
DECREE ON THE PROVISION AND RE-USE OF PUBLIC INFORMATION
“Uredba o posredovanju in ponovni uporabi informacij javnega značaja”
Official Gazette of the Republic of Slovenia, No. 76/05, of 12 August 2005
Decree on the provision and re-use of public information 
I. GENERAL PROVISIONS
Article 1
(Subject) 

(1) This Decree lays down the method by which public information shall be provided to applicants and published on the Word Wide Web, as well as the charging of costs for provision, re-use of information, price and other terms of such use and reporting on provision of access to public sector information.
(2) With the adoption of this Decree, the following European Community directives are implemented into the legal system of the Republic of Slovenia: Directive 2003/4/EC of the European Parliament and of the Council of 28 January 2003 on public access to environmental information, and repealing Council Directive 90/313/EEC and Directive 2003/98/EC of the European Parliament and of the Council of 17 November 2003 on the re-use of public sector information. 

II. CATALOGUE OF PUBLIC INFORMATION
Article 2 
(Content of a catalogue of public information) 

(1) Bodies shall maintain, within the scope of the state catalogue of public information or separately, an up-to-date catalogue of public information, which shall contain at least: 

1. basic details about the catalogue: the name of the body which issued the catalogue and the officer responsible for accepting the catalogue, the date of publication or the date of the last change, and information concerning access to the catalogue in electronic form and hard copy; 

2. general details about the body and the public information at its disposal, which shall encompass:
a) an organisational chart and details of the body’s organisation, which must contain at minimum a list of all internal organisational units and the following details for each internal organisational unit: the name of the internal organisational unit, the address and other contact details of the internal organisational unit where they differ from those of the body as a whole, and details of the head of the internal organisational unit (full name and title), where that person is the responsible officer; ministries shall refer in their catalogues to the list of other bodies in their area of work in the catalogue of bodies referred to in Article 1(2) of the Access to Public Information Act (hereinafter: the Act);
b) the contact details of the officer or officers responsible for providing public information, including the full name, position and title, postal address, e-mail address and direct telephone number at work; 

c) a link to the national register of regulations and the part of the register of European Union regulations relating to the work area of the body concerned; local authority bodies shall also include a link to the local register of regulations; 

d) via the national register of regulations, ministries and government departments shall also maintain a list of proposed regulations under Article 9 of this Decree and of proposed European Union regulations with a link to the EU portal, and local authority bodies shall maintain a list of proposed regulations under Article 9 of this Decree via the local register of regulations;
e) a list of adopted and proposed strategic and programming documents, and scientific opinions, reports and analyses concerning the area in which the body works and which are at its disposal, arranged by subject area;
f) a list of the types of administrative, judicial or legislative procedures conducted by the body, with a brief description of the course of procedures, or a statement to the effect that it does not conduct any procedures;
g) a list of the public records managed by the body, with a brief description of the content of each public record, including a description of the method of obtaining data from the public record and a statement on the links between the public record and other public records or a statement to the effect that it is not linked to any other public record; 

h) a list of other computerised databases together with a description of the method of obtaining the data and of access to the data; and 

i) a list of important subject areas for other public information or a list of individual important documents containing public information.
3. a description of the method by which the public information at the body’s disposal can be accessed;
4. the cost schedule referred to in Article 36 of the Act and any charge or other terms for re-use of public information; and
5. a list of the most frequently requested public information. 

(2) The data referred to in points 1 and 2 of the first paragraph of this article shall, as a rule, be directly accessible via the catalogue in electronic form. Notwithstanding the provisions of the preceding paragraph, data constituting an exemption from access to public information in accordance with the Act shall not be entered into the catalogue. 
(3) Data referred to in points e) through i) shall be indexed with Eurovoc descriptors. Public records, other computerised databases and important subject areas referred to in points g) through i) shall be described with data containing a title, specification of content, Eurovoc descriptors, areas to which the data contained refer, a description of the method of obtaining data, data accessibility, date of creation and frequency of updating data, format and language of recording, and linkage of data contained with other public records or databases, or indication that there is no such linkage. 

