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PREFACE

The Division of the General Information Programe of Unesco, in order to
better nmeet the needs of Menber States, particularly devel oping countries, in
the specialized areas of records management and archives adm nistration, has
devel oped a coordinated | ong-term Records and Archives Managenent Programe -
RAVP

The basic elements of the RAWP programme reflect the overall themes of
the General Information Programme itself. RAMP thus includes projects, studies,
and other activities intended to:

1. Promote the fornulation of information policies and plans
(national, regional and international)

2. pronote and dissem nate nethods, norns and standards for
i nformation handling.

3. Contribute to the devel opment of information infrastructures

4. Contribute to the devel opnent of specialized information systens
inthe fields of education, culture and comunication, and the
natural and social sciences

5. Promote the training and education of specialists in and users
of information

The present study, prepared by Janes B. Rhoads under contract with the
International Council on Archives (ICA), is intended to indicate the extent to
whi ch the guidelines devel oped by Unesco's UNISIST activities and the standards
devel oped by the International O ganization for Standardization (I1SO and published
before the end of 1980, are applicable to the information handling activities of
archivists and records nanagers.In addition to eval uating existing guidelines
and standards, the study indicates areas where such normative docunents are needed
and recommends a series of priorities regarding further devel opment of the RAMP
programme in this area

Comments and suggestions regarding the study are wel coned and shoul d be
addressed to the Division of the General Information Programe, UNESCO, 7 place
de Fontenoy, 75700 Paris. Qher studies prepared under the RAMP progranmme nay
al so be obtained at the same address
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L | NTRODUCTI ON.

Since the inception of UNISIST in 1972, one of UNESCO s
major activities in the information field has been the devel op-
ment and issuance of guidelines having as their purpose inprove-
ments in information systens and services, and, in the case of
techniques for information interchange, standardised formats
and practices. UNESCO has al so cooperated closely with the
International Organization for Standardization (1SO in the
devel opnent of standards and recommendations, particularly in
the areas of (a) library science and docunentation, (b) term no-
l ogy, (c) data processing, and (d) docunentary reproduction.
Sone of these |SO standards and recommendations are the direct
outgrom h of UNI SIST guidelines, and reflect an additional step
in their refinement and their acceptance internationally.

The establishnment of UNESCO s General |[Information Progranme
(P@) in 1977, brought together in one division the responsi-
bility for (a) scientific and technol ogical information systens
and services (including the pronotion and devel opnent of UN SIST),
and (b) pronotion of docunentation, libraries, and archives.

Concurrently, the International Council on Archives (ICA)
was comng to realize increasingly the vital inportance of
gui delines and standards to the fuller professional devel opnent
of the world s archival commnity, and to the grow ng body of
researchers that it serves. Since the md-1970s the ICA' s
technical commttees have devel oped handbooks on archival con-
servation and on mcrofilm technol ogy, as well as basic standards
for the equipnment of conservation and reprographi c workshops.
Wth funding and assistance from UNESCO it has devel oped a
statistical nodel for the various aspects of archival activity,
and has been elaborating a nultilingual glossary of archiva
t erm nol ogy. These and other efforts to develop internationa
archival guidelines and standards were inportant factors in the
decision to select standards for the “establishment and organi-
zation of archival institutions” as the thenme of the 18th In-
ternational ‘Round Table Conference on Archives, held in Nairob
in 1978. The devel opnent of guidelines and standards has been
given priority attention, also, in ICA srecent nedium term
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pl ans .

Wen PA launched its Records and Archives Managenent
Programme (RAMP) in 1979,the devel opnent of guidelines and
standards was recognized as an area of activity requiring
substantial effort and assistance.Pursuant to that recog-
nition, a neeting of experts was convoked by UNESCO at Bari
in 1979, to draw up a list of guidelines and standards needed
by the archival profession,and to recommend priorities. An
additional step by UNESCO was the comm ssioning of the present
study, under contract to |ICA which seeks to evaluate existing
UNI SIST guidelines,and 1SS0 standards and recommendations in
the field of information,in ternms of their applicability to
the needs of archives and records nanagenent systens and ser-
Vi ces.

It is well to bear in mnd that nost of these guidelines,
standards, and recommendations were elaborated in behalf of
the users and nanagers of scientific and technological in-
formation systenms and services. Many of these systens and
services are designed for the use of scientists engaged in
research. Scientists build on the increnental discoveries of
the past; hence, there is a heavy demand for the npbst recent
information. Information even a few years old may have been
superseded, and the older that scientific and technological in-
formation is, the less valuable it may be for current research,

Archives, on the other hand, seek to preserve records

regardl ess of subject or age,that contain information likely
to be of lasting interest and value for retrospective re-
search. Until fairly recently,the records available for

transfer to archives have tended nore to be those of value for
humani stic studies than for scientific or technological re-
search. This is changing, to a degree, as governnents becone
nore heavily involved in scientific and technological nmatters;
the records they create reflect that engagenent.

Wiile archives contain increasing amounts of scientific
and technol ogi cal informationthe fact remains that many of
the records containing such information are retained under the
control of the creating governnent mnistry or agency for a
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consi derabl e period of tine. Frequently, twenty-five or nore
years el apse before records are accessioned by archives. Thus,
in view of the demand by scientific researchers for the nost
recent information, archives are not likely to play a major
role in the kinds of systens and services that are the primary
concern of UN SI ST. It should not be surprising, therefore,
that the guidelines, standards, and recommendations created to
facilitate the UNI SIST objectives are often not pertinent to
archival needs or activities, or are of only indirect val ue.

PA, of course, has responsibilities in the information
field that extend beyond its support for UN Sl ST. It recog-
nises that there are inportant users and uses of infornation
that are not scientific or technological in character, and
that national information infrastructures nust support all

ki nds of information users. Archives are essential elenents
in national information systens. They contain vast amounts
of retrospective information- --primary source material---re-

flecting and docunmenting the past activities of governnent,

t hat have great value to nmany elenents of society. PG " s
current programme reflects a sensitivity to the value of
archival holdings and services; and a significant nunber of
projects involve the devel opnent of RAMP guidelines that are
needed on a priority basis.

