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What is the purpose of this
course
The purpose of this course is to support people who own or look after
archive material, but who are not professional archivists and need some
simple guidance.
It will help you to assess and plan for the care and development of your
archive collection, both small and large.

The course is divided into simple tasks and practical steps, which can easily
be taken to manage and protect archival collections.
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First Steps for Beginners
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What are archives?
Archives are collections of documents or ‘records’ which have been
selected for permanent preservation because of their value as evidence or
as a source for historical or other research.
Records are created by the activities of organizations and people;

they serve an active purpose whilst in current use and some of them are
later selected and preserved as part of an archival collection.

The National Archives - Archives Principles and Practice: an introduction to archives for non-archivists
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Why are archives important?
Archives have value to nations and regions, organizations, communities, and
individual people.

They provide evidence of activities which occurred in the past, they tell
stories, document people and identity and are valuable sources of
information for research.
They are our recorded memory and form an important part of our
community, cultural, official and unofficial history.

The National Archives - Archives Principles and Practice: an introduction to archives for non-archivists
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Types of archival repositories
Government and other public bodies archives
• Municipal, provincial/state, federal records
• Public mandate
• Collect and preserve institutional memory
• Have records management programs
• Typically have materials in all formats (textual records, photographic
material, moving images, etc.)
Corporations - organizations archives
• Collect and preserve institutional memory
• Some have records management programs
• Typically have materials in all formats (textual records, photographic
material, moving images, etc.)
Community archives and historical societies
• Preserves history of a region, historical period, theme or subject
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What’s an Archivist?
Archivists are trained in preserving the original material and helping people
obtain it.
Archivists work with paper documents, photographs, maps, films, and
computer records. Archivists possess broad, deep knowledge about records
and are involved in many, if not all, phases of the records life cycle.

Their extensive research and analysis skills help in serving records to the
public.
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What’s a Records manager
Records managers work with Government, corporations, legal entities or
organizations to make sure they are creating records that reflect the work
they do.
Records managers also make sure that offices are storing their records
properly and are bringing the most important ones safely to the local or
National Archives to be attended to by archivists.
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The Basics of Archives
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Archives and records
terminology
A few terms you should familiarize:

Collection: A group of documents brought together on the basis of some
other common characteristic (for example subject, form, scope)
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Archives and records
terminology - 2
Finding Aid: A tool that facilitates discovery of information over records and
facilitates their retrieval.
Folder. A folded sheet of cardboard or heavy paper serving as a cover for a
set of related documents.
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Archives and records
terminology - 3
Fonds: The whole of the documents and records, regardless of form or medium,
organically created and/or accumulated and used by a particular individual, family,
or corporate body in the course of that creator's activities or functions. Fonds are
typically arranged into:
• Series - Documents arranged systematically or maintained as a unit because
they relate to a particular function or subject, result from the same activity,
have a particular form, or because of some other relationship.
• File or dossier - The aggregation of all the records that participate in the same
affair or relate to the same event, person, place, project, or other subject. A file
can be physical or electronic.
• Item - The smallest intellectually indivisible archival unit (e.g., a letter,
memorandum, report, or photograph). Items accumulate to form classes or
series.
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Archives and records
terminology - 4
Provenance:
1. Information regarding the origins, custody, and ownership of an item or group of
items.
2. The organization or individual that created, accumulated and/or maintained and
used records in the conduct of business prior to their transfer to a records centre
or archives..
Respect for original order. The principle that the record of a person, family,
organization or corporate body must be kept together in their original order, if it
exists or has been maintained, and not be mixed or combined with the records of
another individual or organization.
Reference Code: The unique identifier for a given item or group of items.
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Not only documents
Archival document. See Record.
Archival material. See Record.
Document. Recorded information. See also Record.

Electronic record. See Records in electronic form.
Record. A document made or received in the course of the conduct of affairs and
preserved.
Records in electronic form. Records that are encoded for manipulation by a
computer.
Textual records. Written records, whether handwritten, typescript, published, or
generated by any other means, which are accessible to the eye without the aid
of a machine.
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Not only documents - 2
Original.
1) In archival science, a complete and finished document capable of
producing the effects for which it was created, and the first to be issued
in that form.
2) In law, the first document which, with other instruments, may be
transcribed, copied, or imitated.
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Not only documents - 3
Graphic material. Documents in the form of pictures, photographs, illustrations,
prints, and the products of other pictorial processes.
Moving images. Visual images, with or without sound, recorded on any medium,
which, when viewed, may present the illusion of motion.
Multimedia. Records which combine two or more media types but which, for
reasons of intellectual continuity, must be conceived of as a unit, e.g., slide tape
programs.

