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1. (The National Archives of Canada, NAC)
395 Wellington street, Ottawa, Ontario K1IAON3
2. (Gatineau Preservation Centre)

: 625 Boul. du Carrefour, Gatineau, Quebec, K1AON3 (The city of
Gatineau is located 12km northeast of downtown Ottawa)

3. The Canadian Council of Archives

344 Wellington Street/ rue Wellington, Room/ bureau 1009, Ottawa,
Ontario K1AON3

1. National Archives and Records
Administration ( NARA)(Archivesl)

700 Pennsylvania Avenue, NW., Washington, DC20408
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National Archives at College Park (Archives|I)
:8601 Adelphi Road, College Park, MD 20740-6001
The Washington National Records Center

:4025 Suitland Road, Suitland, MD 20746-8001



()
(Department of Canadian Heritage) (National Archives
of Canada NAC)
NAC ()
/ NAC
(NAC)
634

(Project Archives Place of the Future)
(Nationa Archives Review Office)
(Strategic Management)
(Preservation Branch)

(Standards and Services)
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. (Regional Records Operations)

. (Government Records Branch)
. (Canadian Archives Branch)
. (Client Services and Access Branch)
. (Information Technology Services Branch)
. (Corporate Services Branch)
NAC
(strategic
planning) (one —year business plan)
(operational plan)
(archival communities)
(Treasury

Board )



( report on  plan and priority)

NAC

2000-2003

NAC

NAC



(e-mail) (film)

NAC

NAC

NAC



NAC
1987 (National Archives of CanadaAct )
NAC
NAC
NAC
2000-2003 (Strategic Directions at the dawn of the

new millennium—The National Archives of Canada 2000-2003)

D



(2)

Network)

)

(1)

(2)

)

1936

(public records order)

1966

(Canadian Archival Information

(current records)



(disposition)

1987 (National Archives of CanadaAct )
NAC
NAC NAC
1991 NAC
planned approach

(Multi-Year Disposition Plans)

NAC

NAC 1963 (General
Records Disposal Schedules)
(common administrative records)

1985
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1999

(Multi-Institutional Disposition Authorities)

1960 (tota
archives)

1987

1



national significance 1991

The Gatineau Preservation Centre

(the Gatineau Preservation Centre)
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1967

the House of

Commons Standing Committee on Communications and Culture 1987

1988 5

(The Archives Headquarters
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Accommodation Project AHAP) (Public Works
Canada, Public Works and Government /services Canada,
PWGSC)

the West

Memorial Building

1990 10 1991 6
AHAP

AHAP

AHAP L

2 Archivist

the two-site option
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preventive
conservation issues
Blouin
IKOY et Associés 1992 9
1. 1992 8 1993 3
(
)
2. 1993 4 1994 6
3. 1994 9 1996
1997 1
89,000,000

! John Grace, “A building for preservation,” The Archivist 114 (1997): 10-19.
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18,000,000 2

@ 3
12
37.4
99 92 19 32,000
9,611 ( 4,000
) 1 1 4,000
11,696 (
)
48
mobile shelving systems 350
12,684 20
2.5 48 (textual

2 Jacques Grimard, “The Gatineau Preservation Centre: A site devoted to memory,” The Archivist 114
(1997): 6-9.
% The Gatineau Preservation Centre, Fact Sheet: Gatineau Building, National Archives of Canada,
(2000).
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records) 121.8
. L aboratories
EDP 18 40
18 25
18 50
18 40
( )
1999
4
95,000
(Government Textural Records)
44,000
(Private Textural Records)
(Electronic Records) 3,000,000 megabytes
(Map) 1,300,000
(Architectural Drawings) 900,000
(Photographic Images) 21,000,000
315,000
(Other Archival Holdings)

National Archives of Canada, The Gatineau Preservation Centre, (1999).
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(Library Items) 56,000
- 160,000
(Audiovisua Records-sound)
- 100,000
(Audiovisual Records-Video)
- 70,000
(Audiovisual Records-Film)
4
78
(Archives Preservation Division)
(archivist) >
accessibility
6
1.
5 2

® National Archives of Canada, Center of Excellence for Preservation and Access (2001)

(http://www.archives.ca/13/1301_e.html)
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(Electronic Archives Preservation System)

AHPA

2004

19



1997

2015 2025

2050

public access zones

7 Jean-Pierre Wallot, Michael S. Swift, Derek Ballantyne, and Gabrielle Blais, “Architectural Program:
Gatineau Building,” National Archives of Canada Headquarters Accommodation Project, (1991).
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(electronic access control system)

&

(Canadian Conservation

Institute)

500 10,000

21



1,700 1,200
a building within a
building 48 350

(state-of -the-art)