In spite of the distinct differences that exist, in prac-
tice and objective, between archives and scientific and tech-
nol ogi cal information systens and services, there are problens
and goal s that are shared. The present study has determ ned,
as well, that a nunber of solutions to the problens, as rep-
resented by UN SIST guidelines and by 1SO international stan-
dards, are of pertinence and value to archivists and records
managers.

The PA’'s Section for the Pronotion of Methods, Norns and
St andards has provided copies of the existing UN SI ST gui de-
lines, and a selection of IS0 international standards, recom
mendations, draft international standards, and draft proposals,
t hat have been devel oped and pronul gated for use in the infor-
mati on community. The author of this report, in turn, has
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studi ed each of them analysed them individually and col -
lectively in terns of their applicability to the needs and
concerns of archives and records nanagenent systens and
services, and has set forth his conclusions and recomenda-
tions in the report which foll ows.

It should be enphasised that this study does not purport
to cover every international standard that m ght have sone
degree of relevance to archives and records managenent. A
nore conprehensive study mght have included additional stan-
dards in the fields of paper, board and pul p; ci nemat ogr aphy;
phot ogr aphy; techni cal draw ngs; of fi ce nmachi nes; conmput ers
and information processing; application of statistical nethods;
and docunents and data elenments in adm nistration, conmmerce and
i ndustry. Persons wishing to nake a nore conprehensive survey
of standards in the information field, at both the nationa
and international levels, should consult the UN SIST Qiide
to Standards for Information Handling, 1980.

Agai nst this background, and bearing particularly in mnd
the recommendations of the experts’ neeting at Bari, the
aut hor has recommended and described additional guidelines
and standards for archives and records managenent that in his

j udgnment ought to be developed within the next several years.
At the end of each section dealing with existing UNESCO gui de-
lines and | SO standards, the author has noted any works pre-
pared specifically for the archival community, and published
by UNESCO or I CA, that have nornative val ues.

In analysing the technical standards in the fields of data
processi ng and docunentary reproduction, the author has bene-
fitted from the advice and gui dance of three persons expert in
those fields who are or were on the staff of the United States
Nati onal Archives and Records Service: d audi ne J. Wi her
Deputy Assistant Archivist for Program Support; Charles M
Dollar, Director of the Technol ogy Assessnent Division; and
Janes L. Gear, fornmer Director of the Preservation Services
Di vi si on. However, the responsibility for the conclusions
and recommendations found in this report is entirely that of
t he author.
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2. GUI DELI NES AND STANDARDS ON NMATTERS OF CONCERN BOTH TO
RECORDS MANAGEMENT AND TO ARCH VES ADM NI STRATI ON

The guidelines and standards discussed in this section
relate to matters that are of essentially equal inportance
to archives adm nistration and records nanagenent services.
The guidelines and standards that are relevant to policy,
pl anni ng and eval uati on; to staffing and education, train-
ing, and devel opnent of personnel; to publications; and
to the processes of standards devel opnment and eval uation
cannot usefully be subdivided into archival and records nman-
agenent conponents, as the sane basic considerate apply to
bot h di sci plines.

A case could be nmade for discussing reprography and term -
nol ogy as subordi nate sections of both Part 3, “Cuidelines and
Standards on Records Managenent;” and Part 4, “Q@uidelines and

Standards on Archives Administration.” That approach, however
woul d have added needlessly to the length and redundancy of
this report. Bot h reprography and term nol ogy are essential

tools in the managenent of records through their entire life
cycle, fromcreation to eventual disposition. To artificially
conpartnental i se them would serve no constructive purpose.
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2. 1. PCLI CY, PLANNI NG AND EVALUATI ON

2.1. 1. Exi sting Quidelines and Standards, and Work in Pro-

gress.
A nunber of UNI SIST guidelines, other UNESCO docunents,

and |1 SO standards provide guidance to those involved in the

pl anni ng, evaluation, and devel opnent of policy for various
kinds of information systens and services. Anmong those deal -
ing with scientific and technol ogical information are the
semnal final reports of the first two sessions of the UN SIST
Steering Commttee, 1973 and 1975. O her significant docu-
ments, which flesh out the recomendations in the Steering
Committee reports, are Information Policy bjectives (UN SIST
Proposal s), 1974; Quidelines on the Planning of Nationa
Scientific and Technol ogical |nformation Systens, 1975; and
Quidelines for the Evaluation of Information Systens and Ser-
vices, 1978.

In the library field, UNESCO s GCeneral |nfornmation Pro-
gramme (PAd) has produced GQuidelines for the National Biblio-
graphi ¢ Agency and the National Bibliography, 1979, and
Quidelines for the Planning and Organi zati on of School Library
Media Centres, 1979. The International Oganization for Stan-
dardi zation (1S0) had earlier promulgated a standard on In-
ternational Library Statistics (1S0 2789-1974).

There are also two standards that provide support for
certain techni ques sonetines used in planning and eval uating
information systens and services, Information Processing -

Fl onchart Synbols (IS0 1028-1973), and Information Process-
ing - Conventions for |ncorporating Flowhart Synbols in
Fl omcharts (IS0 2636-1973).

In 1977, UNESCO published a significant docunent, Esta-
blishing a Legislative Franework for the |nplenentation of
NATIS, dealing primarily with library and archives systens

and servi ces. UNESCO s current programe includes the devel -
oprment of draft guidelines for archival and records managenent
I egislation, including proposals for subject areas where reg-

ul ati ons may be needed.
UNESCO has al so published a Draft Mddel Law on Archives:
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Description and Text, 1972.

The current UNESCO programme al so includes a contract
with ICA for the preparation of guidelines for the creation
and devel opnent of archival and records nanagenent services
and systens within UN agencies. A RAMP study on abstracting

services for archives admnistration and records managenent
systens, entitled Archives Journals: A Study of their Cov-
erage by Prinmary and Secondary Sources, 1981, points the way

toward strengthened managenent capabilities and enhanced pro-
fessionalism through greater awareness of, and accessibility
to, the inportant literature in the field.

