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Level Mame of level Purpose Tvpe Code on
Word and
Excel
templates

1 Department Used to provide infoermation about the Mandatory. (=]
(formerly government department or agency which Wiritten by ThA {formerly L)
lettercode) created the records {eg Home Office, Ministry of staff

Agriculture, Fisheries and Food).

2 Division Used to provide information about a division, Supplementary. Not on the
directorate or impeortant organisational part of a Written by TRA templates
department or agency (for example,

Establishment Division, Fisheries Division). Only
used when the division has created a number of
series (classes) which are grouped together on
THA's Catalogue.

2 Series Used to provide information about a particular Mandatory. =
(formerly set of records produced by a department, Viritten by TNA (formerly C)
class) agency or division. ({in consultation

with gevernment
departments)

4 Subseries Used to provide information about subsiduary Supplementary. s55
(formerly series or groups of records within the THNA Wiritten by {formerly H)
header) series (class). Only used when it is desirable to government

make clear the major distinct groupings of departments.
records within the series. Consult with the
IMA before
| using.

5 Subsubseries Used to provide information about a group of Supplementary. 555
{formerly records within a subseries grouping. Only rarely Wiritten by {(formerly S)
subheader) used, when it is necessary to make clear the government

minor groupings of records, at a lower level than departments.

subseries. Only used in
exceptional
circumstances

(=] Piece Used to provide information about an individual Mandatory. [=]
record, for example, a file, a report, a volume, Written by
ete. government

departments

7 Item Used to provide information about separate Supplementary.
parts of a piece - (a) when the piece has been Written by
split into two or more parts because of its government
thickness; (b) when an extract has been made departments
from the piece because of its sensitivity: (c)
when it is useful to describe individual reports aor
subfiles within a piece.

bib T
i & <%

P TR EZEELIER

iP5 B RN R R e B 4p
3 u;}—g’,iﬁﬂ?;‘%j :

1. 42ig

SERHR AL

3. w4+ & (former references)
£ g R B o SR IR eh

A, e 30 &«

m o

\ﬂ-

BED DI BNE o ARTRFEET A

(Cataloguing Template) RIE_# 4% 18 B ©2

16

B R P A P

inf Ay = A

B o

WP AR

FEP B frhok e a4 p

_L'fg%,;
o

_t '5(: J‘/,

N

".QV,
T\
ol

u\\:

Hh B AR S SRR L R P > A
ZeZi R W S

FIANAE L A




oo~ Bk SR BIE]EFIEL s RAEL s BEEL S B R P s ki

P R/ PF AW AT E S B HE s R R

LCT 71 ~LCL 8L ~ 2w e LCL & 7] ~ £ mv e LCL BLfrdd 51384 ek

o REF T EHEBTI 8B

yfjﬁ*%‘%i%#ﬁiﬂ%“@  ERME R GEY BRMEF L (UK
Archival Thesaurus (UKAT)) o UKAT i & r/ 3 & B304t 2 8 4@

# (UNESCO Thesaurus) & A # > UNESCO Thesaurus id ¥ 2 A% # ]
%g&% ’.,-: F%ﬂi/z/ﬁiﬁﬁ %\#ﬁx‘l’

Thesaurus & ZA AT 412 # > ip g & s ot = 22k A

BHE M ETE oy e T FRER AR U EERER

A AR TR AR R A B R AR E S TR

FRRAMEERA AR 27 RAEAM DL R L HE 3

% F] et UKAT 9712 UNESCO
H

=3t

7o

17



ﬁ&%%ﬁ&&?a%%%@uﬁ%o

PR RAEE D RS S T MDA B B
EBE - B2 AYRRTERAS S R T R o I
ﬁ@@%ﬁﬁ?iﬂﬁ&ﬁ%’ﬁiéw%?% FeAp B T AR

Eddp R s rnied ik TR AN TR E PR L%
fee TR ARARM LR g RE

- SRR ERE e
REFP IS 0mp o PR FER ERS  ER

A T R A S BRI RS ZER PR
R E

=~ #EE & sk PRONOM

5ﬁi%ﬁ??ﬁ%%ﬁiiﬁ&’ﬁ%?ﬁﬁﬁﬁﬁfﬂﬁ

:

REBAADT o SRR PR UORANEL > AR
FRHOIE > A RS TR EORE s @ TS kST g
TR AP R 2 &Y RRAHF B & 2002 = 3 7 B PRONOM
R BRERINEF NPT R OB > M2 F E 12 0 F A
PRONOM 2 > #& ik 535~ A 2 2004 & 2 2 %3N F web /i & b

v

PRONOM 3 » = Z RM%B M- F A F ni LM Fh o P

o ?4:

PRONOM © g 2.5 4 % > v it~ # ¥4 & s B £ 372 41> o3

18



PR RN P TR - R F T R E Y o T H
Bo L SR KA RS - A ST RARLP
4 % (an initial core data set of software product

information)

=~ B b sg gc kg 24 (Open Source Software Pilot)

Open Source Software (0SS) ¥dp f4ei e =B 2 f# - &7
R ERBEAI R TR E R p g F o B0 L R
JRARS s 3 53 £ A& 2 08S 2 K SR A k3F LA
JIE B B BETR AP AT RY > 2 AL A &
FRLA D > A2 TEL A P RS EFE RE AL -
gt o mRFR B 0SS s 0 A R ap B T AR A
FHL 0 B 0SS = Rrery g2 ~ H Y o BIRGR R A 3 0SS Al
iRFarTE 0 2 BV A 2 DL T FEY TR 0 DA S

& 0 B4 MySQL ~ PostgreSQL 4 2 Open Office suite &7 R]3# °

=~ &k P %23 43 (Domesday Community )
A=t 1984 & 3 1986 = F 72 BBC A p #2334 (The
Domesday Project) > 3%i+& % 1086 # 2 p 242 g » ¥ L A%
# 900 & ’%fiﬁi@?fﬁgifﬁﬂfiﬁ%*i%
e ANREH 124 VD ¢ o mEN 1 B BEFRA 20
FERB Y2y g R v v BBC T % ks (Acorn
Microcomputer system) &7 % # & % 2 #7k LV-ROM # < F R ¢ -
B 16 #2468 > d Ao LV-ROM e Eig* #8 ¥ &

0

EF RiTRBSER 0 R RIhE A% BBC - Ling Life Data =

19



PrrE ATSE £ g HOREEE 2 S AWITR A iR
BAERT oy h s B L (FR B E Y 6

~ = A 4 (Digital Continuity ) *+ %

SRR BN TR B ARSI M A e 1 AT a3k
HELo 2 AN R FR 0 BRECTRAFP PR E L
o PRGBS E o d BRSO AT A A Sk o E B A 3
RS IRSI - TR ARBFAEREEY o S ELRETR

%\

R BR R A O SRR F L AR HEIL RS B
CEESER RS S LR 4 2007 & po s i
S ok )’j-&%:fiﬁgm e B TLE R R 6 R O B A
AR P2 R T

S+

L 175
Pf‘r.lfy

B AREFEERBADI L AR RPN LI AT IR
o TfRAY IR o AT B AR R TR
IBT

L RH PR TAFEIK G VEDFE TR AT AR
(-) %%y@mmmaiﬁmﬁﬁ?ﬁﬁﬁyﬁ%&?ﬂp

() T @ (Available) : 7 HEPESS B E B el T o
(=) ¥ *[(Usable) : ¥ 5gpF o3 & cpF iz B~ % Hoim 330 o

THR R PRMBZEEL TR TR 5
VRS M T T GNFTMIED 0 AV AT AR Y B R G E R

PHTTRE -

TR

20



Information

Assets Environment
unnecessary %,
f ¥, t \_
unrequired ﬁ_uﬁo = unrequired
assels [ - T capability |
| 15 = |
|| . complete [
S available /
\ ' usable: digital /
b, continuity
unsupported . unused
‘~,_ assats capability "
unfulfilled
ultilfity
Utility

B Fah % B gt 22010 # = g\m%;;;w S
2|

SA WL SRR A s AR TR R R o gt eh

F
FdhE Bt 2011 EHRE T R RIS RS M T L E AR M L

=~ o~ gexbAcg (Web Continuity) 2434

|

EFRR LR B 2003 #42 > TJ'&" 2 PR e Rb R T T iR

# 0 #22 % UK Government Web Archive(http://www.nationalarc

hives. gov. uk/webarchive/default. htm)#% &~ F A f* o 5 fe

E3%00 (TR T > 2 B BMBEER I RBEEF TR I 258

FosFROBSR L Nidhdhf e igantg 22y

I RETRENEIES ko R LR RS R T RO T
»

Mo BHBREaoy A en g arREH N IR

— ™

B EFSP FPEHETE A B 5) o Lot den> Fd4eT

21



)

3

(-) BERFIHE D EINS GHE DB R EE T R
F 0 7  Fa g UK Government Web Archive 3 #b 91 &
W % o