()
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° Robert Groh, “National Preservation Centrel] The architecture of project requirements,” The Archivist
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dry-pipe sprinkler system

The Canadian Council of
Archives CCA
(CCA)
1985 CCA

(NAC) CCA

CCA

114 (1997): 30-35
24



CCA

CCA
CCA
CCA
CCA
CCA
CCA
CCA
(National Need

Assessment and Planning Study)

(information network)
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(

)

(National Archives and Records Administration NARA)

NARA
()
NARA
NARA (Federal Independence Agency)
2,806 388 (Archivist)
-
. (Information Security Oversight Office)
. Office of the Inspector General

. Office of Administrative Services
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. Office of the Federal Register

. Office of Human Resources and Information
Services

. Office of Records Services - Washington,
DC

. (Office of Regional Records Services)

. Office of Presidential Libraries

i

. (Policy and Communications Staff)

. Congressional  and Public Affairs Staff

. (Development Staff)

. (Equal Employment Opportunity and

Diversity Programs)

. (General Counsel)

E

. (National Historical Publications and

Records Commission, NHPRC)
28



1993
( Next Steps)
(1997-2007 )
( Government Performance and Results Act)

1994 8

NARA

230
190

250
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300

3
2
35-45% 14 NARA
120 23%
4
10
50
2,000
2007 400
5

NARA 21% NARA

()

30



NARA

NARA
(vision)

(strategic directions)

(1)

NARA

(essential evidence)

1995 8 NARA

31



NARA

> NARA

(2)

( performance targets)

( performance measurements)

> 2007 NARA

32



NARA

» NARA
40% 2007

» NARA

level)

2007 100%
3.
(1)
(2)

3

50%

(series)

NARA

33

2002

2002

(collection

85%



(4)

( Genealogical Research Centers)

)
(6) NARA
(7)
4,
(focus group)
5.

NARA

34

(brainstorming)



50%

1999

(results)

(1)

(OMB)

NARA
2002 40%
NARA

30%

35

2007



1999 NARA
performance measurement and reporting system )

(strategic outcomes) 2002

100%

(2)

( customer satisfaction assessment)

3
(management review)

(audit)

1998 3 (Gore)

(National Partnership for Reinventing Government)
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(external customer survey)

(Focus Groups)

2000 6 12

(Nara' s Comment Card)
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retention

schedule)

(inventorying)

(scheduling records)

NARA

38

selective

(records



schedule)

NARA

Schedules)

115

(disposition instruction)

(draft comprehensive records

115

(Comprehensive Records Control Schedule)

39

(General Records



(1)

(@)
(b)

.(1)
@

1970-1979

2. 115

(program record)
115

(standard form 115)
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115 NARA

NARA

(GAO)

(scheduling records) NARA

( final disposition)

NARA

NARA

(D

41



NARA (Office of Records Services)
(Life Cycle Management Division, NWML)
NWML

(control unit)

appraisal archivist 115
(WGL)
2)
(initial review)
(Washington
National Records Center) (initial processing unit)

(Request For Stakeholder Unit

Action) 115
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3)

NARA

(appraisal report)

110

(4)

NARA

NARA

43

115



NARA
centers)
(NARA-5 reports)
(regional records centers)
(in-depth review)
180
)

(records



(6)

()

(8)

115

115

115

NARA

45

15



(Archives|) Archivesl|

(the

Charter of Freedom)

NARA

(College Park, Maryland)

NARA 1993

46



NARA 1935
(Archives 1) 1970
1970 500,000
(Suitland, Maryland)
NARA 1985
NARA 1987 Steny H.
Hoyer Barbara Mikulski  Paul Sarbanes
33
1988
1991 Summer
Consultants, Inc. Cooper-Lecky
. (state-of-the-art)
NARA

1993 10 NARA 600 NARA

47



200

33 /13.4
167,227.6
336.5 136.6
763
[ 9,680.5
[ 5,852.9
[ 3,827.6

(processing offices)]

[ 21,288.3
[ 603.9
[ 761.8
[ 463.4
[ 255.5
1300.6 (

3,372.2

48

11,321.1

300

NARA

50



* [ 20,894.4

* [ 29.7
Steny H. Hoyer
390 5597.1
()
&
. 64,249
. 56,640
. 3,716
. 2,081

. 1,840.8

49



10,828

50

. 23552

. 836.7

-
21°C +/- 2 4 +-5
18°C +/- 2 30 +-3
LG 1) 30 +-3
18°C +/- 2 35 +-3
FC +/- 2 3 43
2C 4/- 2 35 +/-3
18°C +/- 2 35 +-3
18°C +/- 2 35 +-3
19°C +/- 2 30 +-3
22°C +/- 2 3 +-3