In 1981, UNESCO published Mdel Bilateral and Milti -
| ateral Agreenents and Conventions Concerning the Transfer
of Archives, which sets forth a variety of approaches for the
resol ution of archival clains. Two recently conpleted
studies, also prepared by |ICA under contract w th UNESCO,
suppl enent this docunent. They are a “Study on Feasibility
of Creating a Data Base on Sources of National H story Lo-
cated in Foreign Archives,” and a Feasibility Study on the
Creation of an Internationally Financed and Managed M cro-
filmng Assistance Fund to Facilitate the Solution of Pro-
blens Involved in the International Transfer of Archives and
in Obtaining Access to Sources of National History Located in
Forei gn Archives, 1981.

2.1.2. Applicability of these GQuidelines and Standards to
Policy, Planning, and Evaluation of Archives and Records
Managenent Systens and Services.

Neither of the UNISIST Steering Commttee reports con-
tains anything having to do with archives or records nanage-
ment, and the Quidelines for the Planning and O gani zation of
School Library Media Centres are not relevant to archival
needs. The Information Policy Cbjectives (UN SIST Proposals)
appear to preclude the involvenent of archives and records
managenent systens in information policy objectives. However,
t he broadening of UN SI ST concerns in recent years recognises
the role and inportance of archives and records managenent.
Any future revision of these objectives should take into
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account the role of archives and records managenent services
as parts of national information systens.

The Cuidelines on the Planning of National Scientific
and Technol ogical Information Systens are not directly appli-

cable to archives or records nmanagenent systens. Nevert hel ess,
Part I, “Planning Techniques,” offers guidance on planning in-
formation activities, much of which would be useful in planning
new or nodified archives and records managenent programred.
For exanple, the point nade on the inportance of estinmating
the size and nature of the user popul ation, suggests a valid
el ement in archival planning. The gui dance offered on the
conposition of a planning team will suggest anal ogi es appro-
priate to an archives or records nmanagenent context. The
advice on the scope of planning is not relevant, as it focuses
entirely and specifically on scientific and technol ogi cal in-
formati on (STlI) systens. However, the three sections on the
| ogi cal sequence of planning operations, the nechanism of the
pl anning process, and elements of the final report (pp. 8-20),
are all valid and appropriate in terns of their major prem ses,
even though the details and illustrations are oriented to
STl systens. Part 11, “Paraneters of a National Information
Systens Design - A Checklist,” contains little that is perti-
nent to the planning of archives or records nmanagenment systens.
The Cuidelines for the Evaluation of Information Systens
and Services are not directly applicable to the evaluation of
archival systens and servi ces. It should be noted, however
that the “Report of the Consultation on the Devel opment of a
Long-term Plan for the Preparation of Archival and Records
Managenent Quidelines, Standards and Norns,” held at Bari

in 1979 (hereafter referred to as the Bari Report), recom
nmended the devel opnent of guidelines on evaluation of ar-
chival programmed. Those who are charged with this task wll
want to peruse the present guidelines for ideas and concepts
that may occasionally be provocative or adaptabl e. The sane
observation would apply to any effort to devel op guidelines
for the evaluation of records managenment. systens and services,
whi ch are al so needed.
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Archivists wll find the Guidelines for the Nationa
Bi bl i ographic Agency and the National Bibliography to be of
sone interest, although not directly applicable to their work.
The national bibliography is, in a sense, archival in char-
acter, because it is a product of official activity, and of
per manent val ue. It will, of course, nornmally be naintained
at the national library (or national bibliographic agency),
rather than at the national archives.

The standard on International Library Statistics is not
applicable to archives, but it is suggestive of the need for
a conparable standard for archives and manuscript reposi-
tories. The International Council on Archives (I1CA) has
underway a substantial archival statistics project, encom
passing a broader and nore detailed array of data than is
called for in this standard. The Bari Report assigns a high
priority to continuation of work on this project.

Substantial portions of the document entitled Establish-
ing a Legislative Framework for the |nplenentation of NATIS
are applicable and useful in the archival field. The recom
mendations respecting archival services (pp. 10-15) are
general |y acceptabl e. However, in federal countries the
nati onal archives may not be able to exert the proposed au-
thorities with regard to the archives of regional, state,
provincial, or local governnments, or to archives of non-
governnental entities. This exception is recognised |ater
in the docunent (paragraphs 121 and 122 on pp. 46-47).

In such cases the sub-national governnental units should be
encouraged to enact archival and records managenent |egis-
lation and regulation that adhere to the general franmework
set forth. Chapters IV and V provide an excellent guide to
matters that should be considered in devel oping and inproving
national archival legislation, and take into account the

many variances in governnental structures and systens.

The docunent entitled Mddel Bilateral and Miltilatera
Agreenents and Conventions Concerning the Transfer of Archives.
is the culmnation of extensive efforts by |ICA and UNESCO
to provide guidance to countries with conflicting archiva
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cl ai ns. It is a nost useful and practical work. The two
recently conpleted feasibility studies, on a data base and
on an international mcrofilmng assistance fund, supple-
ment this docunent significantly.

The two standards on flowchart synbols are applicable
when flowcharting is used as a tool in the planning or eval-
uation of archival and records nanagenent systens and ser-
vi ces.

2.1.3. Proposal s for New QGuidelines.

2.1.3. 1. Recommended in the Bari Report.
Qui delines on policy, planning, and evaluation of archives
and records managenent services (all priority B*):

(a) Definition of records managenent and archival duties,
responsibilities , and progranmed,

(b) Definition of the scope and coverage of archival
| egi sl ation;

(c) Definition of the relationship between archival
services and record creating agenci es;

(d) Provisions for inplenenting legislation by regula-
tions and ot her neans;

(e) Definition of the organisational structure of the
archival system within the public adm nistration

(f) Definition of the internal structures of archival
institutions;

(9) Quidelines conparable to (d-f) for non-governnenta
archival institutions;

(h) Planning of archival and records managenent programmed;

(i) Bases for conputation of capital investnent and
operating budgets;

(j) Staffing ratios based on quantity of holdings and
jurisdictional scope;

* The Bari Report assigned priorities on the follow ng basis:
A - short-term (1979-80); B - nediumterm (1981-83); and C -
l ong-term ( 1984-85) . The dates are those for the comrencenent
of work, and are not conpletion targets.
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(k) The use of conputers in managenent operations;

(1) The application of automation to nonitoring changes
in archival hol dings;

(M The application of automation to nonitoring progress
in archival processing;

(n) The type, form and content of periodical reports,
both internal and external; and

(0) The evaluation of archival progranmred.