(4) Rather than draw up a catalogue of their own, bodies may draw up joint catalogues or partial joint content of a catalogue.
Article 3
(Central catalogue of public information)
(1) The ministry competent for the administration shall maintain a central catalogue of public information incorporating all data from all catalogues of individual bodies referred to in the preceding article. 

(2) The central catalogue of public information shall be linked with a catalogue of responsible bodies, catalogue of services, state register of regulations and state register of documents.  

(3) The bodies shall form their catalogues referred to in the previous article based on the catalogue sample published in the central catalogue of public information by the ministry competent for the administration. 

Article 4 
(Language versions of a catalogue of public information) 
Bodies having their head office in municipalities where the language of a national minority is used as an official language alongside Slovene in dealings with the body shall ensure that the entire catalogue referred to in the preceding article is also available in the language of the national minority.
Article 5
(Updating a catalogue of public information)
Bodies shall regularly maintain the catalogue referred to in Article 2 and, by the end of the current month at the latest, update the data in it to take account of changes and additions to the content of the catalogue or to the public information which occurred during the previous month. If a body maintains its catalogue of public information outside the central catalogue of public information, it shall also provide the entry of any modification into the central catalogue of public information.

Article 6
(Publishing a catalogue of public information)
Bodies shall publish the up-to-date catalogue referred to in Article 2 in an electronic form which can be suitably printed in a user-friendly way. Bodies may additionally publish the catalogue in some other appropriate manner. 

III. DATA FROM A DOCUMENT IN PRODUCTION
Article 7
(Determining criteria)
(1) Data in a document which has not yet been signed and dispatched or in some other way closed by the responsible officer of the body who, in accordance with the rules in force, has decision-making power shall be deemed to be data from a document in production which is kept by the body.
(2) In the case of data in a document being created as part of a project carried out in accordance with the Methodology for Project Management in the State Administration (hereinafter: methodology), data in a document which has not yet been approved in accordance with the methodology rules shall be deemed to be data from a document in production.
IV. TYPES OF PUBLIC INFORMATION PUBLISHED ON THE WORLD WIDE WEB
Article 8
(Consolidated texts of regulations)
(1) Ministries and government departments shall publish on the World Wide Web the unofficial consolidated texts of regulations in force relating to the area in which they work.
(2) Local authorities shall publish on the World Wide Web the official or unofficial consolidated texts of their regulations and a register of local authority regulations.
(3) Other bodies shall provide a link on the World Wide Web to the content referred to in the first two paragraphs of this article, and shall publish on the World Wide Web the official or unofficial consolidated texts of their founding acts and other regulations.
(4) Bodies shall publish the regulations referred to in the first paragraph of this article in the central online database of unofficial consolidated texts of regulations, which is linked to the national register of regulations. The wording of regulations in the database must always be identical to the wording of regulations on the bodies’ websites. 

(5) Together with the publication of the unofficial consolidated texts of regulations referred to in this article, the bodies shall be required to provide a warning, as a condition of access to a text, that the text is an unofficial consolidated version intended merely as a working aid for information purposes in respect of which the body accepts no liability for damage nor any other liability.
Article 9
(Programmes, strategies, positions, opinions, studies and other similar documents)
(1) Programmes, strategies, positions, opinions, studies and other similar documents published by bodies on the World Wide Web shall include, in particular:
1. economic, sustainable, regional, technological and structural development strategies of the Republic of Slovenia, and other similar strategies;
2. environmental protection programmes and programmes for the administration or management of specific natural resources (water, forests, mineral resources, etc.);
3. development programmes and development strategies for individual areas of activity (energy, transport, electronic communications, tourism, etc.);
4. development strategies for individual (commercial and non-commercial) public utilities (in the fields of energy, electronic communications, water management, environmental protection, education, health, culture, etc.);
5. strategies, programmes and plans relating to the operations of state bodies (concerning the information society, e-administration, customer operations, etc.), local authority bodies, bodies governed by public law and holders of public authority;
6. annual work reports and other reports which bodies draw up or adopt in connection with their area of work and which refer to an extended period; and
7. positions, opinions and studies which bodies, or their constituent working bodies, draw up or produce themselves or in collaboration with other bodies, or acquire from other persons in connection with their area of work, and instructions and circulars which bodies use in connection with the implementation of a law, other regulation or court decision. 