1934 NARA
1950 16
2100 1999




NARA

(Records Center Program, RCP) NARA

(Washington National Records

51



Center)

1. (Office of the Director)
2. (Accession and Disposal “A&D” Branch)
3. (Control Unit)

4, (Reference Service Branch)

1. (series)

3. NARA 1974 5 14
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NARA

(General Service Administration, GSA)

14%% x 12 x 97

1434 x gV x 47"

14%% x 113 x 113*

143% x 6Y% x 4V
(archival) 14%% x 6YZ x 5"

18 x 15 x 52"

SF135, SF135-A

53
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SF135 SF135-A

2. /10 10

120

2. WNRC 24

1. WNRC 24
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(The Centers Information Processing System, CIPS)

CIPS OF 11(Optional Form)
24
90 NA Form 13001
90
WNRC
SF 258
NARA

NARA 12
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Office of Presidential Libraries

10 10 (the Nixson Presidential
Materials Staff)
10 1 (Herbert
Hoover Library) (Franklin D. Roosevelt Library)

(Harry S. Truman Library)
(Dwight D. Eisenhower Library) (John F. Kennedy
Library) (Lyndon B. Johnson Library)
(Gerald R. Ford Library & Museum)
(Jimmy Carter Library) (Ronald Reagan Library)

(George Bush Library)

>

>

10 National Archives and Records Administration, Office of Presidential Libraries 2000 Briefing Book
(2000).
n 2000 NARA

(The Clinton Presidential Materials Project)
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» 7,000,000
>
>

» 350,000

1986

1955

300,000,000

15,500,000

83,000

1939

NARA

1955

(The Presidential Library Act of 1955)

NARA

1

57



. NARA

1986 (The Presidential Library Act of 1986)

1955

*NARA

*NARA

*NARA

*NARA

70,000

«20 1985 1 20
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1978 (The Presidential Records Act of 1978)

1981 1 20
. NARA
(the Freedom of
Information Act FOIA)
FOIA
NARA
1974 (The Presidential Recordings and

Materials Preservation Act of 1974)

NARA

59



NARA
Electronic Access Project, EAP

NARA Guidelines for Digitizing Archival Materials for Electronic

Access 124,000
National Archival Information Locator, NAIL
Electronic Access Project, EAP
NARA

NARA Guidelines for Digitizing Archival
Materials for Electronic Access

NARA EAP
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| (Digital Imaging Requirements)
120,000 200,000
Access files(on-line)
Master files(off-line) 8-hit 24-
bit
(Master image files) (Large accessfiles) (Access
files) NAIL (Thumb NAIL files)
8.5 14 ;
1.5mm
1.
pixel . .
depth 8 bit 24 bit RGB
size<=11"x17" 300dpi|1. 3000 pixel Size<=11"x17" Size<=11"Xx17"
size>11"x17"  200dpi |2. 300 dpi 300dpi 300dpi
 resolution &image size>11"x17" Ssize>11"x17"
size 200dpi 200dpi

(file format)

TIFF (version 6)

(scanning  aimpoint
values)

1 : (DPatch” A" or 0-0.10: 247-247-247 or black of 3%; (2)Patch”M” or 0.70-
0.80: 105-105-105 or black of 59%; (3)Patch”19” or 1.90-2.00: 8-8-8 or black of
97%

2. - (D) . 241-241-241 or black of 5%; (2) : 101-101-101 or
black of 60%; : 19-19-19 or black of 93%

61




(scanning  aimpoint| 1 RGB: +-3 RGB level
variability) 2. +-1 level
(maximum ~ tonal| 1 RGB: 8-247 for 24 levels
range) 2. : 3%-97%
(tone  reproduction
control)

L ( )
(scanner calibration) |2 ( )

3.

4,

5.

6. ( )

(monitor calibration)

24 hits, agamma of 2.2, a color temperature of 6500

K

NARA

1
(sharpening) 2. (amount): 100%-200% ; (radius): 1-2 pixels;
(threshold): 2-8 levels
3. 4 levels
TIFF LCTIFF
2.
pixel| 8 bit 24 bit RGB 1. 8 bit 4 8 bit 24
depth JPEG bit /89a GIF bit RGB
2. 24 bit JPEG
8 bit/89a GIF
1. 90 dpi for >=|* ixels 15001, 90 dpi for >= ; 1500 pixels
resolution &image 2.0mmh 2. 20mmh . 1340 pixels
e 2. 125dpi for| 1340pixels |3 125 dpi for 1.5/3 <=11'x17"
1.5mm h 3. 150 dpi mm h 150 dpi
doi f B 4. >11" x17" 200
3. 200dpi for <= 3. 200 dpi for <= 1.0 dpi
mm h
1.0mmh
JEPG 10:1- 20:1 1. 4bit/89aGIF JEPG 10:1 -
(file format) 2. 8hit/89aGIF 20:1

