TR R AR & RS
(HEERA : AK)

RE - RBEAAFRETEMNEL ERSE

TRAFEHM  MEETELE

HBAA B8 kK # k& # &k
BERHAR H‘EXE HRAL

HEME AR -8R

HEEHM At+—%+—A=BZ+5E8

#E&B8 0 At+=%=A

4o
[eeq>e07)>7



€09200729

THRRAMBEMRNEARERE

HEREEH AR REBREHETENEL ERSE
A#_90 &m#:MROF

HEABREZ/RBERN B/ BB/ EE

EHBRMAEEFRE/FEEHME B/ m£/02-25131892
B X B/ E LI B/ E T a/FK/02-25131857
FRAIL/ RS E 4312 B /4% K a/# &/02-25131876

BB M A2 esB3 R4 R B0 £

HEABM  At+—F+—A=8Z+%8 EHEBE D #8 - 2H
|REBH A+ =F=5

SFERR/B ¢ AV/ES(ATEHE)

MIGE:E | HELPE  HELE  TTHE HELE BRUEEE

NEHE:

ERA+AE+_B+REB WBHunHEEE HAMIEETE  BEEE
PR BRBEEHETREICRMET - AP MENEMAREREETE
FERzEN EEABR - RARAERRZ LRI, MERGHBREHKE
FAHE AFAEMAER  ABHENNT—FEEEFTENFRITWEG > % E

AR B-RER - AFEREEAGRARATRET ARETETEFHRZ S
&~ ?é?”% B SUFIEMA BT ETEES RS RRBRBEEEIRY - &

REGHKEDEARRGBRREETEN LA REFEEMm o ERE()E
TR &fﬁ;mmmj ARERMBARZEE - (D)EHHEETEEBHE £
EHETESEALS CG)HHERFH S AL VAR EETEZFLES (W)
B R ETHAR ()M EERERT - COEEHETMILZES (L)
TFHEFHEE RN (OVBEIRHE LB R ETHRN  ERFTRES £
AEMEHBEBEAFTHA UM ERERERE  TRBEERAARTEE
o UARIARABRKMEFTENEZLE -

AXEFHOELAE HBERSLE TN (http:/report.gsn.gov.tw )



f e
L

8
I
Jae

I8
In
o

Mg —
b=
Mg =
DR B AR Y R IRAT e 61

4% v

fé‘f‘-iﬂ%lif@ ................................................... '21
%%{?ﬁﬁﬁéﬁﬁ@ ............................................. .39
EwmmEi

T .47

W oy

e REE T T T P PSP 47
FEANEAEE B LA - oeerrrererererree e eeain 54
T BT 2R B LRI - eeerereermrenrenne e ee e 55
FEEAE BB R RAR oo 59

Mgk B © 3

ek R

k£ © 3



F—% A

w}

E-FEEH
REABEFHEANFTAEF_BFEAENH » A+ —
F—A—BHEXEIT EEAMETREFRM—HETEAFE
RtE+—At=Za8ERT REEFEZARAEHT &
UBREAACREZFTCARGFIA  ZREHETEMNEXHE
I BBAE AIRE RS RESETEENE EETHKREA -
REALEBRRZEREEL  RBLE > ABINEENFIH AL
RETAT > BRBRAERBAT—FEERALRZAREHE > £

THEECAABERTHEEE - RREBREZERAEAR « 1% » &

I
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AL EREEARAERAFTHBETRART EEZFHZIHSH - 4

FETHRFERS - ETHETHEEMNRABTRLARERZIAIE
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— BHRABNASEBREEEASE A AEREAHA%ER
Z 5% -
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W BRAARAREATTFHEXI AL 24 RATRBEBERS 4
H“RBEGHTFRHERHILE -

E- BRAFARARAREHREIEZATHMAIFK -

N BRARARRAREHETELERA OB MARIRTHE
BER - DARBHERGHZMHH -

A S Y

— %A

(—) 248 £ F(Public Records Office at Kew)

(=) %3 % &+ £42(the London Metropolitan Archives)

I

I

(=) x4t ~ #7 M A% % 3 (Department for Culture, Media and

Sport)

(@) F#%4EE ¥ (Family Records Centre)

(2) fI#5+ £98 £ (Cambridge County Record Office)

(5X) ##5 B %48 £48(The National Archives of Scotland)
= BH

(—) #a#k8 548 £ 42 (Bundesarchiv in Berlin)

(=) #a#H 48 E %4 £ 42 (Bundesarchiv in Berlin Filmarchiv)

(=) # i§ A% #8#% £ 42 (Brandenburgisches Landeshauptarchiv



(in Potsdam))

() k24 %48 (Landesarchiv in Berlin)



F=—F SuARHENT

-~ 3H
— ~ 2 #£EEF(Public Records Office) B F#%4#% % . (Family
Records Centre)
4% £ F (Public Record Office fi#% PRO) 4 % R
(United Kingdom) # £ &S EEHM > T EERATHT 25
HEFBEAHBEEH_2OBEEMN (B) THERZIHE (#
BH—BARNTEER)  ATARIBIR+HPINEs £ (5
Rusr— ) BEFK— A AL#R#HEE (Lord Chancellor) =
T ARERRG AR EIRERERER - F (T B)
TRAEERBGT (o RAHTHEEE -GS EETFR)
PR L &3 BURE R P B M AT AR S > T2 PROFE T B
BARET BIRABTEHEMBBIE R FF - PRO REA BH
ZE® BHFHAHBHMoReE RBAHTAA 53d LEIRHR
BRBHEREFFALINELE (LR LS5 - F6 - 1
REEXANBEE) - HHWLEEH PRO FE®UE -AE - KZE
1778 % (preservation policy) R A8 M &-4E3t £ % JF T 424



FEEABRER 0 1950 F AT £ 0 AF RN R F R B35
P » 4o Ashridge Park near Berkhamsted - #& Hayes 2 &% & ¥
R 1950 FRAEL S Kew BRET R F —RBARXEEE > &
BAEEFHBEPRBHEE 1977 £ Kew X 2R F —HRARML
BlEEEE R EER 8 ZE 1990 £K Kew 2 R4 @ER
AW AREHEEZ(BEAAFE BTt ERkAEEE A&
FRY—BARNEROBEEHREHREAK) HEBEMTR
Aoho BEBFEERRER B 1995 F 11 BHAEEZTRE
ZRAZEEE REEZAHARBEATEEM  BHAEMERM
TE 2010 #REEZ  BRBAIFAERZERATRAL - ATk
BBERMERIEEELIREREN D ENEFETRE4H
L Ald PRO 45 & &%) s B F BB #1442 (the Imperial War
Museum) ~ 3t B E## € (the British Film Institute) RBR R
A% 4% €42 National Sound Archive) -

PRO # R X ARGFHEHIP] s XREBEM  BE=+—_A> —
BFREMtT A BEITEMEA - HPEMWA; W~
FEREREEEMOA B -BREMOA c REETHIHE
R RAEH » BRI BRFE RN S0 0 o EE F dofT

ERFERRT  UREHE SEHERIRKR HEENHZE



5 mHEEHERESEFOIF LATIHEERRS
B E AR SIEA o ARAFE AR P 248 K 15 3% &5 (conservator) &
AHEXSMRIK  BERFIHFXEEBEE S MEEREHER
# 4 (technician) » BI R & EX S > (2AHE LIk - BF UK
EFXBREE - BHEFRE DIV ETEZ—  HEERT
B EMERGEERMOAE TR BB EREMAR - EHAR
HF — Ak eskAR 0 RS R BHXEEE N RIIREE > KR
BBTHEIR > UEAEBRIEECEMEEZSE  UREY
BT L BKE HEPRFRAMES S —FFIFFIRE R
B3l TF - BB RV R FRELBREED R LEARER
Ao MR ARESRARKEERA -
PRO #% £ F ALl T *
(—) xR LEAFREF B
HABRERERGR LB PRICAT BN A LT HER
o GFEHONTELAREKYFMEHBRETESN]R - E
FEHEEZATIORBEN > EFBHERREHMA
Bk EFFEAFKREATIHZIA -
(=) #AETFBFEER

EBEEFBAANR 2004 FAHBE  EXIFRAY



(Route MAP) ~ H & R Ef&2af(Milestone) A £ ~ F ~ F i
FlF#iT - EFHEFEHEHAELBRNY  FHORRS
BEFREAFAAL - REHIPELEROEZTIHE X
ERBRBUOEE S PR ERMEETTFRETER L ¥
EARRHBEMEBTR REHRITHETEL&K - THR
AHEHWRETF £ (Electronic Business) 4 # @ ## £5#
RIEXGCETTFHETELR L -

(=) A2A 3t % (Access to Archives)

SHE BT R RIRFMERERE N £
EtA- B4k 0 #85 A2A (Access to Archives) 3 E - b ¥
WREBH AR BERBEREETEERM B N > 2
HOAN R XL DA FHEBITIREDE - UKIAHEF A5
BTN A2At &5 S H ERERERBMERONE
HEFRREABMCETHEELVA SR IE  —FHH
SEA R T A

FHAEE F.o (Family Records Center) % PRO rg2R &4 — 18
B AR T P AREMBAERZIME  UKRBRAC
LEEHAEE  REEAAERABINE—TAR - HEFAD