(2) Work programmes and other similar programmes drawn up by inspectorates and other bodies in connection with the implementation of procedures for supervising the operations of entities governed by public and private law shall not be considered to be documents within the meaning of the first paragraph of this article. 

(3) Documents referred to in the first paragraph shall be entered into the catalogue of public information of the body and into the state register of documents through which they are included in the central catalogue of public information.
Article 10
(Proposed regulations, programmes, strategies and other similar documents)
(1) Proposed laws or other National Assembly acts and proposed government decrees shall be published by the ministry on the World Wide Web as soon as they are adopted in government committee.
(2) Proposed rules or other acts of the minister which are published in the Official Gazette of the Republic of Slovenia shall be published by the ministry on the World Wide Web at least seven days prior to their proclamation.
(3) Local authorities and holders of public authority must publish their proposed general acts on the World Wide Web at least seven days prior to their proclamation.
(4) A proposed programme, strategy or other similar document referred to in Article 9, paragraph 1, point 5, must be published on the World Wide Web at least 15 days prior to its adoption by the body which drew it up. 

(5) Notwithstanding the preceding paragraphs, a body shall not publish an act on the World Wide Web if it contains information which would mean that, in accordance with the law, the body would refuse a request for access.
(6) In urgent cases a body shall not be bound by the time periods referred to in the preceding paragraphs in publishing the acts referred to therein. It shall be considered that a case is urgent if that urgency is based on a law or a regulation issued on the basis thereof, or if owing to the consequences of a natural disaster, epidemic or state of emergency or for similar reasons disturbances have occurred or could occur in areas which jeopardise public health and safety, or in the event of significant disturbances in the market or in public provisioning, or if market stabilisation measures are necessary or where it is urgent in order to achieve economic policy goals and measures, or where prior publication could have negative consequences on public finances, or in other similar circumstances.
(7) In the case of documents referred to in the first four paragraphs of this article, bodies shall publish together with the original document all later versions of that document in order to ensure that changes to the original document can be tracked.
(8) Together with the publication of documents referred to in this article, the body shall be required to provide a warning, as a condition of access to a text, that the documents are proposals for regulations or other documents in respect of which the body accepts no liability for damage nor any other liability. That warning must also contain a clarification that the solutions proposed in the proposed regulation or other document will not necessarily be contained in the adopted regulation or other document. Following the adoption of the proposed regulation or other document, the body shall add to the warning a link to the adopted regulation or other document. 

(9) Documents referred to in the preceding paragraphs shall continue to be accessible on the Web after having been adopted by the relevant bodies.
Article 11
(Details of services provided by bodies)
(1) A body must publish on the World Wide Web details of its services, specifying at least:
1. the conditions which persons must meet in order to be able to request a particular service; 

2. local competence or area in which or for which services are performed; 

3. data on body accessibility (contact data, business hours and the like); 

4. the method by which a particular service may be requested, including a link to an application form available electronically, any annexes which are required, the costs of the service and data which the body will obtain itself pursuant to the regulations in force;
5. the regulations which constitute the legal basis for the service or govern it in some other way;
6. the expected time required for the body to make a decision or provide the service; and
7. frequently asked questions in connection with individual services and answers thereto.

(2) Administrative bodies must publish, on the World Wide Web, additional details of administrative services in accordance with regulations on the dealings of public administration bodies with clients. 

(3) Data on bodies’ services must be divided into sets of themes (life events, business events, employee events, events for bodies and public sector organisations). Data on services of public administration bodies, local community bodies, individuals and organisations exercising public authority to carry out administrative tasks, and contractors of public services must be included in the register of services on the e-administration single national portal. 

Article 12
(Other public information)
(1) A body must also publish on the World Wide Web the following public information: 

1. details of important events, decisions and changes concerning the body (news of its activities);
2. instructions on the exercise of rights in connection with access to public information; 

3. an annual report on the implementation of the Act referred to in Article 38 thereof;
4. public information which the body has provided on the basis of an oral or written request and which the body considers will be the subject of further identical requests from other applicants;
5. data on the amount and recipients of subsidies, loans and other similar forms of support from public funds, except payments to individuals in the area of scholarship, employment, family, pension and health insurance systems, as well as social affairs; 

6. professional instructions for users of public resources and services; and
7. details of the individual measures and activities of a public service operator.
Article 13
(Obligations of responsible ministries)

(1) The ministry responsible for the administration must ensure the functioning of the central catalogue of public information and the state register of documents published on the World Wide Web pursuant to this decree. The catalogue and register must be accessible on the e-administration single national portal.

