Information and Guidelines for Researchers
· To enter the archive you need to fill in the application for permission to study (Žádost o povolení ke studiu) and send it to archiv@mzv.cz
· The archive's address is Loretánské náměstí 5, 118 00, Praha 1 – Hradčany
· The transport connection to the archive is by tram n. 22 to the stop Pohořelec
· Opening hours are Monday – Wednesday 9:00 – 15:00. Researchers may arrive and leave only if accompanied by the MFA archives staff on the hour. At each visit, researchers are required to sign log book. No bags and jackets are allowed in the reading room.
· Request forms to order archival materials, photocopying and photographing are available in the research room. Forms for each archival material and box must be filled in separately.
· Requests are collected from Monday to Wednesday. Requests for the following day are accepted before 14:30.

· Photocopying service is paid using the postal order only. The copies will be delivered upon presenting the payment.
· It is possible to order up to 5 archival boxes/books at once. Researchers are required to notify the research room staff of their date of visit. The archival materials are then available on the desired date. Please order only such volume of materials you are capable to study during one visit.  

· The materials to be returned back to depository are put on the cart, the rest of materials are put on the designated shelf in the research room.
· Anyone who publishes an article, study or monograph (including university thesis) using the MFA archives, is required to deliver the author’s copy or at least inform the staff about the publication’s bibliographic elements. 
Photographing MFA Archival Materials Digitally
· Fill in the “Application for permission to use own reproduction device” form available in the research room and submit it to the research room staff. 
· If the desired materials are classified as Secret/Confidential, please submit the material to the research room staff for the declassification. 

· At the end of your visit, please submit the CD with photographs made in the MFA archives to the research room staff. 