19

Not only documents - 4
Philatelic records. Stamps, postal stationery and all other documents created
and/or used to signify pre-payment or payment due for postal services; stamps or
other labels resembling the material described above, but which have no postal
value; cancellations other marks created and/or used by a postal administration to
show evidence of postal usage; material bearing one or more of items described
above.
Sound recording. A document on which sound has been recorded and may be
played back.
Technical drawings. Graphic delineations made for the design and construction (or
documentation of design and construction) of civil, hydraulic, mechanical, and
other engineering works or structural components.
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Glossaries
• Multilingual Archival Terminology
The International Council on Archives and the InterPARES Trust are collaborating to build a
multi-lingual database of archival terms.
• Dictionary of Archives Terminology The Society of American Archivists' Dictionary of
Archives Terminology is an invaluable resource for anyone getting started with archival
research.
• Glossary of the Rules for Archival Description The glossary of the Canadian standard for
archival description.
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Concepts to remember
Life cycle of records: The distinct phases of a record's existence, from
creation to final disposition.
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Concepts to remember
Preservation: The totality of processes and operations involved in the
stabilization and protection of documents against damage or deterioration
and in the treatment of damaged or deteriorated documents.
Preservation may also include the transfer of information to another
medium, (ex. digitization); See also: conservation.
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Concepts to remember

Disposition schedule: A document that identifies and describes an
organization's records, usually at the series level, provides instructions for
the disposition of records throughout their life cycle.
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What can be done to improve the care of your archives at low or no cost?
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Draft your archival organization
Consider your archives.

• What are the archives' current situation and future needs?
• What is your mandate and purpose?
• What is your institutional organization?

• What laws and regulations govern your activities?
• What collections make up the archive? Put down what items each
collection includes.
• Do you take in items in any format or only some?
• What limitations do you have on storage space? Do you have authority to
give preservation treatment to items?
• Are there legal or moral considerations about privacy?
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Analize and organize the content of
the collections
• What type of media and what subjects or themes will you collect in your
archives?
• What are your technical or financial restrictions?
• Do you manage restricted or confidential material?

• What are the conditions of access to your documents?
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Analize and organize the content of
the collections - 2
• Is there a policy about who can or cannot use your archives and what
identification they must produce?
• What are your responsibilities with regard to copyright? You can own
material and still I not hold copyright to it. It is necessary to obtain
copyright clearance to publish or distribute material.
• Are you using a records management programme into your archival work?
If you are a municipal or corporate archives, records management is the
most efficient way to find records.
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Analize and organize the content of
the collections - Catalog record and
finding aid
It’s useful create catalog records and finding aids.
A catalog record gives basic information about the collection and its
contents. It gives the collection's title, topics, and the principal names of
individuals and organizations that are associated with it. It also contains a
brief summary of contents and administrative notes.
The finding aid is used to list individual items within a collection and show
their location. It can be created using word processing software or using
database programs. They can be retained locally or disseminated online for
use in-house and across the Internet.
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Safe access
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Personal and confidential
information
Not all records are suitable for immediate access.
If they contain personal information about living people or other
confidential information, you may need to restrict access to them. If in
doubt, it is better not to make the restricted or confidential material
available to others.
In Europe you can consult the General Data Protection Regulation (GDPR)
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Access - supervision
Archives and current records must be protected from unauthorised access.
Only the people responsible for the records should access them.
Secure storage concerns all types of records: paper, digital records; video
and sound recordings....
What you can do:

• Storage must be lockable and kept locked when not in use.
• Access to the storage area must be controlled and monitored.
• No records should be moved or removed without the permission of
people responsible for their care.
• If a record is moved or removed, a note must be left with indication of
who has it.
• A

register

of

withdrawals

and

returns

should

be

kept.
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Managing your archive
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Records Management and Archives –
Why are records kept?
Records are created to provide information about what happened, what
was decided, and for their value as evidence.
They report on past policies, discussions, actions and decisions. They are the
basis on which decisions are made, services provided and policies
developed and communicated.
All organisations need to keep records.
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Records Management and Archives –
What is records management?
Records management ensures
- that records are kept and remains available when needed,
- that the organisation benefits from effective management of its records.
Records management helps keeping adequate records of our daily work correspondence, policies and other key documents, managing emails,
keeping notes of meetings, and so on – and doing so in such a way that the
records we keep can be found and used when needed, by ourselves or
others.
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Records Management and Archives
The first purpose of managing records is to meet the business or
operational needs of an organisation, allowing it to function effectively.
While the records are used for our activites they are in ‘active use.’
When they are no longer needed in active use, they are reviewed to decide

which should be selected to become part of an archive collection. The
second purpose is this cultural and historical research value.
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Records Management and Archives - 2
It would be useful to do a survey of your organisation to find old records
that are kept in offices or other storage areas.
Any records selected for the archive can be moved to your central storage
area.