(2) The ministry with responsibility for the administration shall also publish the following information on its website and on the e-administration single national portal:
1. a catalogue of the bodies referred to in Article 1(2) of the Act; 

2. the central catalogue of public information referred to in Article 3 of this Decree; and
3. a joint annual report on the implementation of the Act referred to in Article 38 thereof.
Article 14
(Publishing public information on the World Wide Web)
(1) Bodies shall ensure that their websites are at all times accessible, available, rational and user-friendly. 

(2) Bodies shall ensure that their public information on the World Wide Web can be linked to the e-administration single national portal via the central catalogue of public information and national register of documents.
Article 15
(Access to information for people with special needs)
Bodies must ensure that public information which is published on the World Wide Web can also be accessed by people with special needs, at minimum by ensuring that public information on the Web is also available in text-only version.
V. METHOD OF PROVIDING PUBLIC INFORMATION
Article 16 
(Choice of form)
(1) If the public information exists in electronic form and hard copy, the applicant may choose in which form he or she wishes to receive it. 

(2) If the public information exists only in electronic form or only in hard copy and the body has at its disposal the necessary technological means for conversion, the applicant may choose the form in which he or she wishes to receive it and, where appropriate, the body shall charge the applicant for the material costs of converting it from electronic form to hard copy or from hard copy into electronic form in accordance with the Act and regulations issued on the basis thereof. 

Article 17
(On-the-spot inspection)
(1) If the applicant wishes to inspect the public information requested on the spot, the body’s authorised officer shall enable him or her to carry out such inspection during office hours on the body’s premises. 

(2) The authorised officer referred to in the preceding article shall ensure that the applicant is able to inspect the information requested in a suitable room, and that he or she has sufficient time in which to do so. 

VI. COSTS OF PROVIDING PUBLIC INFORMATION 
Article 18
(Methods of providing information)
(1) The body shall charge applicants for public information the costs of providing said information: 

- submission of a copy, photocopy or electronic records carrier of the required information, where a copy shall be considered as the production of any duplicate by technical means; 

- conversion of information from electronic to hard copy if the public information exists exclusively in an electronic form and the applicant wishes to receive the information in a physical form; 

- conversion of information from a physical to an electronic form, if the information exists exclusively in a physical form and the applicant wishes to receive the information in an electronic form; and 

- postage for mailing. 

(2) The body shall not charge costs: 

- for insight into the documents; 

- for the provision of information by telephone; 

- for the provision of information via e-mail, unless the cases referred to in the third indent of the preceding paragraph are involved; or 

- for the provision of information by means of telefax not exceeding five pages altogether. 

(3) The body shall provide information with regard to technical aids available. 

 

Article 19
(Framework price list)
(1) The body shall set a price for material cost once a year so that it considers the average market prices for services of information provision and average labour cost price, as well as depreciation of the equipment of the body. 

(2) The highest material cost prices for the following most frequently requested services for providing public information shall be (excluding VAT): 

1. one page photocopy of A4 format, SIT 15.00 

2. one page photocopy of A3 format, SIT 30.00 

3. one page photocopy of larger format, SIT 300.00 

4. one page colour photocopy of A4 format, SIT 150.00 

5. one page colour photocopy of A3 format, SIT 300.00 

6. electronic record on one compact disc CD, SIT 500.00 

7. electronic record on one compact disc DVD, SIT 700.00 

8. electronic record on one diskette, SIT 300.00 

9. tape recording on one video cassette, SIT 1000.00 

10. tape recording on one audio cassette, SIT 500.00 

11. conversion of one document page of A4 format from electronic to physical form, SIT 30.00 

12. conversion of one colour document page of A4 format from electronic to physical form, SIT 300.00 

13. conversion of one document page of A4 format from physical to electronic form, SIT 20.00 

14. conversion of one colour document page of A4 format from physical to electronic form, SIT 30.00 

15. postage for sending information per post in accordance with applicable postal services price list 

(3) Material cost prices for services not listed in the preceding paragraph shall be fixed by the body pursuant to the first paragraph of this article. The ministry responsible for administration shall give its consent to the thusly provided statement of expenditure.  

