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Pursuant to Article 14, paragraph (2) of the Act on the Right of Access to Information (Official Gazette “Narodne novine” no. 25/13), the Minister of Public Administration adopts this
ORDINANCE
ON THE STRUCTURE, CONTENT AND MANNER OF KEEPING OF AN OFFICIAL REGISTER ON THE EXERCISE OF THE RIGHT TO ACCESS AND REUSE INFORMATION
I  GENERAL PROVISIONS
Article 1
 (1) This Ordinance governs the structure, content and manner of keeping of an official register on requests, procedures and decisions regarding the exercise of the right to access and reuse information (hereinafter referred to as the ‘Register’).
 (2) Public authorities shall keep a special official register in accordance with the provisions of this Ordinance.
II KEEPING OF THE REGISTER
Article 2
 (1) Oral and written requests for access to information, requests for supplementation or correction of information and requests for the re-use of information (hereinafter referred to as ‘requests’) shall be entered in the Register in the order of their receipt.
 (2) Requests referred to in paragraph (1) of this Article shall be entered for the purpose of keeping a record of the number of submitted and resolved requests.
Article 3
 (1) The Register shall be kept in an appropriate electronic form which contains data from Form no. 1 – Register of requests, procedures and decisions regarding the exercise of the right to access and reuse information, for every calendar year, including the obligation to print and bind it at the end of the year.
 (2) The Register shall be kept by the Information Officer.
Article 4
The Register shall contain records of requests and the manner of their resolution, and the following data shall be entered:
– sequence number of the request,
– type of request (access to information, supplementation or correction of information, or re-use of information request),
– class and registration number, i.e. any other reference number,
– date of receipt of the request,
– manner of submission of the request (by mail, e-mail, orally, etc.),
– data on the applicant (name or title, address or registered seat, telephone number and/or e-mail address),
– information requested (data relevant for identifying the information),
– decision on the request (granted, partially granted, denied, dismissed, forwarded, procedure suspended, notification issued), along with a reference to the legal basis,
– decision on appeal by the first-instance body,
– decision on appeal by the second-instance body,
– judgement of the High Administrative Court in a lawsuit,
– amount charged under Article 19 of the Act on the Right of Access to Information,
– note.
Article 5
 (1) The Register shall be concluded at the end of every calendar year (31 December) by putting an official note underneath the last sequence number, which contains: the day, month and year of conclusion, sequence number of the last entry in the Register, number of resolved requests and number of unresolved requests.
 (2) The official note on the conclusion of the Register shall be entered in the Register and signed in print by the Information Officer.
Article 6
The text of the printed and concluded Register may not be deleted, corrected or made invisible; by way of exception, a civil servant may correct an error by placing a strikethrough over it and entering the correct data, and by putting an official note on the correction in the note section.
Article 7
A public authority shall secure a backup copy of the register in electronic form, by copying data onto a portable storage medium or in some other appropriate manner.
Article 8
 (1) Integral parts of this Ordinance include Form no. 1 – Register of requests, procedures and decisions regarding the exercise of the right to access and reuse information, Form no. 2 – Access to information request, Form no. 3 – Supplementation or correction of information request, and Form no. 4 – Re-use of information request.
 (2) Forms 2, 3 and 4 referred to in paragraph (1) of this Article are supplementary forms for the users of the right to access and reuse information.
 (3) For the purpose of facilitating access to and re-use of information, the forms referred to in paragraph (1) of this Article shall be published on the Information Commissioner’s website.
III FINAL PROVISIONS
Article 9
 (1) The Ordinance on the Structure, Content and Manner of Keeping of the Official Register on the Exercise of the Right of Access to Information (Official Gazette no. 137/04) shall become null and void on the day of entry into force of this Ordinance.
 (2) This Ordinance shall enter into force on the eighth day from the day of its publication in the Official Gazette.
Class: 011-01/14-01/179
Reg. no.: 515-03-02-01/1-14-2
Zagreb, 23 June 2014
Minister
Arsen Bauk, m. p.


Form no. 1
REGISTER
 OF REQUESTS, PROCEDURES AND DECISIONS REGARDING THE EXERCISE OF THE RIGHT TO ACCESS AND REUSE INFORMATION
PUBLIC AUTHORITY
_____________________________________
_____________________________________
_____________________________________
YEAR
_____________________________________
INFORMATION OFFICER
_____________________________________
_____________________________________
_____________________________________
page no.
	Sequence number of the request
	
	Type of request

	
	
	

	
	
	

	Class number
	Registration number / reference number

	
	

	
	

	Date of receipt of the request
	Manner of submission of the request

	
	

	
	

	Applicant (name/title, address/registered seat, telephone number and/or e-mail address)

	



	Information requested (data relevant for identifying the information)

	


page no.
	Decision on the request, legal basis and date

	GRANTED
	PARTIALLY GRANTED
	DENIED
	DISMISSED
	FORWARDED
	PROCEDURE SUSPENDED
	NOTIFICATION ISSUED

	
	
	
	
	
	
	

	
	
	
	
	

	Decision on appeal by the first-instance body

	

	

	Decision on appeal by the second-instance body

	

	

	Judgement of the High Administrative Court in a lawsuit

	

	

	Amount charged under Article 19 of the Act on the Right of Access to Information

	



	Note

	






Form no. 2
ACCESS TO INFORMATION REQUEST
	Applicant (name/title, address/registered seat, telephone number and/or e-mail address)

	

	
	
	
	

	Name of public authority/seat and address

	

	
	
	
	

	Information requested

	

	
	
	
	

	Manner of access to information (select)

	☐ direct access to information,
☐ access to information in writing
☐ presentation of documents for on-the-spot consultation and making copies of documents containing the information requested,
☐ delivery of the copies of documents containing the information requested,
☐ other appropriate manner (electronically, etc.)


   
                                            ________________________________
                                                   (signature of the applicant)
_______________________________
                (place and date)
Note:  A public authority is entitled to charging the applicant for the real material cost incurred by the provision and delivery of the information requested.




Form no. 3
SUPPLEMENTATION OR CORRECTION OF INFORMATION REQUEST
	Applicant (name/title, address/registered seat, telephone number and/or e-mail address)

	

	
	
	
	

	Name of public authority/seat and address

	



	Information requested

	On ___________(date), I submitted a request to access information to the above public authority in accordance with Article 18, paragraph (1) of the Act on the Right of Access to Information (OG 25/13), in which I requested the delivery of the following information (indicate the information requested):
Since the information I received on __________(date) is not the requested information or is incomplete (circle), I hereby request that, in accordance with the provisions of Article 24, paragraphs (1) and (2) of the Act on the Right of Access to Information, a supplementation or a correction of the following information be delivered:



	Manner of access to information (select)

	☐ direct access to information,
☐ access to information in writing
☐ presentation of documents for on-the-spot consultation and making copies of documents containing the information requested,
☐ delivery of the copies of documents containing the information requested,
☐ other appropriate manner (electronically, etc.)


    
                                                         ______________________________
                                                                 (signature of the applicant)
_______________________________
                (place and date)




Form no. 4
RE-USE OF INFORMATION REQUEST
	Applicant (name/title, address/registered seat, telephone number and/or e-mail address)

	

	
	
	
	

	Name of public authority/seat and address

	

	
	
	
	

	information to be reused

	



	Manner of receipt of the information requested (select)

	☐ electronically _________________________________
☐ other appropriate manner _____________________________



	Purpose of the re-use of information (select)

	☐ commercial
☐ non-commercial


   
                                                             ______________________________
                                                                            (signature of the applicant)
_______________________________
                (place and date)