It is also useful to survey the records being created now and how they are
structured.
If they are well managed now, it will be easier to review and select them for

your archive in the future.
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Benefits
There are a number of benefits from managing your archives.
1) provide evidence of your various activities.
2) help to market and promote your organisation’s history, activities and

brand identity to potential supporters, users and customers. For this
reason they should reflect the complexity and diversity of your
organisation’s activities.

3) support your contemporary activities, provide a source of images for your
website and educate colleagues and the community on the history and
identity of your organisation.
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Digitisation
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Digital archives and preservation
When we manage digital records we should use a digital preservation
program which addresses both electronic media (the hardware and
software used for presenting electronic content) and the content itself.
A plan should recognize that media quickly become obsolete and thus
content must either be copied onto new media.
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Digital archives and preservation- 2
The contents of digital collections may be either acquired from external
sources (e.g., via scanning) or they may have been created digitally in the
first instance.

The contents may exist in any of a large number of formats. Examples
include DOC, DOCX, GIF, JPEG (.jpg or .jpeg), JS, MOV, MP3, MPEG (.mpeg,
.mpg), PDF, PPT, TIFF (.tif or .tiff) and XLS.
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Digital archives and preservation- 3
Many of the tasks associated with non-digital collections also apply to digital
ones:
- create a program plan,
- keep good records about the collection,
- learn as much as you can about the collection and its contents,

- understand preservation needs,
- create a catalog record and finding aid (generally called metadata),
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Digital archives and preservation - 4
If the collection is to be made accessible via the Internet, there should be no
barriers to access by people with disabilities, it should violate no intellectual
property rights or rights of privacy, and it should be formatted so that it can

be migrated to new media.
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Decisions on long term custody
We preserve records that are still important and has value to the
organization.
Records that are not selected for permanent preservation should be
destroyed when no longer needed, but if they contain sensitive or
confidential material they must be destroyed securely (no general waste or
recycling).
Never destroy older historical records, or any records which you are not
sure whether to keep.
Record keeping decisions need to be carefully managed and documented.
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Records retention and disposal
Record disposal

- is a particularly crucial component of records management as it could
cause a costly legal situation if not executed properly.
- is the process of determining how long an organization needs to keep its

records.
It is based on operational business needs, legal, and regulatory
requirements.
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Records retention schedule
What is a retention schedule?
Retention schedules specify how long and where records must be kept as
they progress through the phases of their life cycle, including whether

records are destroyed or archived at the end of their life cycle.
It is a clearly defined plan for record retention and disposition, and a vital
component of a complete records management program.

It is designed to assist employees in determining how long electronic and
paper records and information must be retained.
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The benefits of a Records retention
schedule
A properly outlined and legally compliant retention schedule can help
minimize costs by reducing the volume of records (paper and electronic),
improving accessibility and minimizing risk.
Benefits:
Storage — The economic objective of a retention program is to stabilize the
growth of records by providing for the disposal of obsolete records at about
the same time that new ones are created. Many organizations reduce their
storage costs by up to one third by implementing a retention program.
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The benefits of a Records retention
schedule - 2
Access — By minimizing the total amount of records in active storage, a
records retention program will facilitate and accelerate the day-to-day
retrieval of active records.
Risk Management — Rather than arbitrary records disposal made
selectively by managers and corporate executives, established retention
methods help demonstrate that disposal actions are not motivated to
suppress or conceal unfavorable evidence or information, should these
actions become the subject of criminal or civil proceedings.
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Retention schedule - What to include
All records need to have established retention periods.
The retention schedule needs to include:
⚫ A description of the records
⚫ Records serial/Id number
⚫ The retention period of all records in the series
⚫ The dates of records
⚫ The medium used to record / store information (paper or digital)
⚫ Where the records are stored
⚫ Date and method of records disposition
⚫ Do the records contain any personal/confidential information?
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Retention schedule - What to look for
Record values used in determining records retention include the following:
- Fiscal value
- Legal value
- Administrative value
- Historical value
- Archival requirements
- Organizational and staff requirements
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Records retention schedule
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Archive or Backup - What is a digital
archive?
Digital archive:
⚫

⚫

⚫

⚫

Data storage used for long-term conservation of records and
information.
Consists of records that are still important and has value to the
organization.
Archive data is preserved for a period of time, defined by law or
organizational policy.