 

Article 20
(Method of cost payment)
(1) The applicant shall pay material costs after receiving the required information. In providing information, the body shall issue an invoice to the applicant from which the specification of costs in accordance with this regulation shall be evident. 

(2) The costs shall be paid by an applicant by issuing a payment order. 

(3) If the body establishes that the material costs for the provision of information exceed SIT 20,000.00, it may require a preliminary deposit from the applicant. After providing the information, the body shall charge the actual incurred costs and issue an invoice to the applicant in compliance with the first paragraph. In the event that the deposit exceeds the actual incurred material costs, the body shall return the exceeding amount to the applicant when providing the information. If the actual incurred costs exceed the preliminary deposit, the applicant shall pay the difference in compliance with the fourth paragraph of this article. 

(4) The applicant must pay the costs for the provision of information or the deposit within 15 days from the receipt of the invoice or request for depositing the amount. 

(5) On the grounds of economy, the body shall not charge material costs for providing information which do not exceed SIT 5,000.00. If the same applicant with an individual body requires more information in the current month, and the total amount exceeds SIT 5,000.00, the body shall charge the costs immediately when such applicant exceeds the stated amount, irrespective of the provision of the preceding sentence. 

VII. OTHER MATTERS RELATING TO THE PROVISION OF PUBLIC INFORMATION
Article 21
(Partial access)
(1) If a document or part of a document only partly contains information referred to in Article 6 of the Act, it shall be deemed that that information can be removed from the document without prejudicing its confidentiality, if it can be:
1. physically removed, crossed out, permanently covered or made inaccessible in some other way, if the document is in hard copy; or
2. deleted, encoded, blocked, restricted or made inaccessible in some other way, if the document is in electronic form.
(2) Notwithstanding the preceding paragraph, it shall be deemed that information cannot be removed from a document if the removed information can be deduced from other information in the document. 

(3) If the information requested is to be made available for inspection by the applicant on the body’s premises, in the case of partial access the applicant shall be allowed to inspect a copy of the document which has been prepared in accordance with first paragraph of this article. 

VIII. PRICE AND OTHER CONDITIONS OF RE-USE OF PUBLIC INFORMATION
Article 22
(Charging for re-use)
(1) The body shall set a price for the re-use of public information for commercial purposes once a year so that in charging it shall take into account the price for the disposal of public information, share of re-use for commercial purposes in respect of the overall scope of foreseen use and specific limitations laid down in this decree; however, it may not charge more than one-twentieth of the thusly fixed price to an individual applicant. 

(2) If the intellectual property rights to the public information belong to a certain extent to the third persons, the body shall fix a price only for that extent not belonging to the third persons. 

 

Article 23
(Disposal price)
(1) The price for the disposal of public information shall consist of the costs for collection, preparation and dissemination of data contained in public information, where the cost for establishing and the cost of maintaining the applicability of public information shall be considered separately, consisting of: 

- depreciation of required premises and equipment which are primarily used for data management; 

- cost of indispensable services in connection with data processing (information solutions, external data processing and the like); and 

- direct costs of public officials’ work in connection with data processing.  

(2) Irrespective of the provisions referred to in the preceding paragraph, the cost of maintaining the applicability of public information and eventual cost for data computerisation in the last five years shall  be considered as the cost for establishing with regard to the public information based on the data available by the body for a longer time period.  

(3) If the required public information represents only a certain extent of data with regard to which the body calculates the price of availability, or if a certain extent of data is not calculated on the grounds of publishing on the World Wide Web, the proportional share of this price shall be taken into consideration in the calculation. 

(4) If the applicant requires the public information with constant updating, the cost of establishing and the cost of maintenance for the period of calendar years in which the applicant requires updating shall be taken into consideration in the calculation. Otherwise the cost of establishing and the cost of maintenance in the last calendar year shall be taken into consideration in the calculation. 

