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Policy and planning

1.How did Library and Archives Canada develop its Report on Plans
and Priorities 2007-2008? We would like to know its decision making
process.

2.Please provide us related information about archival professional
training or online training for archivists or records keepers in Canada,
such as the plan/program, type/name of courses, etc.

3.How to profile the general situation of archives management in
governmental institutions? Have you ever done the survey into it
throughout the country? If yes, please kindly provide the report.

4.Please provide us your experience how to combine the collections,
services and staff of the National Library of Canada and the former
National Archives of Canada, such as the plan, problems and solution.

Recordkeeping, Arrangement and Description

1.The description principle of non-textual archives, such as tapes, videos,
maps, electronic records etc.

2.The subject analysis method and working process of national archives.

3.The priority of national archives description and if every description
level would be filled for each fond?

4.The declassification process of confidential archives in your
collection.

5.According to Regulations or standards on disposition, agencies need to
submit application of non-general records’ destruction, details about
these records destruction or disposition submitting and related
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documents. And how long will these documents be kept?

6.Have ever developed records appraisal policy or guidelines ? if had,
please provide related documents o

7.What kinds of difficulties are involved in performing records appraisal
in the offices/agencies ?

8.What are The selection policy and strategy for national archives ?

9.What's the acquiring procedure for the agencies records eligible for the
National Archives?

10.How to deal with the records in defunct government agencies?

The conservation of archives

1.Did you have the specialist credential license system about the
conservation of archives? What is the ability or standard you think
over when employ a worker to restore archives? Do you think about
his background?

2.What are the important conditions of decide the sequence when you
restore the archives?

3.Do you select and adopt any preventive measure to prevent non- paper
archives broken (deteriorate)?

The Migration of archives

1. What is the digital preservation strategy of the national archives?
2. Are the Digital images migrated regularly?

Buildings for National Archives

1.Is there any criteria/standards for designing a building for National
Archives in Canada? Please provide a copy?

70



2.1s there the preliminary plan for the new building of the LAC? Please
provide a copy?

3.How do the requested offices/agencies to estimate the capacity of
repository and the amount of working area on each floor?

4.How does the LAC estimate the capacity of the building for archives?
(Such as cost, numbers of records, amount of building area, etc) Please
provide a copy?

5.The average cost of constructing a building for archives in Canada.

6.What kinds of fire suppression systems do the requested
offices/agencies construct their repositories for archives? Wet-Pipe fire
suppression sprinklers, gaseous fire extinguisher or other alternatives?

7.How do requested offices/agencies control the environment of
repositories for archives?

8.What security systems do the requested offices/agencies set up for
archives repositories?

9.Has The Libratory and Archives Preservation Centre building ever
had the serious problem in facility operation? How to solve?

Access, Reference, Outreach(Promotion)

1. How long do you open retrieval of records’ catalogs (finding aids)
after the public records have been transferred to the LAC/BAnQ? Do
you restrict users to retrieve some of the catalogs (finding aids)? In
what circumstances? Do you provide the edited version of the finding
aids? Who should edit the finding aids? Do the government agencies
have to open their documents’ catalogs? How to do ¢

2. When presented with a formal request, the ATIP &PR Division may
consult the federal department whose records are involved and
attempt to release as much information as possible. Please provide us
the consulting mechanism. Will the consultation outcome become the
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ATIP legislation?

3. The federal government records under LAC's control are available to
the public, many are subject to review prior to being released under
the requirements of the Access to Information Act and the Privacy Act.

Please provide us the review procee/mechanism in light of these
related laws.

4. Photocopies and reproductions are provided by whom, your staff or
outsource member except self-serve copying. Please show us the
process and location.

5. How do you do the value-added work to enhance the value of
archives? Do you compile the archives to become education tool ?

6. Please provide us your annual project of archives exhibitions. How do
you hold archives exhibitions (e.g. permanent exhibitions, special
exhibitions ) ? How often do you hold the exhibitions? How do you
organize the exhibitions ? How do you choose the topics? Do you
have any written project or proposal for each exhibition? How do you
promote the exhibitions?

7. Please provide us your e-marketing strategies/plans.

8. Do you have any regulations for archival research publication
operation ?

9. Please provide us the experience if your staff/you and scholars have
tried to do the value-added work to enhance the value of archives.

10.Do you have any national promotion activities for access to and use
of documents ¢ If yes, please kindly provide the plan/program.

Electronic records management

72



1.What is the scope of electronic records management in your
institution?

2.When did you begin to deal with electronic records?

3.How many people and how much budget has been devoted to the
preservation of electronic records?

4.Have you ever come up any difficulty while dealing with electronic
records?

5.What kinds of format of electronic records have you ever dealt with,
such as “.doc”, ”.pdf” ? What kinds of storage media do they deposit
in?

6.Up to the present, what kind of systems, software, and equipments
have you ever used while dealing with electronic records?

7.Are there any electronic records that cannot be accessed due to the
technology obsolescence?

8.How did you make sure that your electronic records have been
preserved permanently?

9.What kind of strategy do you adopt for long-term preservation of
electronic records?

10. Do you build a lab or place, where the obsolete systems are
maintained for access of electronic records?

11. In case the previous answer is yes, how do you cope with the issues
related to the development of the lab, such as goals, stakeholders,
scope, regulations, organization, collections, ... etc. Would you please
provide the related data?

12. In case the previous answer is no, do you know any countries or
labs, where the obsolete systems are maintained? Who is in charge of
the lab?

13. Do you use digital signature and electronic time stamp in electronic
records you collected? If you did, when would you add them onto
your records? What is the major purpose of using them?

14. Is there any appraisal and disposition mechanism for electronic
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records technology?

15. How did you deal with all issues related to how to manage those
software, hardware and database in different phases of an electronic
record life cycle?

16. As for electronic records access, we were wandering if you used
water print technology on your electronic records? Do you provide
any electronic evidences for keeping complete procedure of
approving?

17. Are there electronic records repository strategies for stratifying
different levels of services, such as online, near line and offline? If
exists, is there a mechanism for managing offline storages?
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