Must be cataloged, indexed, searchable, so that data can be easily
located and retrieved when needed.
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What is a Backup?
⚫

⚫

Data backup is a copy of data that is still in production and is regularly
accessed or modified.

Data are regularly accessed and modified, so they are susceptible to
corruption or destruction.

⚫

A backup is a copy of data.

⚫

Backup copy is used to restore the original data.
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Archives and Backup
⚫

⚫

⚫

⚫

⚫

Data archives are not data backups.
The purpose of an archive is long-term retention of permanent records
and require robust indexing and searching capabilities
The purpose of a backup is to create a short-term copy of production
data in case the original data is corrupted or destroyed.
Archiving moves data to a separate repository, based on a pre-defined
policy.

Both archives and backups must be cataloged so that data can be
located when needed.
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Key factors for archives
Availability
An archive needs to provide high availability for our organization’s archive
records and fast, reliable access for users, when they need it.

Integrity
An archive must preserve the integrity of the original records without data
loss or corruption.
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Key factors for archives - 2
Authenticity
Records that is stored in an archive must be saved in its original format,
including all versions and associated metadata.
Security
A digital archive must protect documents against corruption.
Robust security features, including access control and encryption, protect
the confidentiality, integrity, and availability of your archives.
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Key factors for archives - 3
Sustainability
An archive system must be sustainable through technology changes that
occur over time.
Your archive must be able to migrate stored records through numerous
inevitable technology changes over a long period of years.
An open (rather than proprietary) format helps ensure sustainability and
facilitates transforming your archives to new formats in the future.
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Metadata
Metadata for information and records
Metadata is information that helps people to find, understand,
authenticate, trust, use and manage information and records.
Metadata also makes information and records easier to find.
Information and records consist of content and persistently linked
metadata.
Without key metadata, the value of information and records decreases
significantly.
Archives New Zealand
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Metadata - 2
In order to present a complete digital file to a user, two types of data need
to be stored:
⚫the file metadata — containing the file structure, file names, file format,
and other data elements that are indexed to simplify access to the data on
the tape;
⚫and the file data — the raw file content that is stored on the tape.
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Why use metadata
Metadata helps an organisation to create reliable and trustworthy evidence
of its business activities.
To obtain such evidence, the organisation should assign metadata to its
information and records..
Metadata helps an organisation to find, access and identify information and
records.
Metadata helps to promote and encourage the easy creation, use, reuse,
and sharing of information and records, and to maximise and amplify its
value by adding context and allowing greater understanding.
Archives New Zealand
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Common examples of metadata
Common examples of metadata for information and records include:
⚫
identifiers (such as document numbers, client numbers, supplier
numbers, contract numbers and asset numbers)
⚫
dates (such as date registered or date destroyed)
⚫
protective markings to identify sensitive information and records
⚫
system process information that provides an audit trail of who has used
the information and records, and for what purpose
⚫
workflow information that shows how information and records were
tracked and actioned across an organisation.
Archives New Zealand
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Photo metadata
Photo metadata is the information and specific details concerning a
particular image file.
Photo metadata is a set of data describing and providing information about
rights and administration of an image.
This information often includes date created, author, file name, content,
themes and more.
Photo metadata offers users a better way to organize, sort and maintain
image files within a system.
Imagine hundreds of thousands of image files being transferred from one
computer to another. Without metadata, the only way to organize and
understand the new files would be by manually opening these pictures.

63

Photo metadata - 2
There are 3 main categories of data:
Descriptive – information about the visual content. This may include
headline, caption, keywords. Further persons, locations, companies, artwork
or products shown in the image .
Rights – identification of the creator, copyright information, credits and
underlying rights in the visual content including model and property rights.
Further rights usage terms and other data for licensing the use of the image.
Administrative – creation date and location, instructions for the users, job
identifiers, and other details.
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Photo metadata - 3

Without metadata, sorting and organizing images would be difficult.
Metadata gives users the power to quickly organize photos using specific
data categories like topic, size, date or author.
This in turn makes the images more retrievable, sorting them into more
specific groups.
This might not be as important for someone sorting holidays photos, but for
a large amount of images will be very grateful.
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Scheda F (F Card)
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F Card
⚫
⚫
⚫
⚫
⚫
⚫
⚫
⚫
⚫

Inventory
Collocation
Subject – identification
Subject – description
Title
Names on the back of the picture
Notes taken orally
Author of the picture
Responsible photoprint

⚫

⚫
⚫
⚫
⚫
⚫
⚫
⚫
⚫
⚫
⚫

Place

Date
Tipe of image (digital, print)
Unit of measure (pixel)
Height
Width
Name and file format
Owner – Name
Owner – Address
Compilation – Date
Compilator
Observations
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Metadata editor