 

Article 24
(Share of re-use)
(1) The share of re-use for chargeable commercial purposes shall be calculated as a proportional share of the sum of use in official procedures and for other public tasks, and re-use for non-commercial purposes, unchargeable commercial purposes and chargeable commercial purposes.  

(2) The share of re-use may amount to no more than 50 percent.  

(3) If the share referred to in the first paragraph cannot be determined without disproportional shares or efforts, 20 percent shall be considered as the share. 

 

Article 25
(Material costs related to re-use)
(1) If the body must prepare or provide data to the applicant to facilitate re-use (partial access, copying, dispatching and similar), thus incurring costs to the body, the body shall charge these costs to the applicant in accordance with the provisions of Chapter VI (material cost) or Chapter VIII (other costs) of this decree. 

(2) If the body has already charged the material cost for access to the public information to the applicant, the body may not charge the same cost to the applicant again in respect of re-use. 

(3) Irrespective of the provision referred to in the preceding paragraph, the body shall charge material costs if they are incurred again for justified reasons or by the fault of the applicant. 

 

Article 26
(Other conditions)
(1) The body shall quote the source of data encompassing the title Javne informacije Slovenije and the name of the body as prerequisite for the re-use of public information for commercial or non-commercial purposes.  

(2) The body may also stipulate other conditions if necessary: 

- for the purposes of providing updates and correctness of public information; 

- for proper understanding of public information; 

- for providing feedback to users; or 

- for carrying out official procedures or public tasks for the purposes of which the public information was provided. 

(3) All conditions shall equally apply to all applicants for the same types of re-use of public information.  

 

Article 27
(Public notice and records in connection with granting exclusive rights)
(1) The records of granted exclusive rights to re-use shall contain the following data for each exclusive right:   

- name of the body that granted the right to exclusive use; 

- indication of public information for which the right to exclusive use was granted; 

- name or title and residence or registered office of the entity to which the right to exclusive use was granted; 

- grounds for granting the right to exclusive use; 

- price and other conditions under which the right to exclusive use was granted; 

- date of granting the right to exclusive use; 

- dates of regular verifications of need to grant the right to exclusive use; and
- date of termination of the right to exclusive use. 

(2) On its website, the body shall publish and submit to the appeal body the data referred to in the preceding paragraph within 15 days after the finality of granting the right to exclusive use. 

 

IX. ANNUAL REPORTS OF BODIES
Article 28
(Content of annual report)
The annual report referred to in Article 37 of the Act shall comprise: 

1. name and registered office of the body; 

2. indication of the year to which the report applies to; 

3. number of filed applications for the access or re-use of public information; 

4. number of granted requests for the access or re-use of public information, including the eventual chargeability and conditions (price and other conditions); 

5. number of rejected requests for the access or re-use of public information, stating the grounds for each rejection; 

6. number of complaints lodged and decisions issued after complaints describing the decision and stating the grounds for the decision taken in the case of refusal of disclosure of information; 

7. number of initiated administrative disputes against final decisions and in the case of non-response of the body; and 

8. number and list of judicial decisions adopted by means of which the complaint of the applicant was granted in the administrative dispute stating the grounds on which the decision of the court is based. 

X. TRANSITIONAL AND FINAL PROVISIONS 

Article 29
(Bringing into line public information catalogues and establishing a central catalogue)
(1) The ministry competent for the administration shall publish the catalogue sample referred to in Article 3 in the central catalogue of public information by 31 October 2005 at the latest. 

(2) The bodies shall bring into line their catalogues of public information by 31 December 2005 at the latest. 

(3) The ministry responsible for the administration shall establish the central catalogue of public information by 30 June 2006 at the latest. 

 

Article 30
(Provision of information on the World Wide Web)
(1) The bodies shall establish the provision of additional information on the World Wide Web by 31 December 2005 at the latest. 

(2) The ministry responsible for the administration shall establish the state register of documents by 31 December 2005 at the latest.    