LEERGRE—BFRLHAER  CHHARER R —HLO—



EFEREZEH HESKRBIOUARBSAE  HESER AN
R E  REBARERF @RI -
=~ ¥ AH &4 £42(the London Metropolitan Archives)
RAMTHEBRLTLRAZIEEHELABRTEHE
#2(the London Metropolitan Archives f#§#% LMA) - 5% %
EiE BARERZAEETDAMELE  HABRDUAKE
BE - REBHENAZFTHE (A+H2EZ) K HERR
 BRTAT R SN SR AR (B F T E the London
Labour Party % )~ & 448 ~ 750 - & - THREBEA - E X
HEE SEMEHREETSI L BABR  TEXH 44 -
B -Bh -FIHE - HAERB S EEZREBEFRELH (Lo
Bz mBEMH) LM EEK—A SEHEFEABY+E
ACFTTEABMNESE > F+HA KRB EEARRRA
BTt - ERAEY_EAR SURHENEZBEHEL
EoHEESZEFUE -
= ~ 4284 £ £ (Cambridge County Record Office)
FEART BEHABVBEAR - RA LFH 552 dsbh
RBEME  AXFPRERTH  UHETEAF > AT

HEXEBEFTHE PRO XHBMBERL » T BUT R B 364



N T HFHEIAER > BRMEEEENZTPROER - 4
WE BT B » AOHFERNEA - GG HE T RBNRIGE
HHF B EHEAXE £ P (Education, Library & Heritage)
Tey—EE 4L B AT &8 K4 &AL $ 2R (Huntingdon County)
NEBETERBHEETE ARBEASEET A AIBETR
VAL N A RRBFERIINBEAREA GG HE B0 =
ABSIGETBEHEEM A B3+ =N BERARTRERA
B4 HEAZBEEANBATZAF AR ' REAREER
EHRLNE  RY BAEHEFG  HFBHZE LR
BRATRERAEHRE  GRABLAEANEFRARIEHE S
(Public Record Act)A# X TEE » B H%FER 5H — /)
HybhEBAREZ#British Library) 9 # £ X L EH

% A 35 F R @ (specialist repositories) @ &4 4R
BZHEEBE ENHERET T ZABEAEELE - Hoh P
AEIHEMRER - RAXRBTEREE > URF S EHEREE
BZHEHEE RN ERFEMARTE—E  E45H
HWHBBRKBREEXBEALAEER  SEZARG  7FhER
RAFRE ONHEEARRRL  BHEWREENEERE

BAFE HBHEEHHEMAT S bR ECEGRE—



BE DEHRFIFTX BHBBHERBSE > 847

B

%

£

#AERAREBAHER AT GHREAIRE R - 3

g

EEmEEE AR  HURARBERIAER - £
WHERBGT @ BATHARA A EHXPROZE &L > £
#1E#E2 A2A(Archives to Access)#t® > B4R #/TEF
b ARBHEELEN -
W~ Xt~ # M A8 F R (Department for Culture, Media and
Sport)

XA~ MHAERFTHARRE B E—ATHMEM > N — A
OFRFBMABFREFSMHRIL - AREHEALEOA > B
REEABEEAAN FERFHRLOETE A - TE LR
RENEY>Z— - €A HEFTESEREFEMS PROITEZ R4
EAMIAERE  REARELHTRESRE  LAMAARERE
A -

F ~ 4B FH K4 (The National Archives of Scotland)

BB A FIE EEB AR S ESMinistry of Justice)
T — s X MM EEGZIF AT ZRAEESI BN
RAXALEEP - BATME £F 150 A - 40 B K48 ~ 20 &

A EEAR 0 EERBMAER - ERBTEAR - BFOH
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BOB—TERAS EZOXANERIEBLE I T - SN A
=BT - — A 4E £ EILPI(Records Services Division) &
# 8 74 £ (Court and Legal Records) ~ ##F#% % (Government
Records) -~ #& A#% % (Private Records) -~ ##4hAfif4(External
Relations) ~ #% ABR#5 # B A # # (Outreach and Education) ;
— B/ BR3P (Corporate Services Division) & #23EMRk
¢ #(Reader Services) ~ @Ak ¥ (Preservation Services) &
A BT (Information and Communication Technology) -
1 B AR5 (Accommodation Services) ~ Bf g & 473k £ 2 (Finance
and Administration) - #%4E$ PRO R B » £ 4B &4
BITABEXR PROMREMEASTEHME BETFIBE
HREHBRREERT SR PRO- ZEBAF BRI EHE > i S
1R EmBEE > % —# General Register House » # 1789 #
3R —3R 5 > £ 1847 £ 28 H » % —# West Register
House # 1814 £ B A —H LS —BF EMBE S Reh#ts
BRI HRELH  ARELUE—REE > HoBEENK

TEXREERERRE HAEEHHHAKZRE =R
Thomas Thomson # 1994 LA » B RARALIEEEEL - %8

iR EEAANTL~ER  BAIHESFARE—SE D

11



ko aXEFEFL  HERKRERZIARD > FAREFIHEER
RIGBIDNEEE VT ARARBREIHE  AFRTHL
£ ERN 1189 FR M 2 E 24 (Quitclain of
Canterbury) @ & F#yfe A+ RRIR 1127 FRE— A BHFGOH
¥ ¥ 9] # (a charter by David I to the church of St Cuthbert in
Edinburgh) - #ZEEAAH A RPEAEE AN EEABEEZT
fE- BATA —R BB R 63507 0 # R ARA - #iA8 & Sf it
EMBEBFO_TEEAR EF TREMBEARES & -
RERHMEAR LT @ - ZEEREATAROUEBAS ' AXE
F1t ~ B4 FOI(Freedom of Information)i4se - 3 Ausk B 2£4%
T OMERRAXEH B ERA  REREHE -
A RH
— ~ kB #F 4% £ 42 (Bundesarchiv in Berlin)
(—) AR EasE A
BASFEASEARBLRZRH A GTLEE B
R A MER BB RGOEEEEE SR - SR
REFRERBRZAEEE  BRBMARKRAOEEELAZM
TR MR FAE R SR IBUGH R ATRBEARR S

HMBEHBAEEREEE TSI TARERERSE
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B2 RSB ZRMHRZBITHEEFAL Y — - BEAB
HEEAEN "TREIREAVARERAFRABHELS
G MmMRIL AT E A F B EE 0 1919 £ 424k 2432 (Potsdam)
PRI 0 1924 SRR RARRI4E 0 1935 B AR BRI F
HEXHEE - —RBB RBEY BB E4EE (i)
1946 F2EE P R EEAE A (1973 St bz d
SREAPATREAZHEER) BEIHA LR 1952
-4 5.7 43 2. (Koblenz ) 3% 3L Bt #1548 £ 42 5 1954 4> B 1924
AR B BRI AR S AT AE 4 - 1955 e
EREAPNRARIFIHRAELEYHE R4 > 1955 FH I E
BRI EEHRAP] (1968 S EREFTHELNIIEE
BRE) 1964 FREBEEFHE/A KRBT R L
(=) BFR48 B8 27k RARAR

WA R RIRIRBE AT A Bk 0 H 1988 ek
Mo MK REFPHBMRE A ESACHEK (B) &
B BUR By XA B R RS 2K
EMAREERBAEEEEETEAGOHA 1989458 - &
BAG—RAMFE OB > RE_BEBEEF K

'ﬂﬁ’
PN

RENES - 1990 FRRBYBES TR ER

E

\\.\



WEEREFHEEIEBAEEE B F %

2
-Pf’i’«'
F*rr

E8 90 FREFIEREBREZNER -
(Z) BFAAEFEEARTER

1998 ot A EEHFFL TREAVCAEBRERESHE
% o BRI XA R EHBAEE I (BKM) > b4 s
B ZISEEE - 1998 Sl s 48 K428 N AL B FH5H
#3220 (die Beauftragte fiir die Angelegenheiten der
Kultur und der Medien, BKM) - Bf #F4% £ 45 5 7 9 @AW -
wERIA BRI ALTHRATHAEFE P - REER
EHERBERBF S - BEIHMALIR - EEEFH -2
EEREANE - FFHE - EHHEE 1@ 4248 -

K HAERB AR AREMN > ¥k -

(w) #EE
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ARREBOLRARTRIBEN R ELHHEHR
o FERSERMGFRAEE (1945-1806) ~ £ Fft h AL
HRE SR ERABIIMHETN ERELXARLEE
Bh (BBENE1THL)- BRI T1BEH (RERE
EBAAAANBR ) —REFRBHEMZENHEA -
ThR1IBEMH hHE (Rx:8) ZESR (51918 £
A2 )~ 1870 £t &P B B ey AR S5 % - Sz ibi
IR B 1970 FR B 46 BATHE F R -
~ B #8 E % #% £ # (Bundesarchiv in Berlin Filmarchiv)
B RBEEBALAREBEEIRELIR (REE)
HEABRREYEPHEEE - BELIBHA LR (BEE) NBHHT
HEEREHEEEITP] > NI ERL  EHHEBISL
BRAGEYEXCEGBHRBEIHE - BATABHIERE
o A BB REYG -y MERBEGLSH &
REVHEBELRERABITEEEITH AN - THHE
BAEBER > wikskh - BAVMERER - BER - THE
HREER FRAVN HEBRRUFTHL 4% —TS4E
MIEBERE L - N4 1895 F & F M Lok T2 R 0T

RAEXRFANT R " HZE=THEITHE - TEHEENE
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BESBH—RYVABEEE  RAPREEHE - TEHEER
RH Y AEAERBRNEESEES  ERVEEEERFR
EHEHEEEIR - THRREERTHABRREAZIN R &
BX -BE -BR - REREZEEHHAIRNETHNIIAALE
F o
=~ A B 4% £ 42 (Brandenburgisches Landeshauptarchiv
(in Potsdam))

HEEEAEEERAABRHERTZIE LA ROHE
HARILEEELTHRE  EEAEABAENBRIFERETFBER
ZAHER BRBABETARR - RABINTHA  —52—5
HESETEAR RATEXEETEAR - FELEHN=Z
O¥en BHAfBMAMBACALREEL  BATER S RYYHE
B-HEHRERFHEIH_THRA > REKEEEA > FHE
AEfM BREI L BARTHEARSF  ERHOFT_BEL -

w9 ~ HRFEH K42 (Landesarchiv in Berlin)