62




levels

(sharpening)
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pixel|1. <= 8.5"x14"|1. 8 bit 1. 24hit|1. <=11"x17"
depth 119 4 bit /89a GIF JPEG 187
8 bit 2. 24bit 8 hit 8 bit
4 bit /894 8 bit/8% GIF| JPEG , RGB 4 bit /894
GIF 24bit mode GIF 24bit
8 2. JPEG 8
bit/89a GIF bit/89a GIF
2. >8.5"x14" 2. >11"x17"
119 20:1 187
24bit JPEG 24bit JPEG
8 bit 8 bit
JPEG , RGB JPEG , RGB
mode mode
90 dpi 1. 3000 pixel 1. 1200 pixel|1. <=11"x17"
>= 600 pixel 2. 120 dpi 187
_resolution &imagel  1.5mm 72|2. 72 dpi 3000 pixel
sze dpi ; <1.5mm 600 pixel
90 dpi 2. >11"x17”
187
1200
pixel
3. 10" or 9"x9"
120 dpi
4. >11'x17 or
187
>=1.5mm,
72 dpi; < 1.5mm,
90 dpi
(resizing)
(blurring and
resharpening)
(tonal scale
and color
balance)
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X

pixel|1. 8 bit 4 bit/89a GIF
depth 2. 24 bit 8 bit /8%a GIF
1. 200 pixel
resolution &image|p 72 dpi
size
(resizing)
(blurring  and
resharpening)
(tonal scae
and color
balance)
u Quality Assurance Procedures
1.

NARA

65

10%




(bit depth)

(interference patterns)
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100% 1 1

1%

1%

Document Handling Guidelines

NARA

67



35mm

NARA

< NARA

< NARA

68



NARA
National Archival Information Locator,
NAIL

NAIL

http://www.nara.gov/nara/nail/nailgen.html

< 185,693
< 99,650
< 39,762
< 3,024
< 58,774
< 360
NAIL
< 58,390

< 451

< 22,820

69



NARA

NARA

(Ready access to essential evidence)

NARA

NARA

70



< NARA

NARA (Ready
Access to Essentia Evidence: The Strategic Plan of the National
Archives and Records Administration, 1997-2007)

NARA

71



NARA

NARA

| NARA

| NARA

NARA
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NARA

NARA

NARA

NARA
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364

362
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NARA

(Archivist)

80

40

NARA

10 12

2 12 NARA

75



NARA
>
>
>
NARA
(
) Risk Management and

Benefit Analysis for Records Managers
(Foundations)
(College Park, Maryland)
(Suitland, Maryland)

NARA

76



E

NARA

Records Officer Foundation Courses

A B

Al ( Federal Records Management)

NARA

(information resources management,

IRM)

77



(IRM officials)
675

B(1)O (Creating and Maintaining

Adequate and Proper Documentation)

78



2.
3.
(file cutoff)
4.
300
= B(2)U (Records Scheduling and Disposition)
NARA
NARA

79



10.

115

NARA

(IRM officials)

300

B(3)U ( Evaluating and Promoting

Records Management)

80



150

NARA

(checklist)

Overview of Records Management

81



150

82



(OMB, GSA, GAO, NIST  NARA)

83



450

84

30



B

10.

custodians)

NARA

(records liaisons)

National Archives

85

(files



( 20 )

300

AR

(official file stations)

fileplan

86



10.

11.

150

scheduling records

87

(wor kshops)

16



> 115

300

88



CIPS

NARA

89

Center Information Processing

CIPS

NARA



>

CIPS

IBM

IBM 3270

135

2,400 bites

90



NARA

450

NARA
91



4. NARA

5. NARA

150

2001

92

115



NARA

. NARA

. NARA

150

93



NARA

NARA ( http://www.nara.gov/records/rmtrain.htm)

(A

NARA

[N

NARA

a8 NARA

NARA
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NARA

NARA

(National Personnel Records Center NPRC)

NARA

95

(Development Staff Services)



96



NARA

634 2,806

151 175

97



1987 (National Archives of

CanadaAct)

1991 NAC
planned approach
(Multi-Year

Disposition Plans)

98



NAC 1963
(General Records Disposal Schedules)
(common administrative
records) 1999
(Multi-Institutional Disposition

Authorities)

NARA ( Government
Performance and Results Act)

( Next Steps) 1994 8

NARA

99



115

NARA

appraisal archivist

100



115

NARA
(external

customer survey) (Focus Groups)

101



102



(external customer

survey) (Focus Groups)
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(1)

(2)

3

(inventorying)