 

Article 31
(Termination of validity of regulations)
(1) At the date of entry into force of this decree, the Decree on the provision of public information (Official Gazette of the Republic of Slovenia, No. 115/03) and the Decree on cost recovery for the provision of public information (Official Gazette of the Republic of Slovenia, No. 40/04) shall expire.  

 

Article 32
(Entry into force)
This Decree shall enter into force on the fifteenth day after its publication in the Official Gazette of the Republic of Slovenia. 


No. 00714-21/2005-16

Ljubljana, 28 July 2005

EVA 2005-3111-0008
Government of the Republic of Slovenia 

Janez Janša
Prime Minister
ANNEX 1 

Sample catalogue of public information
	1. Basic details of the catalogue

	Title of body
	- Full title of the body, or of bodies which, in accordance with Article 2(3) of the Decree on the provision of public information, can draw up a joint catalogue

	Responsible officer
	- (Academic title), full name, (professional title), position of responsible officer

	Date of first publication of catalogue
	- Date on which catalogue was adopted

	Date of last change
	- Date (last day of the month in which a change was last entered)

	Web address at which catalogue can be accessed 
	- Web address

	Other forms of catalogue
	- Hard copy, CD, DVD or other media, and details of its physical accessibility


	2. General details about the body and the public information at its disposal

	2a. Organisational chart and details of the body’s organisation

	Brief description of the area in which the body works 
	- Description of the field of work as set out in the founding acts

	List of all internal organisational units
	- Title of organisational unit 

- Address of unit
- Contact details for unit (for each unit separately)
- Note (link to the catalogue of bodies, if the internal organisational unit is an independent body) 

	Organisational chart of the body
	Link to a separate document

	2b. List of other bodies in the area of work (only for ministries)

	List of all other bodies in the area of work
	- Title of body
- Address of body
- Contact details for body (for each unit separately)
- Note (link to the catalogue of bodies)

	2c. Contact details of officer(s) responsible for providing information

	Responsible officer
	- Full name, title, position, address, telephone number, e-mail address

	2d. List of laws, implementing acts and regulations of the European Communities concerning the area in which the body works (via the national, local or European register of regulations)

	National regulations
	- Link to national register of regulations

	Local authority regulations
	- Link to local register of regulations (only for local authority bodies)

	EU regulations
	- Link to European register of regulations

	2e. List of proposed regulations (via national or local register of regulations)

	Proposed regulations
	- Link to national or local register of regulations 

- Link to EU portal

	2f. List of strategic and programming documents by subject area

	List of strategic and programming documents
	- Adopted strategic and programming documents by subject area – links to separate documents 

- Proposed strategic and programming documents by subject area – links to separate documents

	2g. List of types of administrative, judicial or legislative procedures

	Types of procedures conducted by the body
	- Type of procedure
- Details of the conditions relating to individual types of procedure in accordance with Article 10 of the Decree

	2h. List of public records managed by the body

	List of records
	- Title of record
- Record based on (legal basis) and contains data on (substantive framework as defined in the legal basis)
- How the body obtains information to enter into the record (ex officio, on the basis of submissions)
- Description and conditions of access to records in accordance with Article 10 of the Decree
- Links to other public records

	2i. List of other computerised databases

	List of databases
	- Name of computerised database
- Brief description of purpose of database
- Brief description of how data is obtained from database
- Description of access to database

	2j. Most important subject areas for other public information or list of individual documents

	Areas of information – following the description of the area in which the body works, broken down 
	- Other public information in accordance with Article 11 of the Decree
- Breakdown of other subject areas
- List of important documents (optional) 


	3. Description of method of access to other public information

	Description of access to individual areas of information 
	- Description of access via the Web stating the technical conditions and forms in which the public information exists 

- Description of physical access stating office hours, premises and method of viewing information
- Description of access for people with special needs in accordance with Article 13 of the Decree
- Description of partial access 

- Link to the cost schedule


	4. List of most frequently requested public information

	List of the ten most frequently requested items or subjects of information (automatically generated list determined by demand for particular information)
	1.

2.

3.

4.

5.

6.

7.

8.

9.

10.


Signature of responsible officer
NOTE:
Bodies having their head office in municipalities where the language of a national minority is used as an official language alongside Slovene in dealings with the body shall ensure that the entire catalogue is also available in the language of the national minority.