) FEGHRBHELT I Eu S o SRR iR

Ple g LA G RPN T

(

Iy

Jui

) B SR geshE ID K B e sh iR F R TR
ER TR ET xml BN ey B ®E B URL ¥ 2
P 5 L AN ® URL A BabBY ifd

(

AR NEAR R A LGRS Ap RN F I F
%ﬂ%ﬁ@%ﬁﬂ@%m;&ﬂ’gﬁﬁﬁﬁﬁﬁ?%
CABGE S BELETRAEEAL A R R

i@ %1 UK Government Web Archive e B i > T ik o

22



CabinetOffice

oo nt, whick has o thoes mo

RIS =reme

P

e

apgaoach

o

& fresework designed to make goversumetd webslies easey 10 use has been pblished
today by the Dongles Alersrader,

framduork 8o aid pablic coguaisatio
|"ummc ¥ s been drwn wp 10 achoeve & cobersnd, cost-ef
b this eoen of e=Dovermonent

o NEW DRAFT SMART CARD POLICY FRAMEWORE
FUELISHED RY OFFICE OF THE E-ENVOY

The Cffice of the & Enrvoy boday publeded Zmant Caods: Ensblag o ODovernaent. The

onsuli
s deliver

peniod, introduces & dradt pobey
suotesful &

tive and co-ordinated

cird schianes. The policy

Full Press Here

Wirdsier for the Cabamet Offlew, afler exberan

enramEyiwn wikh e pobde, prevwle asd volinieny sector

CABINET OFFICE AWARDS DATA CENTRE HOSTING
FROJECT CONTRACT

w Framéwoork o UK Oovernment Webstte Diesign will provide povernanent web
Trnige T Witk specific pridionde o how b miodmie websits wbility

[Eull Fress MNofice

Repari

Buesacracy Basters Tackle HHS [repection and Mongoring

B4 pFE

PORTED T T [T

“he gl T R
(e gy g Ry 4

v b

ey s

A B 4"r

F 2003 F &

n W grw It o vy D

T e

ok 2T gy et e kel

SRl e

g e © 0y ety Bl el e

» Tha B 1 200 Lo o ot orsiom o g Py e vty

Bo prRMH=E

sk 2009 & F

23

ot Dot vt B e
gt i S i A4

oy

Hewe

hewr el e cwd
oty Bzt glbzubeed by
O o s Koy

1 i Ofics s dats
ety hovling fea e contrel

H ¥ Deighai Alesmrede
lmwikes qualing bamewc for 10
L T

H ¥R Favin Raldtks
0l pib bedhed

bl Tiodsea J000

SErdagy U prbihud
u:maﬁrx:h el Dot
af (T croge

T, Lwris ipotx omitine
wﬂ-hbﬂ"'liuvdhmin
s Dol

* Mlimirte e Caboirel. Ooficn

Eviw

i O
]

i
10

T
AT

i



AN

— N R

FRR R % b LA P EE R IR

(% 52,609 T = 27 ) » % 1 ppeaddpe® 20 1977 & > 4 Q1
e e M5 33,440 T 2% 5 % 2 FFERGFEES LT T 1995
£ BHEQ HEFERfH S 3,700 T3 HEY 16 BES R
28,741 T2 At 4 BRE CFEERRY 167 22
BT feaEmna 4 20,809 T ok rEe kR 7,038
TN AL ERARG 8,602 T2 B P AEIER
B Qlym gREIZDE QAL S - RERER > L RF
SAA SRR ETE o PR EREA IR

2w oQl 2 Q2 EF Mz i BRAREFEL R

e

2o Y >
b n - AT

(Building Monitoring System) #7454 » B % enfp ¥ /B R - 4L a
FAh0%=t  BRAIFALLIG CZ L o

=~ F ARG R L RS TR R

PR ELFEABHAFL REF KW - 2L HT &y
515 %% 2004 &% #F Txh% 2 &3 % (Standard for Record
Repositories) | * P A ¥ ¥ > hHE AN £ F 02 WA
koo mE k% mﬁ\%%ﬁﬁﬁﬁﬁ?¢ﬁ*’ﬂﬂiéaﬁmu
# B K 73& % "BS 5454 Recommendations for the storage and
exhibition of archival documents ; 5 A# > + A~ P fam 53§ >
Haigpgi:

(=) #Fw|Riw
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6. T ELEWIET LT o

7.5 e 4 Tenit B 5 ik k&g 2380 (the
Health and Safety Executive) & Fi#¥ 333 § 9% 2
Ar o