2.1.3. 2. Recommended by the RAMP Consultants.*

Conpi l ation and publication of texts dealing with archiva
cl ai ns.

2.1.3.3. Addi ti onal Reconmmendati ons.

Quidelines on the evaluation of records managenent systens
and services.

2.1.3. 4. Di scussi on.

A nunber of the guidelines (a-g) proposed in the Bari
Report deal with various aspects of the legal and organisation-
al framework for archives and records managenent services.

The excellent guidance already provided in Establishing a
Leqgi slative Franework for the Inplenentation of NATIS, and
t he devel opnent, now underway, of guidelines for archival and
records managenent |egislation, appear to respond conpre-
hensively to the need for the first of these proposed guide-

*

In 1979 UNESCO convened a consultation of experts ‘to eval -
uate its new Records and Archives Managenent Programe (RAMP).
The recommendations of the consultants are enbodied in a docu-
ment entitled, Expert Consultation on the Devel opnent of a
Records and Archives Managenent programe (RAMP) Wthin the
Framework of the General Information Programme, Final Report.

This report is the source for future references in the present
study to recommendations by the RAMP consultants. In cases

where essentially the sane proposals were nmade by the RAMP con-
sultants and the Bari Report, they are attributed to the latter.
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lines (a-c).

Most of the other proposed guidelines having to do with
the | egal and organisational franmework (d-g) will be diffi-
cult to develop, because of the wide variety of existing
systens and structures involved in the creation and manage-
ment of records and non-public docunentation. The difficulty
of the task, however, does not lessen its urgency, and it
shoul d be possible to develop general guidelines that cal
attention to essential programme elenments and functions.
Countries engaged in developing or nodifying their |ega
and organi sational franmeworks would then at |east have a
“yardstick” by which to neasure them and the neans to deter-
m ne whether or not the essential elenents and functions
have been incorporated.

A second group of guidelines (h-m proposed in the Bari
Report, those relating to the managenent of archival and
records managenent programed, is easier to envision. There
is a good deal of experience in national institutions that
m ght be brought to bear on their devel opnent, especially
with regard to guidelines (h-k). There is |ess experience
available with respect to the application of automation to
nmoni toring of changes in archival holdings and of progress
in archival processing (1 and n), but persons involved wth
the use of conputers in archival nanagenent operations wl|
be able to consider these applications as |ogical extensions
of the managenent function. New gui delines on nonitoring
progress in archival processing should cover arrangenent,
description, and repair and conservation neasures.

There is also a good deal of experience and expertise
available, sone of it in the records managenent conmunity,
for the devel opnent of guidelines on periodical reports (n).
Those reports intended for internal use are an inportant
element in an organisation’s managenent information system
and the tineliness and pertinence of the information received
by managers from their subordi nates can have a substantia
bearing on the effectiveness of nanagenent. The grow ng body
of literature and experience having to do with conputerised
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managenent information systens should be consulted by those
selected to develop this guideline, even though neasures of
this level of sophistication are probably not warranted ex-
cept in the largest and nost conplex of archives.

The recommendation of the Bari Report calling for devel op-
ment of guidelines on the evaluation of archival programed
(o), and the conparable recomendation in section 2. 1.3.3.
with respect to records nanagenent systens and services,
deserve a reasonably high priority. The existing Quidelines
for the Evaluation of Information Systens and Services wll
suggest ideas and techniques that may be of use. The pro-
posed guidelines on the evaluation of archival prograns

shoul d concentrate on how effectively an archives perforns
its role of stewardship---does it accession the right records,
and does it take necessary neasures for their security and
preservation?---and on its responsiveness to the needs of
users and potential users. The guidelines on the evaluation
of records managenent systens and services should al so have

a dual focus: the effectiveness of the programe in hel ping
the governnment to (1) achieve internal paperwork and related
econom es, and (2) be responsive to, and mnimally burdensone
in its information requirenents of, organisations and in-

di vidual citizens.

Finally, there is the recommendati on of the RAWMP con-
sultants for the conpilation and publication of texts deal -
ing with archival claims. The recent publication of Mdel
Bilateral and Miultilateral Agreenents and Conventions Con-
cerning the Transfer of Archives and the feasibility studies
on creation of a data base on sources of national history
| ocated in foreign archives, and on the creation of an inter-
nationally financed mcrofilmng assistance fund to assist
in the settlenent of archival clains, provide a suitable
response to this recomendation
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2. 2. STAFFI NG AND EDUCATI ON, TRAI NI NG AND DEVELOPMENT OF
PERSONNEL.

2.2. 1. Exi sting Cuidelines.

UNESCO has issued five UN SI ST guidelines dealing wth
various aspects of the education and training of information
workers. Basic to all of themis Quidelines for Formulating
Policy on Education, Training, and Devel opnent of Library and
I nformati on Personnel, 1978. The others offer guidance in
the inplenentation of aspects of that policy. Qui del i nes for
Curricul um Devel opnment in Information Studies, 1978, discusses
general soci o-econom c considerations, progranmme policies and
obj ectives, and concludes with chapters making specific sug-

gestions on curriculum content and course conponents.

Two of the guidelines have a narrower and nore practica
focus: Quidelines for the O ganization of Training Courses,
Wor kshops and Semnars in Scientific and Technical |nformation

and Docunentation, 1975, and Quidelines for the Eval uation

of Training Courses, Wrkshops and Seminars in Scientific and
Technical Information and Docunentation, 1975. Finally, and

nost specific and practical of all, is the docunent entitled

A Course in Admnistration for Mnagers of Information Ser-

vi ces: Design, |Inplenentation and Topical Qutline, 1976.

It discusses the selection of participants, instructiona

met hod, qualifications of the director and faculty, as well as
the specific subject content of the course, and provides an
ext ensi ve bi bl iography.

2.2.2. Applicability of these Guidelines to the Education

and Training of Archives and Records Managenent Personnel
The definitions on page 8 of the Quidelines for Fornu-

lating Policy on Education, Training, and Devel opnent of

Li brary and Information Personnel do not nention archives

studies as a part of “information science,” nor are archi-
vists and records managers included in the definition of
“information personnel.” Should these guidelines be revised

in the future, consideration should be given to broadening
themto include the educational and training needs of al
i nformati on personnel, because in every country the needed
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information personnel include professionally qualified ar-
chivists and records managers, as well as trained subprofes-
si onal s.