MR EERERZRE LS AERETH=A0OMBTH
BMMBRZEE  BRKPNAALTHRA EPREHMEETEAR
Aot EAN - BEEEFHAURATERET XM HARALE

(W EEARZEFLE ) REFHZBAECERLTE &
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RAERFHRRBIXHE - HEORELH 84 BR - 1
“RABW EB MY O HERENAHLIEZE - Ui
EAMB A B —BRHMNRELMEBANLETER 95
AR Z R RARE BAABRRABEARZ TAEEM

BN Z — °
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F=F SoRMER
E-HEREET&®

— HERBRLTREAERHG
R BRARLEARE  AEHERSLRET &
MARBEAENRRBEABE > FEH - & BEHEZHFRE
etk i3 MWERES L ALK ERZ KRN BRIAEE R
Bz GHR (LB EIFE) HEBATRRABAEEE
WA (F) BEE ATXREAFIINEEE (WA
THHEE) SFAEBRXY BB+ 22N BL@HFx
ME RAE "RAABLZMAELLEHE ) ORERY -
K- -_BRAGABARRE  LRABRREEEFE
(International Council on Archives) X &K% 8 » EHE %
AR R RAZ £ a4 (the International Organization
for Standardization f§#§ 1SO) ISO 15489 = EHEmAX—F
% %32 (Information and documentation—Records management )
HFRE - TENREHE ' RAKELIH ~ BREBRE - BRAF
f2 ~ AR HEPITH R - BEEHN - EEEBAUSRE - BH
ERBE—URBREEFEAS > FPhTH KRB EREER

# 2 % (General Records Schedules) 7uX#E& 3 P48 £ 4%

18



75 M A% % (Departmental Records Schedules) - # # # pg
ZHERERGHRAE  BPTRITHE - ST RMIEE > Fix
I
S RERERS R REAFIHN
HERLHZ NS REFEHE WA RTEEE
Ae-BrRAMBEREARELE  HRARNERLAESAE
R R -B_BEEIME - RERER  ERUBUTHFIER
REMARBE R R EHRGERARLEL SAHME > SARLYE
FE - ROE-HE - FH% - BAZZHE RERALARE
BHEFRBEEETURLE - BB T TEHORIFILRF A
BHRERGEZR LTI -
=~ Ry AR F 8 AR A
HERFEEANREER  BRARFoNHA - 3 5=
B EERFLR  REBEINY - B RBEH ko dTrl > 3
FTEESZA - ARTAAATRREBERAEE - @ BEEE & &
AR ZABEE  BRAETZ M| - P EERE 0
BRRERFEER - EEEESTEINEFAMEY Y LHXER
ERAEE - UABRE%IEE < (Family Records Center) =

HEBATLEEREAG  EHKERIPITAHA-BSAL ZHE

19



ERIBLHGEFATRIMAY  TRAERAELEHETERS -
- ERARVNKBZREEER

"AR-—ERGRA  HEEEG BH5 - 3E PROR
FIHERANBRERFEESH  ABIRFRETHRHAZ
— o X &4 4 PRO A& 9lsk— 4 A P14 (Introductory
courses )~ 35 € %42 (Bespoken courses )~ B ¥ 3114k (Vocational
training) - A% X #:3%# (University-based courses); 414f
#w (£2&% 1999 £ K= rm3 Partnership) —44a #1342
(Short courses )~ & ¥ 4x £ # % (Certificate in Professional
Studies) » =# M EwFiin e ~ £ ¥#:3% (Diploma in
Professional Studies)® wWwH A& Ew i CRERANIIEE
B UAEAIR - o—KEKRE (Universities : #4piH
Liverpool ~ s @ &7 )~ £ ¥ (%) € (Professional bodies) -
o A4 ¥ (Private companies) ~ 2R & % (Consultants) % -
L@ AB w4k 0 B PROMIEZAPIRER PG 2924
EEWABLANE  F1APROBEMRUAZ— - BAKEF
HARR ARG AR LT FAEE AHSH I LHREE TR
% #t 7 A7 - L ik @ 2 4F (Obersalzberg) B # & ~ B4 (Marburg)

HELm AR E%E (Potsdam) FEZE LR HEBAEXKEA
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B ARBEEERIERFT IR BAGRKESE LK
B -
A TR EES G
— HERTREEREH
RoR-BAHEARIRA EARZIAN  GEAEEG
BeZET HMUBERA - BAEAARET LR
Fey o AN EBEHERAE > BUCREZHE REL € HIE
EHTR O MEEEAHEE Bt ARKEBREEEIRMEE
SEETHMACEGE o sbsh > BB L ARMABE LR - A
AEBERETRAGHENEY BT BMBHLETFHES
B o HE B R E T MM EYUEIE T EELA Y
B BBEMICRETFHETHNRAREBREL - AHIHEL
WAL ERE  ARAEOZ IS —HHER > TEAARAAR
HEELPAMSEEEEFHE T RERNZRELHB
FREMABE BEEFABLHEARE e —BMmBE%4e
REH T -
BEFTEERCTrR-AE S — AR ERIENE
o —ATTHETE - HERQBRNAMAEHN L EFX

REFHE G E MRS FE  RITEFLHA HEE - A B ehdsm
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FTA M BIRGZ AT M (Authenticity) ~ £ %M (Integrity) ~

HRRELRTREREERS  RAUR—AEXBIER  #AET

w

HEFEEHYME)  GRETHETEES > TUBMOIR=K
%% . — A% £ % 4F(Record-generating) 4 #. » — A E £
(Records Management) 4 #4 - —H WX AR FEHREFHE
ERGERBRRORELTBRAEET LK -
MEFEFILXHHELB B HERMCREERZHF
BEARH REIEERT  PREFLUERAERA MK
#HoRVIEREEEEEHEERS  BURREEES - B
BAREHEY BRAFEHRMETHEY - I ENREF RS
HEAREL  HEABMIETHBRAKAEEALEES T A - K
Bl Z-FB_BARGEHTERBRAEERN > BTAZHER
LA RE HERARBERAGT K - RAHH] > E4H4 T84
ANERHBREE > BTEARMILOEE - BR2RAERIF
FeyiEA PROBEA X R EFLBURRE BTETFHETELRL
AABORBRERME  FALBEEAWMHBETTREETEL
et At R XAl G S RRMATRGRILE AT
Wk o TFHEEFERN 1999 £ 3% B EF1uBUit(e—government)

MRk BRAXREFEmege 2004 FRAAMRAB
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B BERASKREXTHERGEUMDEL) AKX REZ AL T K-

HELHENT BB NLHANREIRMERAZTHBAY
E2RE > —&MT 0 R BEERMBAELBEENRSE 0 50
BANBBARE BN ERMICREFE - RABEEH
MECAGFEIRERBERROMTRTHA T EGELE
fBHEANRCEE AT EHERLAREHAALE @
JEEAR o Ty PRO AL E R BB > KBRBASKME ERHRN
HEFACEEARYE - (—) BXIQ FRAFHEE S . PRO #
B LEB&PROCADBATAABTEETH  dUATEIRKSF
MEHBREF B -(=)ESEFLIMN B HBEZ U 2004
B2 ey 23R B 42 (Route MAP) ~ ¥ & 2 228 (Mi lestone)
DL T THEATEIT LRI ERAHAGEETHES
ARG HEFREHRNWEZTFHE  LORABEHMHEH
FTHEXRESCAAGEMER TR BEHETHEFEL
% o THAAFEM AR ETF (7 (Electronic Business) 4 4 »
HEBEBLARECETTHELE 24 - (2) st 510K
AR RIEIM ERAE RIS B &k 54 A2A (Access
to Archives) 3% o (w) HREWERFEBHMAFRANE -

—CETHRERTEXBRA
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FHMEFHEFCEEMSBNS)  UEREELHENL > HER
AABRAAEZAE - PRO SHHEFLBFAMETFHETER
EAENER FRIRALEM AOOHEFELLA
(Record-keeping system) & BUF X Z48 Ml X 45 £ - 2 FH
(Matadata) - # & # X (Access Format) ~ #& # & # #x (Exporting
and Publishing)#%# » m#e4- 2004 TR EFILBUREBAE - &
BHMBREATTHEFTEZER AKX L &4 > LR EATH
J& %2 #% (Framework) & % 4% 2 (Milestones) » R & HlE X E -
FERE AT RBMETB R0 AR IFHTHLE
48 4% (Non-Departmental Bodies) °

BREFHECEERBETRILEEN S HREF
ICBRBRAIBRTEEME - HREFHETE  gAMHBAL
XEREHEFIL  EAFREAGEXRABTRARELHEX
T RRARYEALEAXT cwib— R EFEHRELLES
B BRRLANTTHRREARE - Bt BAK
ERETTFHE FABETTHETCEHANESBRBEARMERET
eyt RER2—  ARBT@ERL P FasMxEs
REAERBRAGEX > BBEMAS  AREEHENS S &

HERTHOHRFNE » THBZARARBTREEAGTH B
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WMEEAGTR REAHLSE BEAERIHNZIEFE R
#HEFAXYGEREELAHM - UK HZ E B British
Standards Institute)AHI3TEH ERETE L2 SEZREL B
2 3F 4% &9 38 42 Code of Practice Information management
systems: building systems fit for audit (forthcoming DISC
PD0018:2001) - AR H EZRRBE T IERBE Ry ¢
(=) # %% (Public Records Act)
(=) B4k (Freedom of Information Act and associated
Codes of Practice)
(Z) &#4% 3% 7= (Data Protection Act)
(m) A# % (Human Rights Act)
(&) E-Fi@ Mk (Electronic Communications Act)
(>x) ex B8 B M E (relevant European Directives)
(&) B AT #4 B B T 3242 # (cross-government information
standards (outlined in section 4))
- ETHRETELASKGIESR
# - 18 — B E F4% £ % 7 (Record—keeping system) &3+ # —
AEE:

() REZDFERS ABTAEMOE TRATE £ 693 215
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NEERRBREHE COXETRERB - TFH4-EF

REL-HREH BV BRI RTHFLELY - FF

BEFRELRATE B M B LY LARENE

A EE > BELBRAREENIXERLZ -

(=) £ EHIALEHF 4 %4 (Structured Data) 4k £&3t » AE
#1247 £ % &4 (Transactional Data) ~ 3 & 4% & Html/Xml
BHREEAMANERREEETHRE -

BN EFHEFERE—RIL FRETFXHEFELL
(Electronic Document Management, EDM) R E FH EF R 4
#% (Electronic Records Management, ERM) —F 4T - B /3% 3
AXEFRERBEXGFRNE B &%) BUABHRGTE
Foxd  AF(BRTAERARABRUETFEH  EXRE—R
£ EIANLIXMHEFAREH R - Bk BERMABRETH
EHBERER HELMERAELE - @8N & M (Corporate
Information) EFXHEFE A K AT FHREFTELALAMHNTE
HEHRUERER -8 dbTh EHTFXHFRLIALET
FHEFFASLMERA BRI  REFHEFCELAKTS
BRARGHEEZRF - RETXHHELATRRETFHELTEL

YT LABRAR -
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(D EFXHEELBOERELRS
1. P93R ST R S 3R AT 8 FAER

2. E#R (Data Leve Dy & %3]
3. Tk (Data Leve )y £ R4 F

4, WANHEREL2ETE

o1

HIERTRABAERAAEE X8R EAEF ¥ (Archiving)

6. ARAEH

T. XA & RAG B esk 2484

8. P48 B Hs w2 A

9. ¥BRRERZHAZEHGESL

(D ETHREEEARNELTRS

1. #E - 5747 ~ R BRBREXBHTAASLE > RAE—EHRS
63 % 7t (Complex Unit) » F A XFLHBAMEHNTR -

2. RO HENBALAREEIRES FEENRERTE UK
HAOBERERGAEMAOEE  LEHRAEME SR

3. B HRBEHMetadata) LA LS RHEFRRAKEMR

Ay e

4 ¥ ETHERLKAHETETFH -
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O, ZREMHEHE ~HFENTREATHATEN  AFSBMER
MER DBRPIETRE -
6. RMLFE P45 - BH2IFXK -
T REBGFEREAEFRE (Wwi%) FEHTEHRS -
8. FRITHRERBHEAAEERFACRATHYEL -
EFXHEEAMAETHETELAAMALAS TENRY
RER  TTHETELAGRAYRET XN LA BITHREAEZ
BEFBRESBLG - R REBEHERAZRESR &
PG A XM BB WA - A RLARGFEXHFRN TS mKE
#(Content Structure) » sAB & F4% £ M2 st 7 (Context) » #
FREFHRECH RGP R - B BB e0NE  JRM&
BAEE > A A RSEBAMEEEHNTR T BT FHE
RAZNAAF EEREA M B FRETFXHOTER
(Accountability) -
W MHEREEARRETTHRETERALRT
R -BoBHARRHETHRETENRARERFEATEL
# (Evidence-based management of information resources) :
BHFRE-—EFXMHFRHATRERH G - ERHNETHELTHE

BERAGERE BGHMIEESIEA B (Departmental Records
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Officer) :T® » £ 8 —FRNOFERE  £85 F RHREAL
# (Baseline) - MM EFHFABLEH THMEEFEHA
(Corporate Policy) > #H#tEFHR KT E/ME DB YR/
AR AT HESMERR - AERBRAITAARARETHEER A
S AMEFHRENTENSH - A TAENELRA > BT
HhaedH RKRHAE - 2B A The E-Records Route Map » 45 4
A 2004 FEFILBABARAARE SRR - HMHBEEE
BRA-FBR > ETHETREOZE > REMBEL—RR] -
ETHEPEERAMBETERRTARESL F —ER
0o MHETHETENNY > TERAHEBARN !
(P RBETFHERYVRABE G - REAEH R -
()BBRANEFHRETEHNAEANEREZEIZER
B o
(DDRAHMARL KR EAMGE] -
() ARE BB AR ERRTERBREGMAKLENEER
£ o
LM B STRMERETEER  HRAWAREHZITE
BATRE MO AE » LR ZRAGIEIK - 4T T UHAEHE

WE 2R RERLE - BUREMTEE 1S0/CD 15489-1 #H4%
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FrHAMEL@RAE BT TFTEHHF RS - TRLOMME
(Freedom of Information) - % #4%# % (Data Protection) -
4 F ¥ £ % 32 3 R (Paper-based policies) B #& 445 ¥ 48§ 55
o ABARETHEARNFEIRETH > RALREBANTA
PERTTATH » RERG ML > BREFTHSET - MHEE
#2 5346 (Procedures) » R E £t NI - KFH L 244
REEA - FHRAKPTESL - EHFETREBEAEL > AR
BHMRE 2R EAEGFTEHRE - ARELE > SHHEE
(Implementing) ~ 4% A # #7 (Technical) ~ 4% 72 (Preservation) -
# 4% (Registration) ~ #& ¥ A (Access) & %4 (Security) » 4
ERBRMERI - HMREZ B LM T A8 PR T e 8 2L
%o ARBVEATHRBRE  BEELEBPTOFELS - &
MR R T EER - RIS TR SR EGR TR E - #
B4t # & 74 £ ¢y B 5 (the Inventory of electronic record
collections)# 4t —38 T A (Toolkit) » A MBI MELE T
HEBZEN AEMNIETHEELNEE - Rt TELE
FHERRUT AR RETTHREEFRAENRETELSIE
(Information Asset Register) &9 Mi1% -~ o fT & 28 T #

(Metadata)H B ETFHEEL  URWFMA R EFHREELEE
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MEREE—FTRATEY TFHEREFTENB AR B
#6,[ ~ 3742 %% (Appraisal Strategies)R L #E AL > 4k Mk
HRAEETHEORBE(LSRARE RS EP (Hard Copy) ~ #
SHEUybrid) BEFHEERANHEL) » RREBEAMGEL
VE AR5 > B R3FE F & (Time-scales) #13P48 e ik > 12K 8)
WHRB LB HEAKFiling system)  BHAKRR T FHET
REHE - ARREZAREIT  TREARAREHES
48 7.4 B (Cross Reference) -
Z-ETHETEAKER
FAARKRETFHREEZAHTE RS A% K (Functional
Requirement) ~ % # & #}4% # (Metadata Standard) ~ %# stBk
(Reference Documents) & £ ¥ #5 3| (Implementation Guide)w
R o EHRE 1999 £ RAITE > 2002 £ EHE3T 0 )
R BT 2004 £EFLBURS BARRE - 5B HMMK
B A R % R E A 831542 % (Interoperability Standards)
FoBMETHEPELAALTRANBOA - —REBHART R
FHOEBER  URRBEBMEBHT SRR EFETFHE
THASHEREARNSLE R BF 1999 FrRS i R eA%

M —RFERENTFRETELZ KT Ry X (EUModel
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Requirement for ERM systems (MoReq) - £ 4% %8 FE FA #: &% 3|
WO URBABREECBENERES  BEMARBATHR
A FZBPROBEREH SR —EEEHS - % —3 45 (Section
MDoueg T TFHEFYE L2888y F KB B (Core
Requirements) > B ém 5 +1EhAEIA B » % =2 4-(Section B)
RFIH — % F e e hEHE 4a 2 5B (Optional Modules) » 4% 7 %
CENEFHETEAL  BEFPLLHNEAIMHHEATHE
(Authentication) & /v % & 32 (Encryption) - fiib% A
FREEXATHEN  HHHHTEERATHEAENEGHIE
(Transactional Records) - FifbX EEHE £ > XA X EHH#
BREEEETENHE  BREELAXT ARG AL A 4R
#1 > Br & # 4 (Create) -~ # # (Drafting) ~ £ %
(Formalization) ~ % X (Declaration) %] % £ (Disposal ) & 32 -
HFREHEB ZHT TR -
BOFERRARBETFHEEEAKREIEZNNAEES T
()& & e EHE (Folder) 3 R 43 53 %
(Classification Scheme)
(DDEHE  -EFHERABISF - HELEURE2BEHR

(Metadata) &y & 3% -
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i

(E)ELEFXIHAAEBRHERXMH Bt 4HF R Tk ey
M (Integrity) F s iR AT H L A RBRATE
2 -
(m) & (Search) % (Retreive) EFH EHh4E -
(BB ETTHEEHEREHNENGEFHERGER -BE
B R FRAETFHENRE T AR — Y - #Hdo o ARubsg
ERIBRBFENGF  RABR RS EE LR RS
BEREF A -
(ROREEHERSEARAIES » MMERBFEZTHEZA -
(B)REEA -~ BEHE S MEERRARIERD > UH4T
FAEEFHEECEARTAHB S -
ETHEEARAORY AR AGHEEL I BRSO R
AR —#e ERAHZERANETHENATHOBELZ L
(File System) &7 ¥ - EM ALK TENEH T L > MENE
GAEEEAE  RLHNEEOTFRFELERARERR > AL
EREIRABM > TUERTHERZME MG  SRHEEEE
RlEEME - EFHETHESHERETHE  RRETHEY
SRMG RETHEFTRAAPL AL FTREHOREL &

FETFEGGEREETCESN - HAILXLHERFFLEEL
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HEXRXRETHERS > FRERBBRAFAFEHEE R/ E
B -