8. Fh k& RF AT B BAE o

1

R A L N R N e

W 7dhd hhggagi vv &

(Preservation Section) -~ 23 % (Conservation Studio) % #=

4

R @ %53 " =

i

7 ¥ i~ (Conservation Research) > % /i H # i 407
(-) FiHE>
SZZ bk (risk assessment ) ~ % B ' ( staff

training) ~ ¥ &R %3 3% (emergency response planning) ¥ &
T

v

% ¥ (pest monitoring) 1 iF35 % 5 1 ¥ T RMAFHE 2B

26



e UE DB o 3% 2000 BB A T RG R %=t E (Preservation
Risk Assessment ) | % ' # % Bf B $t+ & ( Records
Salvage) ; » ¥ > 2 7 @R N ¥ for Bk 7 g =
RFBRDIFT T HRP A A Bt E h o v R

Mot i * #h% ~ 2 (How to handle documents) | ¥ T4y % i3

i

)

ip # 4 (Guidance on the care of books, documents, and
photographs) ##F a3l » R E R A L ip MR F > 28
TR e d RS F R A DA E g 50 TN O 4
Ffh R B e {HFE %R TR E AT (Box board
specifications) | RFEMERELE N EH T2 AL 28 Ko

(=) B&3%
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1889 & % @k % (Dover) ShERFHEFT B H > d v & &

B P RIS G TP EER S TR S e RS > BHEA
- - BAPRERTIFHZeEREAA Y » KB 2 5
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BEFT LR RIESATNEFLTRES > BABT KL
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By oo B2 ede ik 5 2007-2010 Ay RvkieT o Ak 3 @

R

LEEATHEFTEE CRF TF %8B/ 4% (Climate

mapping) | & T4 R s B2 X 4 K MARLR G R
( IDAP 150 : A comparative study of two groups of

parchment records) ; °

2.0 Wb AR 0 2 TR R R A F R

FRWAIEALT BERAERET > T3 e} Fp R iE
Flpt L s £ARFE R E foio8 (predictive tools and
models) g E > %}%J‘! FuhE TR o 3 2006
£33 2008 ARHGE TRELEA I ERE T E H 1960-1990
aw R A 173 3 (Heat-set tissues: a retrospective
analysis at TNA 1960-1990) , #ZF # L = {43 4% o

ARG -

BT HEFNE L SR AR R R TRk i

N2

TPp T eI F A F e P AL RETARTF
& &4 it 2 g fe &~k F 2 2 ( biochemical and
spectroscopic methods) & ¥ & FALendp K H2) > ¥ -

ks ke o HBRH KT E PP

EHR T B FRIELT ORI M T HRT Y

PhEAEL R ET r M T ERE £ 2000 &%
* T AREF B auREE Y 2006 & o 7 AR S W DB A

R R ) S T
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7~ 3 FT
2009 & 6 " B EFFNPEE R F A F K
(Preservation policy) - &%+ & fa21:% 4 > F] T iFk s 8 B E
Bl e TG rclenz g /AR AEF T A RY AFEFFT > T e
F 1 (authenticity) » * 2 R 7 E AHIINFT A (M%) o
# 4 i b e (strategic risk) - Flgt > P img iE e
JRA%38F 2 ¢ (the director of operations and services) % R
E A > & F iRy h ' F = rc K (The National Archives’
risk management policy) 7 »Tg =k & o * H FIRFLHP I - F
TR RGN E AN FEEEFET O AR E S REL ZHRA
N EPIfE B o
(=) KRR

LR w31 T L3 R enfEE > i o2 i 1

2. E F M %3 1 Tk ML ESDE T M
(authenticity)
3. B4R A
(DFRBE:FHAF SR s g0 # ER
T E -
()P FHE D Bfap BT W Glded) SR~ 420k ~ f
g frdc i o
()2 L E - Gldegtip s TR fr o~ G~ 2

?mfﬁx% @ o
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copying ~ &2 ~ 4 & ~ B rfRIEE R
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e kbR ALRIL -

.%§3§ﬁﬁﬁﬂﬁ5%$’??

(1)BS 5454:2000 Recommendations for storage and
exhibition of archival documents

(2)BS 4971:2002 Repair and allied processes for the
conservation of documents. Recommendations

(3)BS 1153:1992 Recommendations for processing and
storage of silver-gelatine-type microfilm

(4)BS 4783 Storage, transportation and maintenance
of media for wuse 1n data processing and
information storage

(5)BS 7083:1996 Guide to the accommodation and
operating environment for information technology
(IT) equipment

(6)BS ISO/IEC 27001: 2005 Information technology.
Security techniques. Information  security
management systems. Requirements

(7T)BS ISO/IEC 27002: 2005 Information technology.
Security techniques. Information  security

management systems. Code of Practice
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(8)BS 6266:2002 Code of practice for fire
protection for electronic data process
installations