104



national significance

(1)

105



(2)

)

(4)

106



©)

(6)

()

(8)

(9)

(

)
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(10)

(11)

National Archival Information Locator, NAIL

ArchiviaNet
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10/18(

(Taipei  Ottawa)

10/19( ) |1.The National Archives of Canada 1. Ottawa |Ottawa
395 Wellington street, Ottawa, Ontario K1AON3)|2.The city
2.Gatineau Preservation Centre of Gatineau
:625 Boul. du Carrefour, Gatineau, Quebec,
K1AON3 (The city of Gatineau islocated 12km
northeast of downtown Ottawa)
10/20( The Canadian Council of Archives Ottawa Ottawa
344 Wellington Street/ rue Wellington, Room/
bureau 1009, Ottawa, Ontario K1IAON3
10/21( Ottawa Ottawa
10/22( ) |1. Ottawa Washington
2. Ottawa  Washington D.C. D.C.
10/23( ) |National Archives and Records Washington|Washington
Administration D.C. D.C.
700 PennsylvaniaAvenue, NW., Washington,
DC20408
10/24( 1. National Archives at College Park College  |Washington
2. Office of Regional Records Services Park, MD |D.C.
3. Office of Presidential Libraries
:8601 Adelphi Road, College Park, MD 20740-
6001 ( :Archivesll islocated on Adelphi Road
near the University of Maryland' s College Park
campus)
10/25( The Washington National Records Center Suitland, |Washington
:4025 Suitland Road, Suitland, MD |MD D.C.
20746-8001
10/26( ( Washington D.C.
| ) 10/28
10/27( ()
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Requested agencies/institutions in Canada
1. The National Archives of Canada (NAC)
2. The Canadian Council of Archives

3. The Gatineau Preservation Centre

Visiting and study topics
1. Organization

(1) The organization and functions of the requested agencies/institutions.

(2) The organization and functions of Federal Records Centres (FRCs).

(3) How many archive branches are there in Canada? How many of them
deal with the government archives? How large is the collection in
each branch? Please give the rough statistics if possible.

(4) How does NAC administer the nation-wide network of facilities?

(5) How many employees are there in the requested agencies/institutions?
What is the proportion of professional staffs to administrative staffs?
What qualifications are necessary for professional staffs? How to
recruit technical staffs?

(6) Isthere any advisory committee in NAC? What characteristics are the
committee’ s organization, functions, and members?

(7) Isthere any standard for guide government agencies to set up the
archive management unit, personnel, and facilities/buildings?

(8) What relationship is between NAC and the International Council on
Archives?

(9) What relationship isin NAC and the National Library of Canada?
How do these two institutions cooperate to manage all national
archives?

2. Policy and planning

(1) The planning process, analytic methodology, and characteristics of
the strategic plan in the requested agencies/institutions.

(2) The requested agencies/institutions financing planning and resource
allocation.

(3) How does NAC inspect and measure archives management
performance of gover nment agencies?

111



(4) The fundamental design, development, and characteristics of the
requested agencies/institutions space plan, facilities location and
space requirement.

(5) Does NAC mandate other federal agencies or local archivesto
storage national archives?

(6) How does NAC make grants to archive branches, colleges and
universities, libraries, historical societies, and other nonprofit
organizations in Canada to help identify, preserve, and provide
public access to records, photographs, and other materials? What is
the decision-making process?

3. Archives management

(2) I'sthe archive management style centralized or decentralized?

(2) What is the relationship between NAC and other government
agencies?

(3) How does NAC set up a mechanism dealing with the archivesin
transferring from agencies to NAC?

(4) Isthere any standard or format for cataloging and classifying
archives? What agency/institution isrequired to create the original
catalog? Wl the catalog be open to the public and keep update
periodically?

(5) The description rules for records.

(6) The fundamental design, development, and characteristics of NAC
and the Gatineau Preservation Centre scheduling.

(7) The appraisal processes and techniques of records val ues.

(8) How does NAC approve and sort retention period of records.

(9) The management for destruction of records.

(10) The guideline and process for records disposition.

(11)How do the requested agencied/institutions deal with the confidential
archives?

(12)How to acquire and organize the personal or private archives that
are meaning for the collection of national archives? What is the legal
status of these archives after acquiring?

4. Preservation & Conservation

(1) What techniques or methods do NAC and the Gatineau Preservation
Centre use to preserve permanent or long-term records?

(2) The physical environment standards for storage facilities.

(3) What are the procedures and legal status for archives saved into
112



microfilm, CD-ROM or other electronic media? Please provide the
relevant regulations or standards if possible.

(4) The cost of building the Gatineau Preservation Centre.
5. Accession

(1) How long the archives would be required to open to the public?

