[image: Obsah obrázku text, Písmo, červená, snímek obrazovky

Popis byl vytvořen automaticky] 	 Hlavní město Praha
Magistrát hlavního města Prahy
Archiv hlavního města Prahy


	
Request for archival records

Requests are processed on the following order/terms:
Monday - available on Thursday of the same week | Tuesday - available on Friday of the same week | Wednesday - available on Monday of the following week | Thursday - available on Tuesday of the following week | Friday - available on Wednesday of the following week

The maximum number of items that can be ordered per day is:
5 books or 5 boxes (if they contain a continuous series of lower inventory units) or packages of file material. The quantity of other archival materials (documents, maps, plans, etc.) is assessed individually. Orders with insufficient information or not submitted on time cannot be fulfilled.

	Researcher’s name:
	
	Date of the visit:      
Records must be ordered 3 days before your visit.* (only applies to collections with public finding aids)

	E-mail:
	
	

	Phone:
	
	

	Topic:
	



I request the provision of:

	Archival group: 
(NAH, mark, collection name)
	Description: (according to the finding aid)
	Registration sub-unit: (inv. no., shelf mark, vol., arch. unit, etc.)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	Further details (when you don’t know the NAH, name, etc.)

	


Go to the next page →

Information for researchers from Decree No. 645/2004 Coll., as amended and in connection with the provisions of Section 36 letter a) of Act No. 499/2004 Coll., on archives and records services and on amendments to certain acts, as amended Article 2, paragraph 5:

The archive shall not reserve archival documents in the research room if the researcher does not commence viewing the archival documents within thirty calendar days of the agreed day of provision or if the researcher suspends research for a period of more than thirty days. The archival documents in the research room are reserved for the researcher for a period necessary for viewing. If the researcher does not view the archival documents systematically or regularly and if he or she fails to return the reserved archival document him or herself, the archival documents are deemed reserved for three months from the order date. At the end of such period, it is possible in justified cases to extend the reservation for a longer period of time, as a rule no longer than one calendar year. When deciding on extension, other applications for viewing the archival documents shall be taken into account.        

Informations for new researchers
· During your first visit, please do not forget to bring your ID card (passport), which is required when registering a new researcher.
· In the research room of The Prague City Archives  protective gloves are required only for the study of the collection of municipal books and manuscripts (one pair will be provided by the supervision in the research room).
· If you are interested in copies (and you have a digital camera at your disposal, for example), you can make them yourself free of charge. You just fill out a form that you will not publish them without the consent of the Archives. 
· For the purpose of protecting archival materials, the research room does not make electrographic (xerox) copies of bound originals (this also applies to loans from the archive library, including newspapers).
· For the purposes of publishing copies (e.g. in publications, student papers, various commercial publications, etc.), an agreement on the provision of reproductions is drawn up (not associated with additional fees).


Vyplněno dne: 09.03.2026	   Převzal/objednal:                  	Objednávka je součástí bad. listu č.:      

   In Prague on:			Researcher’s signature:



	Provozní poznámky:

	Datum
	Věc:
	Zapsal:

	Datum
	Věc:
	Zapsal:

	Datum
	Věc:
	Zapsal:
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Sídlo: Mariánské nám. 2/2, 110 01 Praha 1
Pracoviště: Mariánské nám. 2/2, 110 00 Praha 1
Kontaktní centrum: 800 100 000, fax: 236 007 102
E-mail: posta@praha.eu, ID DS: 48ia97h
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