(9)ISO 14721:2003 Space data and information
transfer systems. Open archival information

systems. Reference model

CRFRE DA R R PR F i (Blde Narnia
TALK magazine) # =2 R R4 % h L A #H30/ % 3 &
B AT ATIEA R BAEY I E I E SRR RGO
Ly d &3 m—g‘ T o ¥ %%&;ﬁ%ﬁﬁ/ﬁﬁlhhTﬁ oy E
FHMEAA RS OFRIENA R > 5 M2 Bl 2l

EE R RESR Y E AR R 0 M D
FER PR FIM R FEEERES R MR
Boopeoh s F Y BRFZAS U > 2 HHRER AL

%ﬁ‘f

AR IHAFERFA O ARMFREBRER & R RV
2% foo XH SR B EEARY ES ¥ﬁ?ﬁ’iﬁ@$

E R BT R At ETAE R
RIER R ER 2 & THERY 4 (Business
Continuity Plan) ; » # @& L & o %z > > ik
b ? BT T w R F T o BRDmERS R
» TR R A S R E 424, (The National
Archives’ incident management plan) ° &% 2. BB >

AFREARE 2 ISR F LB E- H AT o
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AR RpTHETRE S FXAEE 0 R LY EGF I
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&

=i (Digital Surrogates Policy) 2.z - h 2 73
EB2Z AFROR A e B4 R By Dt TR -
8. FMArT F oAUl I F M e Sreha AT v B WAk
- ¢ (The Institute of Conservation, ICON) ¥ > %
F R B AEAILE T REGEM O RE (4o -;73& ) LR

PEDETF (e YE) c RARTF REDHEE Y
FVRME > BFRAERENEER R -

9. 2 ?rj : IK%1958ﬂ SEREEZT O ORTFHZ A i“ffxi(ff‘]‘?“?‘
BELAP2ZBFLFALHEAZT LY I ZF (the Lord

Chancellor) b’ﬁ;@?—g v F o B F o Hir 2 i
< =]

BB TR B DB k8 R
10775 ¢ flRie i/ A S TR R

1
A G ML RIS R R R AR ] W
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& (The Catalogue > % # 5 PROCAT)

RELRE S LARE R OWE P & RRGF T HE~ BH R
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National Archives’ Cataloguing Strategy Panel) -
ERRFFEETHD Lk p e

B it (7 4 i TP T 25

Sud A K EF@ ° &7

3P At Rlafrd B RETA 2 SRR P &T

2 PR o Bk St o The Catalogue &
B ~EAEReIF A kS

)7

Mo kR
L B EMEER (2
s (GEHEM) A:GeR 6) -

A The National Archives

Saarch the archives

e
Advancad sanrih
Abput ut  Visib us  Resedrch and lgaming  Search the srchives | Seraces for professionals | News | Ehop onbng
sarih ihe archives = e Calalogue arch the Catalagus
thE ! welcome  :About [ Research guides
Catalugue : G By eowse  PHelp
i Gotoreference > I :

& search the catalogue
Search

#4els s Search the Catalogue
Places, promiment pecple & subjects

Sherw advancred options
Word or phraze

[Mandatary)

E':Q:' Eg: accident AND munsy More examphes :
Yiear range

(aptianal)
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[aptanal)

50 Eq: Dapartmant coda: FO Mo

Clear  Searchy
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Nﬁ“'lﬁﬁmﬁm’iﬁﬁﬂ&i,ﬂqg L E R R R
BolThE A0%nis g > 5 Bch o™ F & iR ARy m S i iE
= REEIR

(=) BREzHEwD

RFZ%~5%Y % (Learning Zone) ~ - # B ¥ 3% (Open
Reading Room) ~ & 2 & % (Document Reading Room) -~ ¥ ]

c < 2®%3E (Map and Large Document Reading Room) -

2 AR Y 3 % (Ordering Documents ) ~ # # < & & * {%
(Document Lockers) % 4§ @ % (Copying Documents)

BV Rt R ARSI 8 > RG EAKERY P
&*ﬁ%@ﬁﬁﬁﬁﬁﬁﬁﬁo—&%ﬁi LR &t
(microfilm) ~ #c¥5H % (microfiche) # g6 % (online) -
FHEEBE N EARA D BR o ok ARG R E L DT
o BT RPN 5T IR R ELE DR o