The Quidelines for Curriculum Developnent in Information
Studi es al so exclude archivists and records nanagers from
the definition of information personnel, and were apparently
prepared in the absence of information on the training needs
of professional archivists or subprofessional archival work-
ers. Again, if these guidelines are revised, they should be

broadened to include archival training. It is true that the
nunber of archival workers is snaller than other categories
of information personnel. However, there is a pressing need

for the full range of formal archival training to be offered

in at |east one country in each region of the devel oping world,
either in a regional training school, or in a national facility
with a regional vocation. It should be noted that archivists

m ght well benefit from sone of the courses nentioned in the
present guidelines, such as nmanagenent and adm nistration
reprography, and conputer basics.

The Quidelines for the Organization of Training Courses,
Wirkshops and Semnars in Scientific and Technical Infornation
and Docunentation have great practical value for persons in-
volved in planning, organizing, presenting, and eval uating
training courses for archives and records managenent personnel
The guidelines are rational, insightful, and specific wthout
bei ng parochi al . In the preface the author notes that “in
some sections specific suggestions are offered which may or
may not apply to the situation or course the reader has in
mnd.” Wth that caveat borne in mnd, there is no reason
why these guidelines cannot be conpletely acceptable and
adequate for in-service, non-degree professional training
courses for archivists and records managers.

The conpanion Quidelines for the Evaluation of Training
Courses, Wrkshops and Semnars in Scientific and Techni cal
Informati on and Docunentation are nore conplex, both in pre-
sentation and content, and hence, nore difficult to use. The
eval uation procedures offered are far nore elaborate and so
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phisticated than nmay be required for nost archives and re-
cords managenent cour ses. Neverthel ess, these guidelines
are also non-parochial, and nerit a careful perusal by per-
sons involved in the organisation and eval uation of archives
and records nmanagenent courses; they are applicable and
usable to the extent that organisers of such courses find
t hem useful .

A Course in Adm nistration for Managers of |Information

Services . . . describes a learning experience that would be
of undoubted value and pertinence for nmanagers of archives
and records managenent progranmed. To nmake it of maxi mum

useful ness, there would, of course, need to be sone adap-
tation. The case studies and sinulations (pp. 20-24) would
need to be drawn, at least in part, from an archival context,
and sonme mnor nodification of the bibliography mght be re-

qui red. Session 10, “Trends and New Directions in Information
Organi zation Adm nistration” (pp. 76-77), mght have to be
substantially recast. Wth these mnor reservations, however

t he present docunent seens to be valid in its entirety as a
guide for developing a course in admnistration for nmanagers
of archives and records nmanagenent progranmed. Per haps it
woul d be useful for UNESCO to arrange for three or four ar-
chival managers from devel oping countries to attend this
course, with the understanding that upon its conclusion they
woul d prepare an in-depth critique of its relevance and val ue
for persons |ike themselves. The director and faculty shoul d,
of course, be aware of the effort to assess its value for

archival managers, and adjust the content to include sone
| earning tools drawn from the archival experience.

2.2.3. Proposal s for New Cui delines.

2.2.3.1. Recommended in the Bari Report.

The Bari Report recommended the following two classes of
guidelines in the area of staffing and training and assigned
priority A to both of them

Standard position descriptions at all levels, including
statenents of the know edge and skills required to perform
t he j obs descri bed; and
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Guidelines on training, “including (a) curricula, (b)
har noni zation of training with related information fields,
(c) post-entry training, (d) training of non-archivists, in-
cluding specialists enployed in archives, technical staff,
par a- prof essionals, and clerical staff.”

2.2.3.2. Addi ti onal Reconmendati ons.

Qui delines on the devel opnent of archival and records
managenent position descriptions.

Expansi on of t-he recommendations in the Bari Report to
include standard position descriptions and training guidelines
for records nmanagers as well as archivists.

2.2.3.3. Di scussi on.

Ideal |y, a conpendium of position descriptions having
normati ve value should strive to cover each |evel of respon-
sibility, in both professional and subprofessional ranks,
and for those involved in records managenent activities as
wel | as archival work. There seens to be no reason, however
why the conpendium could not be devel oped and issued in as
many as four parts, covering (a) professional archivists,

(b) subprofessional archives enployees, (c) professiona
records managers, and (d) subprofessional records nmanagenent
ai des

It nust be recognised, however, that no standard position

description will be universally applicable and that nobst such
descriptions will require nunerous nodifications as they are
adapted to neet concrete circunstances. For this reason,

a guideline on the devel opnent of archival and records man-
agenent position descriptions mght be useful, covering both
devel opnent of position descriptions de novo_and the adapta-
tion of standard descriptions to achieve the desired objective.
This guideline would best be issued before, or concurrently
wth, the release of the standard descriptions.

The Bari Report’s elaboration of its recommendation for
t he devel opnent of training guidelines is not entirely clear
and seens to suggest the devel opnment of sone guidelines that
may not be necessary or appropriate.
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Certainly, the developnment of curricula covering al
prof essi onal, para-professional, and technical aspects of
archives and records managenent work should have a high
priority, and the technical <curricula should recognise the
special problenms engendered by the tropical climte of
many developing countries, This is, OfF course, a ngjor
undertaking, and internal priorities ought to be established.
Is there a nore pressing need, for exanple, to inprove the
managenent skills of archival admnistrators, or to wdely
di ssemnate basic technical skills in such areas as repro-
graphy or docunment conservation?|s it nore inportant to
teach people how to prepare records disposition schedules
or to instruct others in the fine points of forns design
and control? Large though the task may be, nost of the
kinds of curricula here envisaged are represented by training
courses, semnars, and workshops now being offered by ar-
chival schools or institutions, The curricula should, of
course, include post-entry training experiences.

Efforts to harnonise certain kinds of archival and re-
cords managenent training wth related information fields
should be continued. These wll probably prove to be nore
fruitful in certain technical areas, such as reprography,
and repair and conservation of paper and other information
media; in automation; and in nmnagenent, as discussed in
section 2.2.2. The pronotion of such harnonisation, however,
would not seem to lend itself to the devel opnent of guide-

i nes.