EEHERRBTENEHREINEH>E - TRETEH
EsBHHE » LH8E 5 #4R £ (Classification Scheme)#y
RE > DRETEHEBERSHFOERD  HREEFEELE
(Fileplan) - ¥ 2% MIUFRB=R AHER > B % E REF
AROATH ARG TTHEEISERBARETH
REENRHS - flio FHMELAENHEL  RAwB AL
BME FREFHEERREMABHEY > TETHEETHE
BrIE ¥ c MEEARETBEERS » BB E  EAETUE
BN (Class) - MR HN S AE LGRS » €38R
FIBAFHERT —RGBEH » BB ESRE - sAAPITH
HBAHHERATURS > BRERAAKCHEMAE I BLE
(- B AR ERBALBEFETS - REHFER
BEBSK TTLBERREERRIAELT -

T FHE T E M E R IS015489 # £ % 3 (Records
Management 4 A 1F $42 % > 8B E TR S 2 EFIE L
IR R - MBI AMKE, 1S0 17799/BS7T799 » sbsb » rzT

AREZRRE 4o 139.50 R e BEAREN T  FREZRIER
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H REARBEAERMEBENT LR  wAFER AFER

239.50 " BEAT R BRI TR W o
ERFERE

(—) UK Government e-GIF (Government Interoperability
Framework

(=) UK Government Data Standards Catalogue

(=) e-government Strategy Policy Framework and Guidelines:
Security

(=) BSI DISC PD0008: 1999 Code of Practice for Legal
Admissibility and Evidential Weight of Information
Stored Electronically

(#) BSI DISC PD00018: 2001 Code of Practice: Information
Management Systems: Building Systems fit for Audit

(7<) IS0 17799/BS7799 Information Security Management

() IS0 15489 Information and Documentation: Records
Management

(A\) IS0 9001: 2000 Quality management systems:
Requirements

KEBREE
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(—) ISO 23950 Information and
Documentation :Information retrieval (Z39.50):
application service definition and protocol
specification

(=) ISO 2788 Documentation: Guidelines for the
establishment and development of monolingual
thesauri

(=) IS0 5964 Documentation: Guidelines for the

u

establishment and development of multilingual
thesauri
(w) ISO 9075 Information technology: database languages:
SQL
A EBETHRTEAKRETFHREZIRA
HARAMHETTHETE UNETHRFATHAREL YT &
* 4R35 BSTT99 riE R M B RR 2 ERAF - TFHEAH
FRIRERAE Q8 HRER A RARGHERERTZF
F R ARG ERENBRAMENR . E=ARRYAAR
REAMOEM  CoNEREETHANEFRE - EFHE

ERAGLERAETFRFTRE  LBREHRATTFHEEAME
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MEE—REF ETHETELARARRLESEEFE— BT
FEHVEBE > 0458 BFE P (Certificate Authority)
ERE—EARENE > URAE—ERBRE TFHETELA
REBYMFFHATTHRE  BEAMAOETEEHALASE
B FETHRERERALEALELBIEMNEALT  LaB%
EETCHRGETEF  HaRE LA AN E - i
TTHETELCEAKBABBATTREIRMAARE 24K
FEA BN EBRENETRIESN  BEVEAHULSHKA
#HEPAKDRILGETRFHMRENES  BETTFXHTRE
e REBRETFREADVGE -BREETFTRELEL S
FoRATFRITEZIHE  WHEAER  CERAHETHES
®oBWERERATFRE FREFRIREMEAESL ALY
AU RET
- R2BTHAE
HEDBEABM %N vARSGELAT AT EIE
BERRCETHETEARRTER - K - _HARKEB %
WAL % s gr s tka-o (Dublin Core)#y+REBEAE » B ZE 8
SEARAL R £ 20 o 3B PRO A & K A B B st ot XML 3805 2244

(Schema) ZHAAHENRETHN  UFLSART LB AL
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i# ¥ 4 (e-GIF, e-Government Interoperability Framework)#i
Z 0 e R 2B A E K(Functional Requirements) 444 it
NE - RAZRRBERMBM  ROMAFTREFHREFTHENE
o AR T NELERRY - an EFHERETFXE
(Document)# & £ R R EZBANEFXERBERATFRITHR
(Edit) » —"ERRBHEPARAANFEITAEEE - Bk A 422
BRIERENBAEMTRAOE R > HEAEE(Audit) R & % SR
TTHEANBTKRE LB - ABBEEEIT > ARBEH
HERAABNETH G X BHEEORE - HETERE -
RIBER - HBERZERHA -BTHESTEN - T HTHE
EMigration) ¥ 2 2 &M » REXBHEEHFEER » K BHEER]
BEMHBRBEMAEEELFEXIT - AERBFEALZER
BB R A 3T 2 4% & F 3242 #4843 (Records Management Elements)
FFI+EEEE AR ERZE > RS EERME

(—) Identifier % %|%%

(=) Title A%

(%) Subject * &

(m) Description #5i

(#£) Creator ##%
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() Date B #A
() Addressee W xX#
() Record type %A
(&) Relation B4
(4) Aggregation #E%
(+—) Language #E%
(+=) Location %t
(+=) Rights Rz
(+m) Disposal K EH K
(+ %) Digital signature EFHZE
(+%) Preservation 4%fFixie
(++) Mandate M EER
A # R R - E-Government Policy Framework For Electronic
Records Management, version2.0 July 2001, Public Record
Office)
5 HERFGHRTE
— " HEBERASATER LB RS
R BRI EETARAYE  HEMEK TR

3%
FRIRMIL LR ETE— -  —BEHB FRERMET R
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3B PRO 7 1996 R A Kew REMIE R4 + EHERE
Bl B RERE REFBRNT ERER > REE THAER
G EARE  ERSFRXDHRERELRET  LREHKE
BEAE -  BHERLBEZR AR 3% - ZBRRAFHR
RERBRE BRT X ESBMEREME -
S HEBREFBREARABEREITE
HAHEREEREZMRE » E B AR HE R EBritish
Standards)— " BS 5454 Recommendations for the storage and
exhibition of archival documents ; 3 T% > A X648 A 4
B (Scope) ~ % # # # (Normative References) » % # & %
(Definitions) ~ Z £ Eu(Site of building) ~ & & 4 4 g%
3 (Building construction and protection) - #&HL ¥ & &94% 77
3%3% (The storage environment for paper and parchment) -
B3 eR 3% # (Lighting) ~ fE4c s ® 23 # (Storage and production
equipment) ~ & % 4% 47 (Packing for storage) ~ 314X 4 2% (Modern
media) - H 44§ £ 44+ (0ther materials) & &= (Exhibition)
FHPERAFREABIRAE  NEARMFE AR LFR
A AXABERNESHERMGENULAREERRZERE >

FEBHMKE - MAR2LEEFTPROF ERAAKSE  UATH
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B M A7 B #5 % 3 248 £ (Semi-current records * Records
which are no longer required for the conduct of current
business and which are waiting to be appraised for their
long-term value or disposed of in accordance with disposal
schedules.) » EH B X AN EHEH AL EF KRR
HFoBRATZIANTEREINRRAEHE A TEHEL RS
MStorage of Semi-current records > A 378 44 M 4%
RREEHE HAZMBS 0454 i > BRI ARMMER £
% @ 4 % B (Scope) -~ %= % (Definitions) -~ & 4=
(Responsibilities) -~ % 4 (Security) -~ B X (Protection
against fire) -~ B5 7Kk (Protection against water) -~ %%
(Environment) -~ #% %% & £ (Shelving and boxes) -~ & F#
% (Electronic records)% - Z#&BEH W EEEZREFITLE
# # (Pre-standard)DIN V 33901 Information and
Documentation - Document storage requirements for archive
and library materials> WEASNAERZETZEERAK -
Z-HFTHREERALEAERAEER
AERBHBAFREEARBREERFEEAPAKAERA M2

T BREEFELAELIEE - HEpE NAS FACTSHEET—
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HANDLING OUR RECORDS 01 » sA#LH 45 F & hof] EE 694 A 45 5 >
$AAF %4 2 F - NAS FACTSHEET—HANDLING OUR RECORDS 01 &

MAEEFL T ¢

ANDLING OUR RECORDS 01

NAS FACTSHEE
— ~ HERNAEEEEGS
RS I R R AEFTHR R A BARE - SRR RSEERE B
BEERERERHRNE RZLEE - HEREEEES - EEERERNSmK
REIEEZEE - HZE0 - BRI EMZEEE iEEREyr A A
HIEEE - DL BERUBEAERE  BfEgEREFEAMEEREE
(fRER) » MAREEERG - EREFRGHEZIESE » RFIRGREEEWE
B - BRI R M EANREE - RITGREE W - EE5E
B RREE R  THMNERERENREALR - NEEHNRERZE
FARBEREF » AT RIREEA B8 - ARBEENR R IEBIERAEROEE -
BOOK ‘SNAKE’ - 3(3R% » FaIRBEABFRHL -
Z - EEBTREHVNOBITE R R - DIBCEBREEBLURE - DHREHERA
FHR{FEA:
OEBEKEANEB/IZRA(RFOEN) - WECk SHIE
O = EF AREIRAR » FUFELR
O EHF/NORRBEIEEFE . RREEETRAHEIER
OE THZZERAFHNEE  §—XRBEHEEREANEEZRHEIN - BIUEERE
WA EFH SRR AR
@ EBNF/INMEREAR L Z2 MR
QLT RITREEE R B RAE » B ERFIASE - THRYHKBOOK
‘SNAKE’ - jE 535 B A] B BBt 5 [HEEeE TRy iR
O HEFERETRERMRTATREER LN » FESHRRZEREAR - EXHF
HERHEER - MTERERARBNT R
O EEHBEREIEERGEENHEER - BULARREFE
=~ BIEEEER  RFIEREE/NM > FAIEFETIIEE
OEEM A EINEEAE © REHSTERISAERER
@ 5 EMEaERRy  TE/DOLANEREIEE
@ &= & ey - /O A ERNBERE EH
O ETEEE ey  (ErEABRKE  MEFHBER
@ MBS ETEECNE
O THEH N ER RNV IEEE
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I~ BRA R ITEM KB MBS R (PRO CONSERVATION POLICY)
E-BoBAREIBEFR  BHNREEFETRERYE
BRAEERGHREDTRERT > BN EUE ST KE LS
I Bk AR PROMERFLESFILBTEHESER
%o PEEHEGEREF 0 o & B 1E 1 F (intrinsically
valuable) ~ 4 A & ©3R A P 3H A48 Rl 4 B4 (unfit
to be produced) - & % K& (high demand) & %) \ 1% #4316/
FH3t % (digitisation/scanning projects)’® z g igss = »
Bp 5] B 4 S5 # & - 4§ £ 15 3 8 R i 22 B (conservation
policy)s¥Misk= » EF R FEGNRER T LT HEHE 2
BREED HE=Z02 T3 whEALREAMTH
BABRGHERZMEE EREEN_EZANTRA > AL
BrEk e BRIFFIATHEEIMRE  FTMREAFT L
BT RN IR EHEIhE=02—
E-HEEEVIREEESAGRE
(=) EARHEEEHINRBE—RIXVBEREERT 5 A7
e 348 & A #4522 (Camberwell College of Arts) &4
#r 4 (Newcastle) 9 b2 2 25 K £ #4i7 813% 3+ & (Faculty