RERRE - AREES T ARKFREL D PALERE
PR &gl v PR e n e GRERTHEILEF+ (reader’ s
ticket) & > ¢ PHEFRY o AR T FH F BB RS TH
FH=2 2o R F 6 Eo B hpae EREhAT | BT
D MM NY oA B s 2o Al FAw 3 B iFR L
Sl EFRRENY G AR EARRLELT A N o
FPREIEEE AT RFRD 2
AR B IREEA) N - HFP ORI B AR MFHED GRS

RIPBL > G A TT R HIFORERS
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RFza s RRALIEREZZET N NARP (Research
guides) - & F -+ "EA PEF)E o A0k (P2 B R L ALA R
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FALARS 2 mREREUFET A MR TR A
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Panel ) @ & — #FB[&-$3%h 2 F SRM kb~ £13] 0l
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and Registers Act) L 1 KEE®H R I1KIFE®RE2 L KT b0
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Patricia.Humphries@nation
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10/1(= ) [The British Library Sound Archive
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10.00-10.15

10.15-11.00

11.00-11.30

11.30-12.00

12.00-12.30

12.30-13.00

13.00-14.00

14.00-15.00

% b %-3% (7 #2(Monday 28th September 2009)

Arrival and Welcome -

Oliver Morley, Director, Customer & Business Development
Preservation & Conservation —

Tour and Presentation by Juergen Vervoorst — Head of Conservation
The National Archives’ Digitisation Programme —

Coffee with Caroline Kimbell, Head of Licensing

The National Archives —an overview —

Peter Hills-Jones, Head of the Chief Executive’s Office

Digital Continuity —

Jessie Owen, Head of Digital Continuity

Lunch with David Thomas, Director of Technology

and Julia Stocken, Head of Information Management & Practice

Discussion meeting with members of the Information Management &

Practice Directorate —

Adam Blackie, What to Keep Project Manager

Alex Green, Team Leader Government Department Cataloguing
Natalie Bowbrick, Transfer Team Leader

Stuart Abraham, Head of FOI Centre & Transfer

Tour of The National Archives including inspection of documents -

with Irene Griffin, Research Manager and Abi Husainy, Records

Specialist
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=~ E RS A% T 43 742(Thursday 1 October 2009)

10.00 Welcome and coffee
Richard Ranft — Head of the Sound Archive
Chris Clark — Head of Selection and Documentation

10.15 Organisation and policies
Richard Ranft
Chris Clark

10.30 Curatorial processes

Janet Topp Fargion (tbc) — Curator-World and Traditional Music
11.00 Technical Processes

Nigel Bewley — Operations Manager
11.45 SoundServer and Listening and Viewing Service

Ike Egbetola -

12.00 End of visit
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L LR EY:

Organization and

Policy

1.Please introduce development history of TNA, its organization,

and departmental function.

2.Does TNA formulate overall strategy for the long-term or mid-
term development? We would like to know your strategic

planning process.

3.How does TNA help government departments’ staff to improve
their records management skill and professional ability? We
know that you provide short training courses and professional
qualification for them. How many kinds of qualifications do you
provide? What are they? In addition, we would like to know the

process of qualification.

4.What kind of role does TNA play in designing and
implementing records management system of UK government

departments?

Archives

Management

1.What’s the structure of the national archives catalog? Is there

any different with the agency record catalog?

2.After the agency transferred their records to TNA, do you need
to re-catalog them? How many national archives need to be re-
cataloged right now? Do you have any plan or program to make

it as soon as possible?

3.How do you create and maintain the subject thesaurus? Do you
construct any Ontology to support browsing or searching for

items?
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Archives
Appraisal and

Disposal

1.How does the agency appraise their records? Do they apply the
content appraisal, the functional appraisal or the Macro
appraisal? Please tell us their mythology, and give us any real

case about their application.

2.What are the standard operation procedures for agencies to
dispose their records? What’s the role of you in the procedures?
Do you give any authorization to agencies to dispose their

records?

3.How do the agency formulate their disposal schedule? Does the
schedule need to be approved by you? If agencies formulate their
schedules, can they destroy and transfer records in accordance

with their schedules without appraisal or need to appraisal again?

4.How do you select the national archives? What’s the relationship

with the agency records appraisal and disposal procedures?

5.How do you decide the subject of Operational selection policies
(OSPs)? What’s the procedure to formulate and to revise them?
How do you make sure that all agencies will apply OSPs to their
records appraisal? Is there any problem during agencies

application process?

6.How do you acquire the personal or private archives? Is there

any kind of the appraisal standard or policy?

Archives
Preservation and

Conservation

1.1s there any principle to divide the damaged archives to different

levels? What are the priorities arranged for restoration?

2.What are your restoration actions for the none-paper archives,

such as video, audio, electronic records and microforms, etc.?