It also seens doubtful that training guidelines and cri-
teria for non-archival specialists enployed in archives, or
for clerical staff, should be a concern of archival normative
activities.

The International Council on Archives a few years ago
undertook a study looking into the possibility of pronulgating
an international norm on the professional status of archivists.
This effort, which is of particular inportance in many of the
devel oping countries, should be continued.



Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click or:l"é)riginal" button on 1st page.

2. 3. REPROGRAPHY .
2.3.1. Exi sting Cuidelines and Standards.

The UNESCO Bi bl i ography on the Preparation and Presen-
tation of Docunents Containing Scientific or Technical Infor-

mation, 1974, contains entries on reprographic term nol ogy
(5: 001 .4) , on sheet sizes of photocopy paper (5: 03.044. 463) ,
on synbols used in reprography (5:6.2), and on m crocopying
of newspapers (9.1.26:5).

There are also a |large nunber of 1SO standards and pro-
posals dealing with various technical aspects of reprography,
mai nl'y m crographi cs.

Several of them provide specifications, inherent charac-
teristics, and testing procedures for basic mcrographic or
ci nemat ographic materials, as follows:

Mcrocopying - 16 mm and 35 nm Mcrofil nms, Spools and
Reels (1SO 1116-1975);

Phot ography - Raw Film (Silver-gelatin and Non-silver
Celatin Types) for Mcrographic Uses - Dinensions of Roll and
Sheet Material (1SQO DP 6148. 2);

Phot ography - Silver-gelatin Type Mcrofilns - Processing
and Storage for Archival Purposes (1SO 2803-1974);

Cinematography - Mtion Picture Safety Film - Definition,
Testing and Marking (1SO 543-1974) ;

M crographics - Density of Silver-gelatin Type Filns
(1SO 6200-1979) ; and

M crographics - Unitized Mcrofilm Carrier (Aperture
Card)- Determ nation of Adhesion of Protection Sheet to
Aperture Adhesive (1SOD S 6343).

Anot her group of |1SO standards relates to neans of insur-
ing the legibility of mcrofilmed docunents. It includes the
fol | ow ng:

Docunmentary Reproduction - 1SO Conventional Typographical
Character for _Legibility Tests [SO Character) (1SO 435-1975);

Mcrocopying - ISONo. 1 Mre - Description and Use in
Phot ogr aphi ¢ Docunent ary Reproduction (1SO 446-1975)

Mcracopying - 1SO Mcranire .- .Description and Use for
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for Checking a Reading Apparatus (I1SO 689-1975); and
M crocopying - |1SO Test Chart No. 2 - Description and
Use in Photographic Documentary Reproduction (|SO 3334-1976).
One draft proposal, Perfornance of Readers for Transpar-
ent Mcroforns (I1SQO DP 6198), and one standard, M crocopying -

Measurenent of the Screen Lum nance of Mcrofilm Readers (ISO

782-1975), are concerned with the operational characteris-
tics of mcroformreaders.

O her standards cover formats and inage arrangenents for
m crofornms, as follows:

Docunentation - Headers for Mcrofiche of Mnographs and
Serials (1SODP 5123);

M crocopying - Transparent A6 Size Mcrofiche of Uniform
Division - Inmage Arrangenents No. 1 and No. 2 (1SO 2707-1980);

M crocopying - Transparent A6 Size Mcrofiche of Vari-
able Division - Inmage Arrangenents A and B (1SO 2708-1980);
and

M crographics - Conmputer Qutput Mcrofiche (COM -
M crofiche A6 (1SO 5126-1980).

Several standards relate to filmng of particular kinds

of docunentary materials on various film nedia. They are:

Mcrofilmng of Technical Drawings and Oher Draw ng
Ofice Docunents - Part Il: qQuality Criteria and Control
(1'SO 3272/ 2-1978) ;

M crocopyi ng of Technical Drawings and O her Draw ng
O fice Docunents - Part 111: Unitized 35 mm Mcrofilm
Carriers (1SO 3272/ 3-1975);

Mcrofilmng of Newspapers on 35 nm Unperforated M cro-
filmfor Archival Purposes (1SO 4087-1979) ;

Mcrofilmng of Press Cuttings - Part 1: 16 mm Sil ver-
gelatin Type Roll Mcrofilm (1SO 6197/ 1-1980);

Mcrofilmng of Press Cuttings - Part 2: A6 Size Mcro-
fiche (1SQ DP 6197/2) ;

M crographics - Mcrofilmng of Docunents on 16 mm

Silver-gelatin Type Mcrofilm- Part 1: Qperating Procedures
(1SODP 6199/1) ; and
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M crographics - Mcrofilmng of Docunents on 16 nm
silver-gelatin TypeMcrofilm - Part 2. Legibility (ISQO
DP 6199/2).

Finally, there are two standards setting forth portions
of the vocabul ary of m crographics, as follows:

M crographi cs - Vocabulary - Section 01: Ceneral Terns
(1'SO 6196/ 1-1980) ; and
Mcrographics - Vocabulary - Section 02: |Image Placenent

and Met hods of Recording ( 1SO DS 61.96/ 2)

The International Council on Archives has published two
wor ks that serve as guidelines on mcrophotography and other
aspects of archival reprography: M crophot ography for Ar-
chives, 1968; and A Study of the Basic Standards for Equip-
ping, Maintaining and Operating a Reprographic Laboratory in
Archives of Developing Countries, 1973. The | CA has al so
adopted a “Recommended Practice for the Titling of Mcrofilm
(Mcrofiche and Roll Mcrofilm of Archives and Manuscripts.”
It is intended to supplenent the |1SO draft proposal on headers
for mcrofiche of nobnographs and serials, |isted above.

A study on the legal validity and acceptability of mcro-
forms, prepared by |ICA under a UNESCO contract, has recently
been conpl et ed.

2.3. 2. Applicability of this Guidance to Archival Reprography.

At least sone of the entries in the Bibliography. ., on
reprographic termnology and synbols, on sheet sizes of photo-
copy paper, and on mcrocopying of newspapers, wll be of
interest and value to persons involved in archival reprography.

Al of the standards on specifications, characteristics,
and testing procedures on mcrographic and cinematographic
materials, as well as those on nmeans of ensuring the |egibil-
ity of mcrofilmed docunents, are applicable, appropriate, and
useful for both archival and records nanagenent purposes.