(2) How does the general public access the national archives? Do they
have to pay for the access? Please give the statistics for the use
frequencies of national archives if possible.

(3 The fundamental design, development, and characteristics of
customer service system.

(4) The fundamental design, development, and characteristics of NAC's
online catal og.

6. Professional training

(1) The practice of training development at archives management in NAC.

(2) What role does NAC play in the archives and related professions
training? What professions training courses does NAC provide to the
government archivists and administrators?

7. Electronic Records and Infor mation Security

(1) What is the automation and digitalization policy in the management
of national archives? Are there any finding-aids or databases? Can
all the archives branches work together on-line? Please give usthe
information about recordkeeping management systems.

(2) Wnhat are the principles of ArchiviaNet?

(3) What are thetools (or packages) for implementing ArchiviaNet?
Please give us more information if possible.

(4) What is the relationship between ArchiviaNet and recordkeeping
metadata (system)?

(5) What kinds of information are included in ArchiviaNet? What are the
descriptive levels?

(6) The fundamental design, development, and characteristics of NAC's
information security system?

(7) Isthere any element core standard, like Dubline core or GUS core, for
online catalog?

8. Others

113



What are the significant challenges and implementation issues confront
NAC?

9. Cordially hopetherequested agencies/institutions provide the
following relevant infor mation:

(1) The requested agencies/institutions staff numbers, budget, spaces and
facilities, the organization chart, etc.

(2) The strategic plan of the requested agencies/institutions.

(3) The space plan of NAC (include the information about NAC and
Gatineau Preservation Centre facilities deter mination standard and
current configuration of regional facilities).

(4) Archives and records storage standard.

(5) Scheduling and appraisal process guideline.

(6) The standards for guide government agencies to set up the archive
management unit, personnel, and facilities/buildings.

(7) The working handbooks about archival repository in the requested
agencies/institutions and records centers.

(8) NAC and the Gatineau Preservation Centre publicationslist relevant
to archive management.

(9) Any other documents concerning laws, regulations, rules or
guidelines that might provide for my country reference will be
appreciated.
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Requested agencied/ingtitutionsin U.S.A
1. National Archives and Records Administration (NARA)
National Archives at College Park, MD
Office of Regional Records Services
Archives Library Information Center
Office of Presidential Libraries
6. The Washington National Records Center

Visiting and study topics

arowd

1.0rganization

(1) The organization and functions of the requested agencies/institutions.

(2) How many archive branches are there in U.SA? How many of them
deal with the government archives? How large is the collectionin
each branch? Please give the rough statistics if possible.

(3) How many employees are there in the requested agencies/institutions?
What is the proportion of professional staffs to administrative staffs?

(4) What qualifications are necessary for professional staffs? How to
recruit technical staffs?

(5) Isthere any advisory committee in NARA? What characteristics are
the committee’' s organization, functions, and members?

(6) Isthere any standard for guide government agencies to set up the
archive management unit, personnel, and facilities/buildings?

(7) How does NARA administer the nation-wide network of facilities?

(8) What is the relationship between NARA and other Federal and local
gover nment agencies?

(9) As we know that the Smithsonian Institution maintains archives of its
own and the Library of Congress preserves manuscript and pictorial
collections. What relationships are in NARA, the Smithsonian
Institution and the Library of Congress? How do these three
institutions cooperate to manage all national archives?

2.Policy and planning

(1) The planning process, analytic methodology, and characteristics of
the NARA's strategic plan.
(2) How does NARA inspect and measure archives management
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performance of gover nment agencies?

(3) The NARA' s financing planning and resource allocation.

(4) The fundamental design, development, and characteristics of the
NARA's space plan, facilities location and space requirement.

(5) Does NARA mandate other federal agencies or local archivesto
storage national archives?

(6) How does NARA make grants to state and local archives, colleges and
universities, libraries, historical societies, and other nonprofit
organizationsin the U.S to help identify, preserve, and provide public
access to records, photographs, and other materials? What is the
decision-making process?

3.Archives management

(1) Isthe archive management style centralized or decentralized?

(2) How does NARA set up a mechanism dealing with the archivesin
transferring from agencies to NARA/other agencies?

(3) Isthere any standard or format for cataloging and classifying
archives? What agency/institution isrequired to create the original
catalog? Wl the catalog be open to the public and keep update
periodically?

(4) The description rules for records.

(5) The fundamental design, development, and characteristics of the The
appraisal processes and techniques of records values.

(6) How does NARA approve and sort retention period of records.

(7) The management for destruction of records.

(8) The guideline and process for records disposition.

(9) How do the requested agencies/institutions deal with the confidential
archives?

(10)How to acquire and organize the personal or private archives that
are meaning for the collection of national archives? What is the legal
status of these archives after acquiring?