of Arts and Design, Univerity of Northumbria)Bp3g {2
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T F W EMEEALRE -

(=) H#BE# F4E W& (Society of Archivists)E#4% £153
&h &y 3% % (Certificate in Archive Conservation for
conservators) > it BB EL R G R IR FERLFERE
mRENBLSHESCHRMNTERAE(—EH) AREKE
HEEE(WER) - FAHESH(wER)  BEEH(=
8~ #HEER(= 28D - BRETONEZR) AH L RE
(=28 -

N HEREAMREWFERAR
ABEPROBEBELERERE HETEAREBAHERSH
HEAEFIOREHGRREHEAR LG LLME £ EEFA
BRBLIBR LM AR SREEREE  PRANER
BENSZAR  BERAABEN  wBFIFH (o XE)8

TREHIE - TEHARABRPROEREEAM LB RIEWNAR
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- ZBEPROKRALHESR HXERHEBNEBRNAREE
4% 3% B Public Records Act % 4 # Place of deposit of
public records 2 % (3)3##. & - "The Lord Chancellor may at
any time direct that public records shall be transferred
from the Public Record Office to a place of deposit
appointed under this section or from such a place of deposit
to the Public Record Office or another place of deposit.
(LRI THEFE TEMALEE 8 PROUBEAGFRATER
ZEWbE > RAXABERERZERE PRO £ 5 —15 T ik
Bio) R KRETHEE  GEETHET  RAKLS S
B REPT B MM ZATE U > R 2 PROE R ERIRE B

BB EHEMBEEEZTH - TR FH 942 (the Imperial
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War Museum) ~ 3% B € %15 & (the British Film Institute) &
5 Ak 3% %42 National Sound Archive) 8|34 PRO 45 & 45|

]
HBEERVBRZAFTHER -
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FwF ERARY
T®ER
ST R BANETENEX T RLH RREES T
BEFS LERAESHEETELAL  BTHEA BB E— SRS
BoBARARAEBERRE ARAZME b - A ET B T4 - £
FHENEH  BAHEENIL - SREABLERLE RAZER
REF HRAOUBEA-—BRAHSEFEEEHLESHFLER L2 AE -
LT A57E TRLZE ) TUARE  RBEFEHEL TR 45
e A AR ERSTRE  ECFEFHERRL B THZERL
UBAT > ERMRBREFERBOL "TEHRES > Mkt ns
FE S REFERABHIIREGENGETUAER  BFABE
HERBFEARKRE -BFTHFRARL B "5 W . F 5
PHRHETAORLTBE  BRARFFHAEKLBEEERY » 5
BT AS /1 - BREGIR T -
P RIE=X- 1
— ERXGHRRRGHEA AREABAESER
BEABEER T RBCACHEECTHERAZ S » 4o
FHEREEHN LREEBRIREREEIETN  AERFEE

M RIESRENAREZRT AR N EABRE=AZ
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EEHAEREE - BBESAIEEF  HRAMRMEEZEA > B
AMEEHEEAZHY  ZRAFREREZR T HGRZT
BAZ+4ENEXER  ERBREVE  FEIZRAE &
RHAR o HAFskBER > RETIHALHAE T FERE > TFAK
W2 EM - URAFAF A BRI FEROMZES
REBRFHEZHMER > FREAMEBEAIS  HkFER
PR RGOS FAERMS » sbiaE RAE SR -
BB RTEERMHE  AXREFTERLEAS
ERFRR  ATHEZIBE -HEEETHRAZT  HE
ZRBER BRABEREE  EAXXREREHRE
B RERBARIHET  EMAEAARARS - BAXGAHEE
£ > BARELBEABEBERLAZTES - FENMHZEATEL
— @ FRABZEANE AR LLRETRHTEAEA
BHIEE ABESEIRACHREEZETEIFER - BATH
R EZA5# - MR AT AE - BLESEEL  REHRAE
RG22 EE  BHEEEXIFTERRARAIER AT Tl
B oREFTFHRITZLE REERESCBMAEIRRIREE
B2 ARABECRGHE  REWEEZHSEIR  EHE

FREFEEER  RATHEFZLEAS -
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CHHMEREH I ATHE  AESERETEELEF
HERGRGERLATRGEZE-FEN FTHEABREEE
FRAEENE  c BEEEZRTUR BB RMAFEEEELTE
MAER ZFRUABAZETREFTE > BT RVEABELR
¥ RAEEEEERRLER > RN EN T EL 2R - X%
FEEIECRMTREEFRZ -5 TEHR CFE
HEHERY  RRBEEEMTEE LN ERBNEERELRE
WIE > LHEBRERE LY BEARTESZYE RE s ME
Rk FEAUXETHEE LY AS B EH ARG ML
TARBEMRFHRZLE - ZERHSENY BFEIRELSE
BR HoEOH%sE 2R BSEESFRIR  HEAY
HAZRE - BERFFRIZELE BEFAXIEANT S
B8FH RBERRIAERHR  FFAREXETRHRE -
W~ FARETHE X
RABBEBMBEETET N L EBME RSN
GURETFTAXEMUAE > A ETEMER R - # - 12
—Bz R ARUGHAZENEEZENEBTRETHE
e BEFFEFAXERLBE  BE X HEFHLALKER

BEXAERA24RXETE LG HE X T2 mIfE—R
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Moo USSR A R A SR BAL 0 T OURD BT -
SHEH - EHENZ A - RSN LR - B> fE
BHEERE R -REEEATERASMEEREM T > BLLR
HEHARELSETIT HEABBRERALYBRAEEL -

- BMEARERT

BRETHEEEARTLARSEFLBREMERES
BT B EFBALRFE ETREE - ARBERBE LA
AEEAREAT H BB AEE - BATHAHEEBMEE
REHEE T DUPBEETEAMEE  BATSEEAAMER
RRERAMFERERAARATRBITHRE B REOH T HRET T

HEFEFEE AUXFERALEBY  REHNFEREAAFRA

AN EEBHERACZ B
BEAMBHRBREEEMCEE  EELFARREESH
HAGRAER 23 - B_RABEREN G ETHEHLA
HWehidk > EEMFAOHE  EFHERAIER RS BRIAHK
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Mék— RABRDEHLEZE (Public Record Office) #m#k

ZR
Keeper and Chief Executive
P Hiffm R
Central Management Press Office
H |
BUS A RS R FEEBE INFRAR ISR

Director of Government and

Archival Services

Director of Corporate Services

Director of Public Services

RESEEAR

Records Management

NE R BRI

Personnel and

PRIFEREET]

Conservation

AR AR BIRBCEASATER

Archival Services B Information and
S SR BT ER PEFERZERM
Archival Production | Internal Audit

|| A EEERRT

Financial Services

L A E BA%o L
JileE

Estates and Central

{EHRFR

Enterprises

1T B BB BB
Marketing and

BT

e-Access

BB KSR

Education and

—

AEWSE e S T !

Research and Editorial

ARE IR

Reader Services

BRIRIE : FERBAIAEZZE (Public Record Office) 2t
ZFHPRO Organization Chart — 1 October 2002)
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BHAEREER

( Koblenz )
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i R LABIE

BHERERER
( Koblenz )
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/> (Koblenz) G2 MR ME SHIL  REETIER
G3 o) HEHBREERERE ; RIFIEFHHER ; Koblenz
THEERER
b) Berlin TEEREE
G4 BEMR ; BOAEHBE L
H AR B BUA XA+
Rastatt £§
(BEE EEREDLZE )
e B B1 o) MBBEANXMHER ; PEER ; ABXH ; S
BEEBAL fF ; ZSERFEHE ; HREFH ; Koblenz R
FIER ( Koblenz ) BERK
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St. Augustin R | KI5 ESSHITMED ; BFBT
ERE BEERER
Dahlwitz-Hoppega | K ith [E 5 & B 7P 4 B2
rten PREIERE
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HABERESSS - EMPEBERYT  EAREE
R BEEXIR
R2 R ; BE  BRAEENHERER
R3 HEBRE  REKE  BWEUL ; 7Y BIRERE
%58, TEELS 8% RERER | ZEKRF
R4 M BE,RR. BE ¥ B, XB; #F
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ME (Berlin) |DDR2 R ; 8% ; 8
DDR3 Fi e BB B 8% I HEgREE
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¥ RERE . EZ
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EETHERE EBEOEIREFMBEMzHHESR
g
MA2 EELEHHENE BT ACEEDR ERREME
B
MA3 BEELEHTENE . BT ZF ; 5% ; B8
MA4 EETHRENE  Bif; AR ; BIKEEE ; #F ; 3
KER (RE ) BXERE
MAbD 1867 FE 1940 FE B L REESXEEK ;1945 &F
1949 SR BEER 2 BB R BK
£8P FA FAl —BEFRREE , XA ERBY SR REBRE
BERER B EHGHREENEXSESE, ZEEYAEEF
( Berlin) O BEREE  KAHH XA B BEEEY
BAREXIE
FA2 XERER
FA3 AR EEREE
FA4 ERIEERRE  EE
BIAERE EEFEEHANEBERERERIESERESE,
A#d AGl BE&E2FXK , BELERERANEERMELR ( Nationale Front ); BE