The draft proposal on Performance of Readers for Trans-
parent Mcroforns sets forth criteria that are appropriate

and inmportant for mcroform readers used in archival and records

managenent contexts. The standard on neasuring the screen
| um nance of mcrofilmreaders is also useful and appropriate.



Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original" button on 1st page.

Anmong the standards on formats and inage arrangenents
for mcroforms, the two that deal with inmge arrangenents on
m crofiche are fully applicable to both archival and records
managenent uses. The proposal entitled Docunmentation -
Headers for Mcrofiche of Mnographs and Serials, is not spe-
cifically applicable to archival or records nanagenent activ-
ities. As noted above, it has been supplenented by ICA s
“Recomrmended Practice for the Titling of Mcrofilm (M cro-
fiche and Roll Mcrofilm of Archives and Mnuscripts.” The
standard on conputer output mcrofiche (COM is usable in
certain records nmanagenent applications.

Al of the standards relating to filmng particular kinds
of docunentary nmaterials on various film nedia are applicable
to archival and records nanagenent operations.

Both of the vocabul ary standards are acceptable for ar-
chival and records nanagenent applications.

2.3.3. Proposal s for New Cuidelines and Standards.

2.3.3. 1. Recommended in the Bari Report.
The Bari Report proposed devel opment of the follow ng
guidelines in the area of reprography:

(a) Archival applications of mcrographics through
the entire life cycle of records;

(b) The criteria for choice between roll film and
m crofiche;

(¢c) Security filmng;

(d) The equi pnent of reprographic workshops, including
nmobi |l e reprographic units, equipnent for checking adherence
to standards, and appropriate |levels of spare parts and
materials in countries where supply and mai ntenance arrange-
nents are inadequat e; and

(e) Reprographic operations.

The report also called for the devel opnment of standards
for archival microforns

Toall of the foregoing reconmendati ons for guidelines
and standards the Bari Report assigned priority B.

2. 3. 3.2 Additional Recommendati on.
Qui delines on the selection of office copying nachines,
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2.3.3.3. Di scussi on.

The first guideline proposal, dealing with archiva
applications of mcrographics through the entire life cycle
of records, is not clear. It could be interpreted as being
restricted only to mcrographics applications with respect
to permanently valuable records, both before and after they
are accessioned into an archival repository. On the other
hand., one can interpret the proposal nore broadly, and assune

that it calls for guidelines on mcrographic applications of
any kind with respect to official records, whether permanently
val uabl e or not; this interpretation would have the guide-
lines heavily involved in current records nmanagenent applica-
tions. A possible alternative mght be to incorporate appro-
priate mcrographics applications in the several records
managenent guidelines called for in sections 3.1.3 and 3.2.3.

The proposal for guidelines setting forth the criteria
for choice between roll film and mcrofiche night be inple-
mented either in the form of one set of guidelines dealing
with this particular issue, or by integrating these criteria
into the guidelines discussed in the previous paragraph.

It is assuned that the proposal for guidelines on secur-
ity filmng has to do with records in archival custody, and
would, relate to filmng done to protect original records
from damage, or to ensure the preservation of their infornma-
tional content. This mght lead to a requirenent that a film
copy be used for reference purposes in lieu of the origina
records because of the high intrinsic value, age, or fragility
of the originals, or because a high rate of reference use
threatened to hasten the deterioration of the originals.

It would seem that A Study of the Basic Standards for
Equi pping, Miintaining and Qperating a Reprographic Laboratory

in Archives of Developing Countries, contains much of the
gui dance sought in the Bari Report’s proposals for guidelines

on the equi pnent of reprographic workshops and on reprographic
operati ons. These proposed guidelines mght, therefore, be
given a low priority, in view of the many crucial areas in
which no international normative material exists.
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The proposal. for devel opnment of standards for archival
m crof orns seens unnecessary. Presumably, this request had
in mnd the devel opnent of special standards on processing
and materials required for |long-term preservation, as opposed
to standards geared to mcroforns in operational use, to
whi ch | ower standards m ght be applied. Al of the standards
listed in section 2.3.1, dealing with mcrographic materials,
processing, legibility, and testing, neet archival requirenents.

The tremendous variety of office copying machi nes now on
the market, and the increasing dependency on them in business
and governnment offices, suggest the need for guidelines on
sel ection of this equi pnent. Among the factors that should
be considered are production capacity vs. need; sinplicity
of operation; mechanical reliability, availability of repair
and mai ntenance services, and of supplies and spare parts;
costs of original equipnent, service and supplies; t he pernma-
nence of the image and of the paper; and criteria for deter-
m ning whether it is nore cost-effective to |ease or purchase
t he equi pment.

For several years the International Council on Archives,
with the support of UNESCO has been studying the conplex
issue of the legal validity of mcrofilmas a substitute for
original docunmentary materials. The recently conpleted study
on the legal validity and acceptability of mcrofornms is an
inportant contribution to the ongoing effort to devel op an
authoritative body of normative material governing this critica
ar ea.
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2.4. PUBLI CATIONS (OTHER THAN FINDING Al DS AND DOCUVENTARY
PUBLI CATI ONS)

2.4.1. Exi sting Quidelines and Standards.
A major focus of both the UN SIST programe and | SO has
been the effort to standardi se bibliographic practices and

docunentation procedures in order to facilitate international
i nformati on exchange. To this end, UNESCO has published six
guidelines, and |SO has issued nore than twenty international
standards, proposals and reconmendati ons.

The UNI SI ST Cuidelines include |ndexing Principles, 1975,
setting forth very general guidance for indexers; and Qui de-
lines for 1SDS (the International Serials Data Systen), 1973,
whi ch describes the organisation of the |ISDS adm nistrative
structure, the products of the system and specific instruc-
tions on the subm ssion of bibliographic information on seri al
publications to |ISDS centres. O a sonmewhat different nature
are three guidelines dealing primarily with formats, working

procedures, and essential comon elenents, with respect to
various kinds of publications: Quidelines for Editors of
Scientific and Technical Journals, 1979; Quidelines for the
Presentati on of Publishers Series, 1976; and Quidelines for
Preparation of Texts of D ssertations for their Presentation
and Publication, 1976. UNESCO has al so issued a Quide for the
Presentation in the Primary Literature of Nunerical Data De-
rived from Experinents.

