed by the Law On Official Secrets.

II. Appraisal of Electronic Records

8. The appraisal of a system and the selection of electronic records shall be performed at the design stage of the system or until the entering into of a software purchase contract at least four months before any use of the software within the system organisation:

8.1. the system register of the Ministry of Transport and the State Data Inspection, which carries out the registration of systems in accordance with regulatory enactments, shall submit copies of system passports (a record of the State information system containing administrative, organisational, technological and economic parameters of the State information system), the by-law and all regulatory enactments related to the formation of the system to the Directorate General for an appraisal of the system within a two-month time period after the registration of the system; and 

8.2. the Directorate General shall appraise the system within two months of the receipt of the records referred to in Sub-paragraph 8.1 of these Regulations, in order to identify the electronic records which are to be transferred to the State (Archives) for long-term or permanent retention, and shall register the information resources containing the electronic records for long-term or permanent retention. 

9. If the configuration of a system is being changed or the data are being converted to new systems, the system organisation shall notify in writing the Directorate General thereof within one month’s time. The Directorate General shall approve the respective changes.

10. The State Archives under the supervision of which the system organisation is subject, shall appraisal the internal-use records and registers established while implementing the support functions of the system organisation (for example, the management of human resources, the maintenance and development of the infrastructure).

III. Storage of Electronic Records until the Transfer thereof to the State (Archives)

11. The system organisation, the electronic records of which have been selected for long-term and permanent storage, shall accumulate and store the electronic records and shall be responsible for the security and protection thereof until transfer to the State (Archives).  

12. The State Archives under the supervision of which the system organisation is subject shall, upon request by the Directorate General, enter into the relevant agreement regarding the procedures by which the electronic records shall be archived and transferred to the State (Archives) within the registered systems.

13. It is recommended to utilise Baltic–1257 or UCS codes and platform-independent file formats for the electronic records selected for long-term or permanent retention:

13.1. for structured text - SGML(XML);

13.2. for graphical information – JPEG or TIFF;

13.3. for vector graphics – CGM; and

13.4. for audio information and video information – MPEG II.

14. The storage formats and codes for electronic records in use to be selected for long-term or permanent storage shall be co-ordinated with the Directorate General.

15. The system organisation may establish its own electronic record repository until the transfer of the electronic records to the State (Archives) or delegate these functions to another legal person in accordance with the procedures set out in regulatory enactments, if it is capable of ensuring the preservation, utilisation and security of the electronic records in accordance with the requirements specified in regulatory enactments.

16. If the electronic records need not be transferred to the State (Archives), the term for the storage thereof, as well as accumulation and destruction procedures shall be determined by the system organisation.

IV. Transfer of Electronic Records to the State (Archives)
17. Electronic records shall be transferred to the State (Archives) within the terms specified in the agreement referred to in Paragraph 12 of these Regulations, as well as in cases where the system or system organisation is being reorganised or liquidated.

18. The Directorate General shall co-ordinate with the State Data Inspection the procedures by which systems or parts of systems included in the register of personal data processing systems of the State Data Inspection shall be transferred to the State (Archives). 

19. The periodicity of the transfer of electronic records is from one to five years, depending on the possibilities for the preservation of information within the system organisation.

20. The electronic records shall be prepared for transfer to the State (Archives) (in two copies) in compact disc-recordable (CD-R) format, which complies with the requirements specified by ISO 9660 or ISO 10149 standards, or in magnetic tape format, which complies with the requirements specified by ISO/IEC 15895 or ISO/IEC 16382 standards. 

21. The utilisation of other information media shall be co-ordinated with the Directorate General.

22. The information system organisation shall create a text file “Lasi mani.txt” [Read me.txt] (Annex 1).

23. The electronic records and documentation to be attached thereto (Annex 2), prepared in accordance with the requirements set out in regulatory enactments, shall be transferred in two copies.

24. The State Archives, after examination of the transferable electronic records, shall approve by deed the receipt thereof to the State (Archives). 

V. Closing Provisions
25. System organisations established before the entering into force of these Regulations shall notify the Directorate General thereof by 1 July 2002 in order to perform the appraisal and registration of the relevant system organisation.

26. State and local government authorities shall finance the measures provided for in these Regulations from the funds provided in the State budget for the relevant year.
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Annex 1
Cabinet Regulation No. 141

2 April 2002

Content of the Text File “Lasi mani.txt” [Read me.txt] 

1. The name of the system organisation.

2. Reference to the person responsible for the transfer of records.

3. The name of the system and year of transfer.

4. Reference to the file in which the file structure and organisation of data exchange of the information system is described.

5. Information regarding the type of information medium of the second copy.

6. The number of information media.

7. Reference to the file format used (recorded and stored) on the information medium.

8. Information regarding previously transferred electronic records (reference).
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Annex 2

Cabinet Regulation No. 141

2 April 2002

Documentation to be Attached to Electronic Records

1. A deed of transfer, in which the following information shall be indicated:

1.1. the name of the archive to which the record is being transferred;

1.2. the name of the system organisation;

1.3. the justification for the transfer of the electronic records;

1.4. the name of the information medium;

1.5. the number of information media;

1.6. the amount of information (MB);

1.7. the number of archive descriptions; 

1.8. the person responsible for the transfer of records.

2. Specification of the programme requirements.

3. Description of the program design.

4. Documentation of the administrator and users of the programme.

Minister for Culture 
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