3.What method you adopted to restore damaged archives? Carry

73




out by outsourcing ~ public servant or professional people?

4.What formats of container are used for different types of
archives? Will you ask agencies to adopt the uniform format
container before records transfer or replace them to new

containers comprehensively after transfer?

The Buildings for

National Archives

1.What are the functions or facilities that the national archives

building or repository should provide?

2.How do requested offices/agencies control the environment of

repositories for archives? How to save energy?

3.Is there any new build-up plan for the new archives building or

repository?

Archives
Reproduction and

Digitization

1.What kind of archives should be chosen for digitization? What’s
your policy for digitizing national archives? What’s your

consideration?

2.What are the priorities arranged for the paper archives migrated

microfilm records ? What are the advantages and disadvantages

of microfilm compared with digitization?

National Archives

Depository

1.What’s your national archives disposition strategy? How do you

decide and look for the suitable disposition place?
2.How do you provide the disposition national archives catalog?

3.How do you evaluate the services quality of the disposition place

to make sure everything meet your requirements?

Archives Access,

Reference

1.How would you provide reference services for public access to
national archives? Do you provide a guide for archive content or

the use of guide service?
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2. Do you have the responsibility to publish government agency
records catalogs? If yes, do you adopt centralized or distributed

mode?

3. Do you publish the entire information of national archives and
government agency records catalogs? Are there any restrictions

on the case?

4. When you accept an application for access to national archives
and provide content of the records, how would you balance
“information disclosure” and “personal privacy and a third

parties due right or interest”?

5. When you accept an application for access to national archives
and provide content of the records, if that information relate to
personal privacy or by other laws to which access should be

limited, how would you provide it?

Archives
Outreach

(Promotion)

1.What’s your national archives marking promotion strategy?
Now, do you have any plans to promote? Could you share us the

way and form you exhibit your collection?

2.How do you make use of national archives’ research results to

support the display of national archives?

3.How do you use national archives to supply or promote the

historic and the community education?

Electronic
Records

Management

1.How do you define the scope of electronic records management

in your country?

2.What are the electronic records long-term preservation strategies

and technologies in your institution?

3.How do you validate the authenticity, uniqueness and integrity
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of electronic records? Do you apply any management
mechanisms consisting of digital signature and digital time

stamp for identifying electronic records?

4.Do you have a specific laboratory or collaborate with other
academic institutions to study electronic records preservation
technologies for overcoming the problems regarding
obsoleteness of computer hardware and software during

electronic records lifecycles.

Electronic 1.How do you transfer electronic records in term of the result of
Records Selection | worth appraisal? What kinds of baselines and criteria for

and Transfer assessing value of electronic records do you apply?

2.How does a government agency perform electronic records
disposition and transfer? Have you already adopted online

transfer solutions for government agencies?

Others Please |1.Any public records and national archives concerning laws,

provide the regulations, rules or guidelines (strategy, plan, etc.) that might
following be for reference.
documents 2. Any directions, handbooks, documents or publications in every

aspect of life cycle for national archives or public records
management, such as selecting, appraisal, transfer of any kind of

recourse, especially for the electronic records management.
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Archives
Acquisition and

Appraisal

. Please tell us the features of your collections, and the principles

or elements that you select or appraise these records to preserve

your local culture and history.

. How do you acquire the personal or private archives? Is there

any kind of the appraisal standard or policy?

How do you transfer the records from the private owner or the
government agency? What are the standard operation

procedures?

Partnership with

1.

What’s your relationship with The National Archives? How do

others you cooperate with TNA depending on their Disposition
Strategy?

2. How do you work together with other professional groups or
academic institutions to research, promote your archives or
study the records preservation technologies?

Archives 1. What are the description method, rules and items for your
Management archives?

2. How do you provide your catalog service?

Archives Access, |1. How do you provide archives access and reference services for
Reference publics?

2. Do you provide a guide for archive content or the use of guide
service?

Archives 1. What’s your archives marking promotion strategy? Now, do
Outreach you have any plans to promote? Could you share us the way

(Promotion)

and form you exhibit your collection?
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. How do you make use of archives’ research results to support

the display of national archives?

. How do you use archives to supply or promote the historic and

the community education?

Archives

Reproduction and

. What kind of archives should be chosen for digitization?

What’s your policy for digitizing national archives? What’s

Digitization your consideration?
. In order to preserve your archives, Will you migrate or convert
them? Please tell us the standard operation procedures.
Archives . What forms of container are used for different types of

Preservation and

Conservation

archives?

. What method you will adopt to restore damaged archives?