BREE

#&28 ( Demokratischer Block ) ; HE ( TEEEER—HIHR)

AG2 |BELTH—HER (SED)

AG3 |T&

AG4 |BEESREANBAHSER (TEEESERTIIWSE )

AG5 |1945/46 FRIzHEBRE., HEXREHERRKER  EBEA

By RERER
B B6l EBEZ-HREE,ELSSK . KE, BERE
B&E&EE BG2 KB ; B
BG3 MEEZREERE
BHRRR - FRREMPERERMER ( Organisationsplan des Bundesarchivs

Stand : 02.Januar 2002 )
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Mék= AR PROBESHEBRALE
(The flow chart demonstration the decision making process for undertaking work
in the conservation department)

DOES THE REQUIRED WORK FALL INTO ONE OR MORE OF

CONSERVATION’S PRIORITY CATEGORIES?
Intrinsically valuable

Unfit to be produced
High demand
Digitisation/Scanning projects

If not, an alternative preservation measure might be suggested or, where is

some justification, the work added to a list for futrue consideration

A ) A\ 4
Intrinsically Unfit to be produced or High demand Digitisation/Scanning
valuable projects
Yes
Yes ¢ If appropriate, Yes
apply l
Is a surrogate Yes > minimum
. €
available? . Apply the
conservation/
Apol I . necessary level of
p.p y N preservation treatment,
appropriate level ° treatment . .
¢ t' ‘ including
on
t° °t°“set"’ca ! deacidification if
T nt. i
Eﬂ. me onser Does the piece : necessary, to
vation treatment fall within the If appropriate,
ied out b apply ensure both
carried ou an °
m ] y top 10% of . -p handling and
experienced themost [~ No ®»|  minimum .
t conservation/ copying can be
conservator
popular preservation safely carried out.
9
| classes? If item was
T treatment .
Yes previously bound
¢ Yes but will not be
) ¥ ) made available in
If appropriate Apply appropriate its original format,
produce a level of conservation . Lo
o consider leaving it
surrogate treatment and if in unbound.
high demand

consider making a
surrogate copy

Y v Y

Work formulated into projects for each section
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‘Was work sent on a
Short Term Form?

Yes

i If appropriate,
Apply minimum
Is a surrogate L Yes —Pp conservation/
available? preservation
I treatment
No
v
Is the piece Apply
required for L Yes —p| aPpropriate level
copying?i.e of conservation/
customer order preservation
| treatment
No
v
Does the piece fall If appropriate,
within thetop | —5| Apply minimum
10% of the most conservation/
popular classes? preservation
' treatment
Yes
\ 4
Can the work be If necessary make
completed with | ——p| nhote of reference
2-3 weeks for possible
inclusion in
! following years
TS business plan
Apply
appropriate level
of conservation/
preservation 60
treatment




Fékw HRGHEGIHTERERE
(Training Scheme for Archive Conservators, PRACTICAL
SYLLABUS)
— ~ 4 # & % # (Introduction and Preparation)[1 week]
1. Handling documents
2. Receiving and dealing with new collections.
3. Assessing conservation treatment. Recording historical/archival
evidence and conservation treatment.
4. Record keeping - written and visual.
5. Packaging and storage.
6. Health and Safety (COSHH - regulations, data/record sheets).
7. Correct handling and operation of hazardous tools and equipment.
8. Protective clothing.
9. Environment and monitoring - use and recalibration of a
thermohygrograph, hair or whirling hygrometer.
10.Use of an fumigation hood/chamber/cupboard.
= ~ Paper [4 weeks]
Refer also to preparation section
Section A:
1. Correct handling of tools and equipment.
2. Preparation of adhesives.
3. Preparation of material.

4. Calibration, care and use of pH meter and electrodes. Surface and
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extract measurement using electrometric and colourmetric
methods.

Tests for fugitive ink.

Selection and use of fixatives and consolidants for ink and fibre

structure.

. Assessing conservation treatment, recording historical/archival

evidence and conservation treatment.

. Numbering and collation.

Dissection and techniques for removing old repairs. Use of

enzymes.

10.Mechanical, aqueous and non-aqueous cleaning methods.

11.Preparation and use of deacidification solutions.

12.Drying, flattening and trimming techniques.

13.Simple mechanical and physical tests for paper.

14.Report writing.

Section B:

1.

2.

Relaxation techniques.
Traditional wet repair.
Dry repair (“long fibre” method). Hand and machine coated tissues,

preparation and use.

. Backing, joining, framing and localised repairs.

. Use of hand made and mould made papers and tissues including

Japanese papers and tissues.
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6.
7.
8.

9.

Techniques for shaping repairs and infills.
Use of tissues and synthetics for repairing text areas.
Reversing techniques.

Pulp method of repair. (To be discussed if not shown).

10.Simple make-up methods for single sections, files and rolls.

Section C: (Lamination and encapsulation)

1.

2.

Preparation of documents.

The lamination process.

Use of machine and hand-coated tissues and synthetics.
Incorporation of guards.

Delamination.

The encapsulation process.

= ~ Parchment [4 weeks]

Refer also to preparation section

Section A:

1.

2.

Correct handling and operation of tools and equipment.
Assessing conservation treatment. Recording historical/archival
evidence and conservation treatment.

Numbering and collation.

Cleaning methods.

Preparation of materials.

. Preparation of adhesives.
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7.

8.

Tests for fugitive ink.
Selection and use of fixatives and consolidants for ink and fibre

structure.

9. Drying, flattening, including tensioning and trimming techniques.

10.Report writing.

Section B:

L.

7.

8.

Relaxation methods. Use of humidity cabinet.

. Preparation of new sheepskin parchment and collagen.

Techniques for shaping repairs and infills. Paring and chamfering.

. “Dry gelatine” repair.
. Backing, joining and localised repairs.

. Use of collagen and other materials for repairing text areas.

Reversing techniques.

Simple make-up methods for files and rolls.

w9 ~ Maps [3 weeks]

Refer also to Preparation, Paper and Parchment sections

1.
2.

Fixatives.
Preservation of scales on maps.

Relaxation methods

. Flat and vertical methods of repair.

. Methods for supporting map during repair.

Cloth and paper backing materials. Joining backing materials.

. Treatment of endorsements.



8.

9.

Edge and facial reinforcements.

Make-up methods for flat and rolled maps.

10.Report writing.

2. ~ Seals [2 weeks]:

1.

2.

Preparation of cleaning mixtures repair wax.

Cleaning and polishing.

Consolidation of flaking seals and use of vacuum desiccator. (To be
discussed if not shown)

Reinforcement and joining broken seals.

Use of molten wax for replacing missing portions and general
repair. Built up and paper mould methods.

Reinforcements, repair and replacement of cords and tags.

. Seal protection.

Making moulds and facsimiles. (To be discussed if not shown)

Report writing.

7~ ~ Book Binding [8 weeks]

1.

2.

Selection of guarding, covering and binding materials.

The guarding and filing system. Attachment of guards, support
sheets for fragile and folded documents, treatment of documents of
mixed sizes. Making of cases and file boards.

Producing a fascicule.

Repair of bindings: reattachment of boards, rebacking a
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leather/cloth binding and repair of corners.
5. Endpapers - different styles.
6. Sewing - different techniques.
7. Bookbinding
(1) Library and case styles - pulling, spine reinforcement of
sections, resewing, cloth jointed endpapers, rounding and
backing, spine preparation, preparation and attachment of
boards and French joints.
(2) Other styles as appropriate (depending on time and the ability
of the trainee).
8. Simple lettering and labels.
9. Cleaning of bindings and application of leather dressings.
10.Report writing.
4 ~ Supplementary [2 weeks]
To cover a discipline(s) where the student recognizes that they need
further instruction or practical experience.
The Conservation pages also contains outline summaries of the
general theory / science syllabus a detailed reading list and a list of

instructors.
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8RR ¢ 91.11.03(8 )~91.11.15(Z&)

2BHAE T EZA
H #1 TENE FRAE0EE | 1% 18 3 25
11/03(8) (kA2 London
11/04(—) [Public Records Office at Kew & Hayes
.4k * Ruskin Ave., Kew, Richmond TW9London  |[London
4DU
11/05(=) |The London Metropolitan Archives
#uk ¢ 40 Northampton Rd., London
EC1R )HB Londo Lond
Family Records Centre (R 3% 4% £ F ) ncon ndon
#.ut 1 Myddelton Street London EC1R
1UwW
11/06( =) |Cambridge County Record Office London
s34k : Shire Hall, Castle Street Cambridee|Lond
Cambridge CB3 0AP (Sh?rf) reggondon
11/07(w9) [Department for Culture, Media and Sport
.4k ¢ Oceanic House, 1a Cockspur
Street London London
11/08( &) |The National Archives of Scotland
#.uk ¢ HM General Register House, Scotland,
Princes Street Edinburgh Edinburgh London
HH13YY
11/09G%) | B M EER B HEE) London |London
11/10( 8) |BL 42 AT £ 18 Bl AA 4Rk London |Berlin
11/11(—) |#8 4k #£ 4% £ /& (Landesarchiv in Berlin)
AR #1548 £ 48 (Bundesarchiv in Berlin)  |Berlin Berlin
¥4k Bundesarchiv, Finckensteinallee 63,
12205 Berlin
11/12(=) |5 48 & 22 4% % £8 (Bundesarchiv(Filmarchiv)Berlin Berlin
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4k - Fehrbelliner Platz 3, 10707 Berlin
1/13(=Z) | AR ES Berlin Berlin

(Brandenburgisches Landeshauptarchiv)
ik ¢ An der Orangerie 3, 14469 Potsdam
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11/15(%)
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@i A5

Requested offices/agencies in U.K.