4.Preservation & Conservation

(1) Wnhat techniques or methods do the requested agencies/institutions
use to preserve permanent or long-term records?

(2) The physical environment standards for storage facilities.

(3 Wnhat are the procedures and legal status for archives saved into
microfilm, CD-ROM or other electronic media? Please provide the
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relevant regulations or standardsif possible.

(4) The fundamental design, development, and characteristics of the
Presidential Library System.

(5 The fundamental design, development, and characteristics of the
National Archives Building Renovation.

(6) The fundamental design, development, and characteristics of the
Records Center Program.

(7) The cost of building the National ArchiveIl, in College Park, MD.

5.Accession

(1) How long the archives would be required to open to the public?

(2) How does the general public access the national archives? Do they
have to pay for the access? Please give the statistics for the use
frequencies of national archivesif possible.

(3) The fundamental design, development, and characteristics of
customer service system.

(4) The fundamental design, development, and characteristics of the
requested agencies/institutions online catal og.

6.Professional training

(1) The practice of training development at archives management in the
requested agencies/institutions.

(2) Wnat role does NARA play in the archives and related professions
training? What professions training cour ses does NARA provide to the
government archivists and administrators?

7.Electronic Records and I nformation Security

(1) What is the automation and digitalization policy in the management
of national archives? Are there any finding-aids or databases? Can
all the archives branches work together on-line? Please give usthe
information about recordkeeping management systems.

(2) What are the principles of NARA Archival Information Locator
(NAIL)?

(3) What are the tools (or packages) for implementing NAIL? Please give
us more information if possible.

(4) What is the relationship between NAIL and recordkeeping metadata
(system)?

(5) What kinds of information are included in NAIL? What are the
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descriptive levels?
(6) The fundamental design, development, and characteristics of
information security system of the requested agencies/institutions?
(7) 1s there any element core standard, like Dubline core or GUS core, for online
catalog?

8.0thers

What are the significant challenges and implementation issues confront
the requested agencies/institutions?

9.Cordially hope the requested agenciedinstitutions provide the
following relevant infor mation:

(1) The requested agencies/institutions staff numbers, budget, spaces and
facilities, the organization chart, etc.

(2) The NARA's strategic plan, annual performance plan and report.

(3) The requested agencies/institutions space plan (include the
infor mation about the requested agencies/institutions facilities
determination standard and current configuration of regional
facilities)

(4) NARA scheduling and appraisal project plan.

(5) Records Center Slorage Sandard.

(6) The standards for guide government agencies to set up the archive
management unit, personnel, and facilities/buildings.

(7) The working handbooks about archival repository in National
Archives and Records Centers.

(8) The requested agencies/institutions publicationslist relevant to
archive management.

(9) Any other documents concerning laws, regulations, rules or guidelines
that might provide for my country reference will be appreciated.
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Tt

(NARA)

(NAC)

634

2,806

151

175

*Title 44 of the United States Code

*National Archives of CanadaAct
(R.S. 1985, c. 1 (3RD Supp.) )
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NAC

National Archives of Canada (Organization Chart)

Planning in the National archives (DRAT; November 29, 2000)
Statistics for April to September 2000

Regulations: Government the Use of Research Materials and
Facilities

ArchiviaNet

1997 marks the 125" Anniversary of the National Archives of
Canada (How to reach us)

7. Tracing your ancestors in Canada (National Archives of Canada)

8. GATINEAU Preservation Center (green folder, 7 pages)

9. GATINEAU, Nationa Archives of Canada (booklet)

10. The source of Canada s stories. Strategic Directions at the dawn of
the new millennium (The National Archives of Canada 2000-2003)
11. The Archivist: Magazine of the National Archives of Canada (No

119, 2000)
12. GATINEAU, National Archives of Canada
(1) Fact Sheet: Gatineau Building
(2) The Archivist: Magazine of the National Archives of Canada (No
114, 1997)
(3) GATINEAU Preservation Center
(4) GATINEAU, National Archives of Canada (booklet)
(5) GATINEAU, National Archives of Canada [1 Official Opening
(6) GATINEAU BUILDING (booklet)
13. Canadian Council of Archives
(1) Canadian Council of Archives (booklet)
(2) Canadian Council of Archives: Funding Programs
(3) Canadian Archival Information Network [0 List of Provincial
and Territorial Archival Networks
(4 RAISING CAIN [ The Canadian Archiva Information
Network: Exploring the Collective Memory of our Nation
(October 1998)
(5) Development of Standards for Archival Practice in Canada

14. Government of Canada [0 Information Management: Managing
Your Computer Directories and Files
15. Genera Guide Series[1 Government Archives Division