Carry out by outsourcing ~ public servant or professional

people?

Please provide the

related documents

Any rules, directions, handbooks, documents or publications in
every aspect of life cycle for the archive or record management,
such as selecting, appraisal, transfer of any kind of recourse,

especially for the electronic records management.
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Archives
Acquisition and

Appraisal

. Please tell us the features of your collections, and the principles

or elements that you select or appraise them.

. How do you transfer the records from the private owner or the

government agency? What are the standard operation

procedures?

What’s your relationship with The National Archives? How do
you cooperate with TNA depending on their Disposition

Strategy?

Archives

Management

. What are the description method, rules and items for special

media archives, such as tapes, videos, maps, electronic records

etc?

. How do you provide your catalog service? Do you merge your

catalog into The National Archives’ catalog system or join any

cooperation program?

Archives Access, 1. How do you provide archives access and reference services for
Reference publics?
2. Do you provide a guide for archive content or the use of guide
service?
Archives 1. What kind of archives should be chosen for digitization? What

Reproduction and

Digitization

are your policy and consideration for digitizing archives?

. In order to preserve your archives, Will you migrate or convert

them? Please tell us the standard operation procedures.

Do you cooperate with other academic institutions to study

records preservation technologies for overcoming the problems
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regarding obsoleteness of equipments during records

lifecycles?
Archives 1. What forms of container are used for different types of
Preservation and archives?

Conservation 2. What method you will adopt to restore damaged sound

archives? Carry out by outsourcing -~ public servant or

professional people?

Please provide the |Any rules, directions, handbooks, documents or publications in
related documents |every aspect of life cycle for the archive or record management,
such as selecting, appraisal, transfer of any kind of recourse,

especially for the electronic records management.
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Kew, Richmond

Surrey TW9 40U

T +44 {0)20 8876 3444
F +44 (0)20 8876 3444

The MNational Archives  nationalarchives.gov.uk

Oliver Morley

Director of Customer 8 Business Development
D+44 (0)20 8392 5245

M+44 (0)7725 947948
oliver.morley@nationalarchives.gov.uk

Kew, Richmond

Surrey TW3S 4DU

T +44 (0)20 8876 3444
F +44 (0)20 8487 9203

The National Archives nationalarchives.gov.uk

Peter Hills-Jones

Head of Chief Executive's Office

T +44 (0)20 8392 5262
peter.hills-jones@nationalarchives.gov.uk

The National Archives Mark Merifield
Information Managerment
Digitat Continuity Project

The Natienal Archives

Kew Richmond Surrey Twa 4Dty
Unrted Kingdom

Tel +44 (0)20 B392 5330 » 2254
Mobile +44 (0}7946 544 531

mark merifield@nationatarchives.gov.uk
www.nationaiarchives. govuk /digitalcontinuity

3 OXFORDSHIRE
COUNTY COUNCIL

www.oxfordshire.gov.uk

Carl Boardman, History Services Manager
Sccial & Community Services
e-mait: car.boardman@oxfordshire.gov.uk

Oxfordshire Record Office
Temple Road, Cowley, OXFORD OX4 2HT
Telephone: 01865 398202

Oxfordshire Studies
Central Library, Westgate, OXFORD OX1 1DJ
Telephone: 01865 810826

- www.oxfordshire gov.uk |

84

Kew, Richmond

Surrey TW9 4DU

T +44 (0)20 8876 3444
F +44 (0)20 8487 1974

The National Archives  naticnalarchives.gov.uk

Caroline Kimbell

Head of Licensing

D+44 (0)20 8392 5330 ext 2264
caroline kimbell@nationalarchives.gov.uk

The National Archives David Thornas

ClQ and Director of Technology

The National Archives

Kew Richmond Surrey TW9 40U
United Kingdom

Tel +44 (0)20 8392 5222

Fax +44 (0)20 8487 9205

Mcpiie: +44 (0)7973 216390
da\nd.thomas@nanonalarchives.gov.uk
www.naticnalarchives gov.uk

Nigel Bewley
Operations Manager,
Sound Archive Technical Services

THE BRITISH LIBRARY
96 Euston Road

London

NW1 208

Uinited Kingdam

T +44 (0)20 7412 7435
F +44 (20 7412 7416
nigel.bewley@bi ik
www. bl.uk

Richard Ranft
Head of the Sound Archive

THE BRITISH LIBRARY
96 Euston Road

London

NW1 208

United Kingdom

I:
vy
i
o

CD-<

T +44 (0120 7412 7424
F +44 (0020 7412 7441
richard.ranft@bl.uk
www.bl.uk