If there are a large quantity of files to edit metadata editing software
simplifies the process to edit the metadata of a digital file, especially this
process and gives users more power and control.
Each editor is different, but there are benefits that are generally universal,
such as the ability to open and view a metadata-rich file and to prevent
unwanted errors and inaccuracies within important files.
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Metadata editor

If there are a large quantity of files to edit metadata editing software
simplifies the process to edit the metadata of a digital file, especially this
process and gives users more power and control.
Each editor is different, but there are benefits that are generally universal,
such as the ability to open and view a metadata-rich file and to prevent
unwanted errors and inaccuracies within important files.
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Metadata editor
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Today’s data archiving challenges
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Enormous amounts of digital
information to manage
⚫

⚫

⚫

⚫

Today enormous amounts of information is recorded digitally in
thousands of different applications and formats.
This digital information (written as symbols 1 and 0) cannot be “seen”
without the proper tools: computers, software and applications.
The challenge is managing these repositories and archives both for our
use and for the next 50, 100, or even more years from now.
Will exist computers and technology to read our information or will all
of our data over the last 50 years be lost to future generations?
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Explosive Data Growth
Data creation and replication will grow at a faster rate than installed storage
capacity

IDC (International Data Corporation) Global DataSphere and StorageSphere Forecasts (March
2021)
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Different Data Types and Uses
⚫

⚫

Important: Recognize the types of data — and its uses — within the
organizations.
The vast majority of storage capacity is being used for e-mail,
documents, images, audio and video files.

⚫

Not all your data have the same value (data vs businnes.-critical data),

⚫

It is better not to treat all of your data equally.

⚫

Shouldn’t lower value data have a lower storage cost?

⚫

You can not simply delete all data.

⚫

Archive data must be retained, protected, and retrieved when needed.
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Legal and Regulatory Requirements
⚫

Often it is required to retain data for more than 10 years.

⚫

Organizations

⚫

⚫

⚫

⚫

- must be able to accurately catalog and index the contents of
their archives
- have long data retention requirements.
- have to have their archives readily available and easily
accessible.
- have to ensure that data can be archived efficiently, securely,
and reliably.
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Keeping data formats and media
current
⚫

⚫

⚫

⚫

Computer technology changes very quickly.
Data must be updated to newer formats that are supported by current
and future applications.

Common applications provide some level of backward compatibility for
data created and saved with older versions,
There are limits to that compatibility — particularly for proprietary
applications (ex. Word)

⚫

Have device drivers that can recognize older media hardware.

⚫

Have software that can read older files on media.

⚫

Long-term retention of digital information also include the migration of
archive data.
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Data Migration difficulties
⚫

⚫

⚫

⚫

Commonly used storage media can become obsolete within a few years.
Data migration also refers to copy archived data to newer storage media
in order to preserve its integrity over time.
Data migration is also necessary to ensure that current backup and
archiving software can read, write, and catalog the data properly.
Data migrations require time and resources. As data continues to grow,
so too do the resources required to migrate that data.
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Data Migration difficulties
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Data Migration difficulties
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Managing data storage costs
⚫

⚫

⚫

⚫

The increasing number of data sources, data formats, regulations, and
the critical nature of data is driving up management costs year over
year.

It is important to align the value of data with the capabilities and cost of
the media on which it is stored:
- reduce the cost of storage used for data that is almost never accessed
again;
- assure access to content that needs to be preserved over the longterm.
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Different Archive Media
Flash storage, disk, server and cloud all have their place in an enterprise
storage strategy, and you have to use the right tool for the job.
Flash storage is ideal for tasks where speed is the most critical factor.
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Different Archive Media - 2

Disk works best for primary storage and as a staging area for backups.
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Different Archive Media
Servers/cloud are ideal for backups and archives.
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Different Archive Media - 2
What you need to do:
⚫

⚫

Have at least two separate copies of your documents on separate media
(more copies are better).

Use different kinds of media (DVDs, flash storage, portable hard drives or
Internet storage).

⚫

Use reputable vendors and products.

⚫

Store media copies in different locations.

⚫

⚫

Label media properly (metadata) and keep in secure locations (such as
with important papers).
Create new archival media copies at least every five years to avoid data
loss.
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Useful information
Further information on records management is available online:
nationalarchives.gov.uk/information-management/projects-andwork/implementation-guides.htm.
You can also find a short guide on what to keep for smaller organisations
online here:
http://nationalarchives.gov.uk/documents/archives/what-to-keep-andwhy.pdf
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Thank you for your attention
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