BN PR

o Ul
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16. Canadian Archivesin 1992

17. Canadian Council of Archives 10" Anniversary: Retrospective
1985-1995

18. Federal Records Centres Users' Guide

19. Guidelines for the Disclosure of Personal Information for Historical
Research at the National Archives of Canada

20. National Archives of Canada [0 2000-2001 Estimates (Part 111 —
Report on Plans and Priorities)

21. Literary Archives Guide

22. Managing Photographic Records in the Government of Canada

23. Guidelinesfor Microfilming Records of Archival Value

24. National Archives of Canada: Annual Review 1998-1999

25.FADING AWAY: Strategic Options to Ensure the Protection of and
Access to Our Audio-Visual Memory (Task Force on the
Preservation and Enhanced Use of Canada s Audio-Visual Heritage)

NARA

1. NARA (part 1)

(L)NARA

(2) The National Archives Building Renovation

(3) Rules for Using Historical Records at the National Archives and
Records Administration

(4) Customer Service Performance Report of the National Archives
and Records Administration (September 1994 — August 1995)

(5) Customer Service Performance Report of the National Archives
and Records Administration (September 1995 — September
1996)

(6) Tips for Scheduling Electronic Databases

(7) Tips for Scheduling Records

(8) October 2000 — Archives | Computer Training Schedule

(9) Publications (National Archives and Records Administration)

(10)Information for Researchers (National archives at College Park)

(11)Customer Service Plan of the National Archives and Records
Administration

(12) Targeted Assistance — “Building Partnerships for Better Records
Management”

(13)Calendar of Events October — National Archives 2000

2. Archives(Il)
(1) Archives Il (National Archives at College Park) — Using
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Technology to Safeguard Archival Records
(2) Code of Federal Regulations Title 36
(3) The Regional archives System of the National Archives
(4) The National Archives Census Microfilm Rental Program
(5) Services for the Public at NARA’s Regional Records Services
Facilities
(6) National Archives of The United States
(7) Welcome to the National Archives Rotunda - Washington, DC
(8) Archives 11 (booklet)
(99 NARA Archival Information Locator (NAIL)
3. NARA (part 2)
(1) National Archives and Records Administration — Preservation
Programs
(2) Preservation Programs (NWT)
(3 WNRC Project
4. National Archives
(1) Federal Register (Thursday December 2, 1999)
(2) Services for the Public a8 NARA’s Regional Records Services
Facilities
(3) PCP (Records Center Program) at the National Archives and
Records Administrations
(4) Holdings by Records Group
5. Presidential Libraries
(1) Office of Presidential Libraries
(2) Presidential Libraries (booklet)
(3) Personal Papers of Executive Branch Officials: A Management
Guide
(4) Office of Presidential Libraries: Briefing Book
(5) George Bush Presidential Library and Museum
(6) Herbert Hoover Presidential Library and Museum (West Branch,
lowa)
(7)Franklin D. Roosevelt Presidential Library and Museum (Hyde
Park, New York)
(8)Harry S. Truman Library and Museum
(9) Eisenhower Center
(10)John F. Kennedy Library and Museum
(11) The Lyndon B. Johnson Library and Museum
(12)History ComesAlive at the New Gerald R. Ford Museum
(13)Museum of the Jimmy Carter Library
(14)Ronald Reagan Presidential Library and Museum
6. Training Program
(1) Archival Training at the National Archives
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(2) Archival Career Training Program
(3) Modern Archives Institute (January 29-February 9, 2001; June 4
- June 15, 2001)
(4) 1999 January MAT Schedule Overview
(5) Introduction to Archives for Archives Professionas (June 21-
July 2, 1999)
(6) Preservation Workshop | (June 17-18, 1999)
(7)CIDS Preservation Seminar (Second Year, February 24-25,
2000)
(8) Administration and Management at NARA (February 28-March
3, 2000)
7. Classified National Security Information: E.O. 12958 and its
Implementing Directives (Information Security Oversight Office)
8. Using WNRC Services Workshop (Washington National Records
Center, August 10, 2000)
9. Washington National Records Center (WNRC)
(1) Washington National Records Center (WNRC)
(2)NARA Washington National Records Center Class Evaluation
(sheet)
(3) Washington National Records Center — Fact sheet
(4) Request for Records Disposition Authority
(5) Reference Request-Federal Records Centers
(6) Records Transmittal and Receipt
(7)National Archives and Records Administration Federal Records
Center Profile (Summary)
(8) Guide to Washington National Records Center Services
(9) Records Management Training in the Washington, DC, Area
(10)Checklist For Evaluating Recordkeeping Practices in Your
Office
10.Genera Records Schedules (National archives and Records
Administration, College Park, MD)
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