Public Records Office at Kew & Hayes(PRO)
Family Records Centre

National Archives of Scotland(NAS)
Department for Culture, Media and Sport
The London Metropolitan Archives
Cambridge County Record Office

SIS NI

Visiting and study topics

1. Organization

(1) The functional structures of the requested offices/agencies.

(2) How many archives and public record offices are there in U.K.? How
many of them deal with the government archives? How large is the
collection in each branch?

(3) How many employees are there in the requested offices/agencies?
What is the proportion of professional staffs to administrative staffs
in the requested office/agencies? What are the necessary
qualifications for professional staffs? How do you recruit technical
staffs?

(4) What is the advisor council’s role? What does the advisor council do?
(5) Is there any guiding standards on personnel and facilities for
government agencies to set up their archives management units?

(6) What is the relationship between PRO and other government
agencies?

2. Policy and planning

(1) Is there any certain analytic methodology that decides the procedures
of writing the archives policy?

(2) How does PRO evaluate the performance of government agencies on
public records management?

(3)Budget plan and resources allocation in the requested
offices/agencies.

(4) Does PRO offer grants to any records units (such as government
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records offices, colleges and universities, libraries, historical societies,
and other nonprofit organizations in U.K.) for certain kinds of
activities? What is the decision-making process for providing grants?

3. Archives management

(1)How do the agencies that keep the archives transfer them to PRO or
other agencies?

(2) Are there any standards for archives cataloging and archives
classification schemes? When will the catalogs be opened to the
public?

(3) The processes and techniques of records appraisal.

(4)How does PRO approve and sort retention period of records for
different level of government records offices?

(5) The management of disposal and destruction of records. How many
kinds of disposal schedules are there for public records in U.K.? How
to revise these kinds of schedules? Is the schedule legally mandatory
for government records offices?

(6) How do the requested agencies deal with the government confidential
records?

(7) How do you acquire the personal or private archives of which value
can be treated as parts of national archives? What is the legal status of
these archives after acquiring?

4. Preservation & Conservation

(1) How do the requested offices/agencies preserve permanent or
long-term records?

(2) The standards of storage facilities. And the requirements of a
controlled environment for repository.

(3) What kinds of skills (for damaged records assessing and repairing) are
involved in conservation work in the requested offices/agencies?

(4) What kind of apparatus does a conservative laboratory equip
necessarily? What major features can these instruments provide in the
conservative laboratories?

(5) What are the procedures for saving archives on a microfilm,
CD-ROM or other electronic media? What is the legal status of those
transformed records? Are they the same as genuine ones?

5. Access
(1) When can the public records be opened to the public in U.K.?
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(2) How can the ordinary people access government records? Do they
have to pay for access?

(3) The functional requirements for online catalogs of public records in
the requested offices/agencies.

6. Staff Training

(1)The training programs for staff on archives management in the
requested agencies/offices.

(2) What role does PRO/NAS play in related professions training for
other archives agencies? What kinds of training courses do PRO/NAS
provide to the government archivists and administrators?

7. Electronic Records and Information System

(1) What is the policy for digitizing national archives? Is it different from
the policy for documents that were produced electronically?

(2)Is there an integrated records keeping system for all government
records offices in U.K.?

(3)Have the requested offices/agencies ever used digital signatures or
watermarking systems on archives to prevent forging of electronic
records. When did they put digital signatures on records? Who is
responsible for authenticating those digital signatures?

(4)Have the requested agencies/offices ever thought of the possibility of
extracting information from archives or public records, and
transforming them into a knowledge management system?

8. Buildings for National Archives

(1) Is there any criteria/standards for designing a building for National
Archives in U.K.?

(2) Is there the preliminary plan for the new building of the PRO at Kew?

(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 PRO/NAS estimate the capacity of the building for
archives? (Such as cost, numbers of records, amount of building area,
etc)

(5) The average cost of constructing a building for archives in U.K..

(6) What kinds of fire suppression systems do the requested
offices/agencies construct their repositories for archives? Wet-Pipe
fire suppression sprinklers, carbon dioxide fire extinguisher or other
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alternatives?
(7) The approach and cost of the requested offices/agencies’s building
renovation.

9. Others

(1) The list of publications by the requested offices/agencies.

(2) Any public records and national archives concerning laws, regulations,
rules or guidelines that might be for reference.

(3) What are the most significant issues or challenges the requested
agencies/offices may face in the near future?

(4) Any other documents in every aspect of life cycle for public records
we will be interested in. Such as selecting, appraisal, transfer,
recruitment, allocation of any kind of resource about archives and
public records.

Q@ E A 5
Requested offices/agencies in German
1. Bundesarchiv in Berlin
2. Bundesarchiv(Filmarchiv) in Berlin
3. Brandenburgisches Landeshauptarchiv
4. Landesarchiv in Berlin

Visiting and study topics

1. Organization

(1) The functional structures of the requested offices/agencies.

(2) How many archives and public record offices are there in German?
How many of them deal with the government archives? How large is
the collection in each branch?

(3) How many employees are there in the requested offices/agencies?
What is the proportion of professional staffs to administrative staffs
in the requested office/agencies? What are the necessary
qualifications for professional staffs? How do you recruit technical
staffs?

(4) What is the advisor council’s role? What does the advisor council do?

(5) Is there any guiding standards on personnel and facilities for
government agencies to set up their archives management units?
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(6) What is the relationship between Bundesarchiv in Berlin and other
government agencies?

2. Policy and planning

(1)Is there any certain analytic methodology that decides the procedures
of writing the archives policy?

(2)How does Bundesarchiv in Berlin evaluate the performance of
government agencies on public records management?

(3) Budget plan and resources allocation in the requested offices/agencies.

(4)Does Bundesarchiv in Berlin offer grants to any records units (such as
government records offices, colleges and universities, libraries,
historical societies, and other nonprofit organizations in German) for
certain kinds of activities? What is the decision-making process for
providing grants?

3. Archives management

(1)How do the agencies that keep the archives transfer them to
Bundesarchiv in Berlin or other agencies?

(2)Are there any standards for archives cataloging and archives
classification schemes? When will the catalogs be opened to the
public?

(3) The processes and techniques of records appraisal.

(4)How does Bundesarchiv in Berlin approve and sort retention period of
records for different level of government records offices?

(5) The management of disposal and destruction of records. How many
kinds of disposal schedules are there for public records in German?
How to revise these kinds of schedules? Is the schedule legally
mandatory for government records offices?

(6)How do the requested agencies deal with the government confidential
records?

(7)How do you acquire the personal or private archives of which value
can be treated as parts of national archives? What is the legal status of
these archives after acquiring?

4. Preservation & Conservation
(1)How do the requested offices/agencies preserve permanent or

long-term records?
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(2)The standards of storage facilities. And the requirements of a
controlled environment for repository.

(3) What kinds of skills (for damaged records assessing and repairing) are
involved in conservation work in the requested offices/agencies?

(4)What kind of apparatus does a conservative laboratory equip
necessarily? What major features can these instruments provide in the
conservative laboratories?

(5)What are the procedures for saving archives on a microfilm, CD-ROM
or other electronic media? What is the legal status of those
transformed records? Are they the same as genuine ones?

5. Access

(1) When can the public records be opened to the public in German?

(2)How can the ordinary people access government records? Do they
have to pay for access?

(3) The functional requirements for online catalogs of public records in
the requested offices/agencies.

6. Staff Training

(1)The training programs for staff on archives management in the
requested agencies/offices.

(2) What role does Bundesarchiv in Berlin play in related professions
training for other archives agencies? What kinds of training courses do
Bundesarchiv in Berlin provide to the government archivists and
administrators?

7. Electronic Records and Information System

(1) What is the policy for digitizing national archives? Is it different from
the policy for documents that were produced electronically?

(2)Is there an integrated records keeping system for all government
records offices in German?

(3)Have the requested offices/agencies ever used digital signatures or
watermarking systems on archives to prevent forging of electronic
records. When did they put digital signatures on records? Who is
responsible for authenticating those digital signatures?

(4)Have the requested agencies/offices ever thought of the possibility of
extracting information from archives or public records, and
transforming them into a knowledge management system?
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8. Buildings for National Archives

(1)Is there any criteria/standards for designing a building for National
Archives in German?

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

(3)How does the requested offices/agencies estimate the capacity of the
building for archives? (Such as cost, numbers of records, amount of
building area, etc)

(4) The average cost of constructing a building for archives in German.

(5)What kinds of fire suppression systems do the requested
offices/agencies construct their repositories for archives? Wet-Pipe fire
suppression sprinklers, carbon dioxide fire extinguisher or other
alternatives?

(6) The approach and cost of the requested offices/agencies’s building
renovation.

9. Others

(1) The list of publications by the requested offices/agencies.

(2) Any public records and national archives concerning laws, regulations,
rules or guidelines that might be for reference.

(3)What are the most significant issues or challenges the requested
agencies/offices may face in the near future?

(4) Any other documents in every aspect of life cycle for public records
we will be interested in. Such as selecting, appraisal, transfer,
recruitment, allocation of any kind of resource about archives and
public records.
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