Most of the ISO standards, draft international standards,
proposal s and recommendati ons enconpassed in this section pre-

scribe the format, essential elenents, or organisation of
published materials, as a nmeans of facilitating international
bi bli ographic programmed and the international exchange of
i nformation generally. Those having these purposes are as
fol | ows:

Docunentation - Contents List of Periodicals or Oher
Docunents (1SO DS 18);

Docunentation - International Code for the Abbreviation
of Titles of Periodicals (1SQDP 4);

Bi bl i ographical Identification of Serials (BIBLID (I1SQO
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DP 30);

Docunentation - International Standard Serial Nunbering
(ISSN) (1SO 3297-1975) ;

Codes for the Representation of Nanes of Countries (1SQO
DI S 3166);

Docunentation - Title Leaves of a Book (I1SO 1086-1975);

Docunentation - Nunbering of Divisions and Subdivisions
in Witten Docunents (I1SO 2145-1978);

Docunentation - Abstracts for Publications and Docunen-
tation (1SO 214-1976);

Docunentation - Abstract Sheets in Serial Publications
(1SO 5122-1979) ;

Presentation of Contributions to Periodicals (1SQODP
215);

Docunentation - Bibliographical References - Essential
and Supplenentary Elenents (1SQ DP 690);

Docunentati on - Bibliographical References - Abbrevia-
tions of Typical Wrds (1SO DP 832);

Docunentation - Index of a Publication (I1SO 999-1975);
and

Pat ent Docunents - Bibliographic References - Essenti al

and Conplenentary Elenents (ISO 3388-1977).
There are also one standard and several draft international
standards dealing with translations and with transliteration

of |anguages using non-Latin characters into Latin characters.
They are the foll ow ng:

Docunentation - Presentation of Translations (I1SO 2384-
1977) ;

Transliteration of Arabic Characters into Latin Characters
(1SQ DS 233)

Transliteration of Hebrew Characters into Latin Characters
(1SQ DS 259)

Transliteration of Greek Characters into Latin Characters
(1s@ DS 843) ; and

Transliteration of Slavic Cyrillic Characters into Latin
Characters (1SODIS 9).

Finally, there is a standard specifying paper sizes for
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publications and for other purposes , Witing Paper and Certain
Cl asses of Printed Matter - Trimed Sizes - A and B Series
(1SO 216-1975)

2.4.2. Applicability of these CGuidelines and Standards to
Archives and Records Managenent Publications.

Two of the guidelines, Quidelines for Preparation of Texts
of Dissertations for their Presentation and Publication, and
Quide for the Presentation in the Primary Literature of Nuneri-

cal Data Derived from Experinents, are not relevant to archiva
or records managenment worKk. The sanme is true of the standard
on Patent Docunents - Bibliographic References - Essential and
Conpl enentary El enents. Al so, the standard on Codes for the
Representation of Nanes of Countries has no present applica-

bility to archival work. It is conceivable that in the future
archives may becone involved in the international exchange of

information using autonmated nedi a; if so, the standard would

be usabl e.

Simlarly, although archivists and records nmanagers have
been infrequently engaged in the translation of works from
| anguages using non-Latin characters to those using Latin
characters, the 1SO draft international standards on trans-
l[iteration from Arabic, Hebrew, G eek, and |anguages using
Cyrillic characters, wll have growing value as the l|evel of
this type of activity increases.

Most of the remaining guidelines and standards considered
in this section do not deal with matters of primary concern
to archivists and records nanagers. Nevert hel ess, they are
usable, at least in part. For exanple, Quidelines for |SDS
is not directly relevant to archives and records managenent
activities, but archives, and professional associations of
archivists and records managers, that publish a journal or
produce other kinds of serial publications, should cooperate
with the appropriate national or regional |1SDS centre, and
these serials should carry the International Standard Seria
Nunber (1SSN.).

I ndexi ng of publications is a concern of all who produce
publi shed material, including archivists and records nanagers.
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The Indexing Principles prescribed for UN SI ST purposes

could therefore be expected to be useful for indexing ar-
chival publications (and archives thenselves, in the rare

cases where this is appropriate). However, these “princi-
ples” are so general as to have mninmal practical val ue.
The standard entitled Docunentation - Index of a Publication

i's, however, wuseful for individuals or institutions producing
books or periodicals about archives or records managenent.

The CGuidelines for Editors of Scientific and Technica
Journal s include many recommendations useful for editors of

archival or records managenent journals. However, sections
1, 2, 4, 8-10, and 17, are not generally applicable. On

the other hand, section 5, on handling manuscript articles

upon receipt; section 6, on a referee system section 11,
on arrangenent of tables and figures; section 14, on edit-
ing a manuscri pt; and section 15, on handling galleys and

pageproofs, all contain guidance that is useful and generally
appropriate for editors of archives or records managenent

j ournal s. Section 3, on the basic requirenents of a jour-
nal, is generally applicable if one substitutes “archives”
for “science,” and “archivist” for “scientist.” Section 7

on the internal organisation of a manuscript, recomends
patterns nornmally used for scientific papers, and not those
in cormon use for articles on archives or records nanagenent;
however, the guidance on typing and pagination is acceptable.
Section 12, “Quantities, units, synbols, signs, equations,
abbrevi ations, acronyns, terninology and nomenclature,” is
nostly not germane to archives or records nanagenent jour-
nal s, but the recommendations on the handling and use of
abbrevi ati ons and acronyns are appropriate. Section 13
contai ns recomendations on style and placenent of footnotes
that are largely at variance with practices in common usage
in archives and records managenent journals, and in journals
dealing with humani stic studies. Finally, section 16, which
deals with the cover of a journal and related matters, pro-
vides guidance that is generally acceptable, except that not
all would agree that the cover (as against sone other con-
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stant location) nmust contain the place of publication, the
name of the publisher, and the bibliographic strip.

The Cuidelines for the Presentation of Publishers Series
are appropriate for use by archives. Their nost frequent
application will be to “occasional series” of finding aids.
Use of the guidance on “limted sets” will be |ess comon,
because few archives will be able to plan the entire coverage
of a series of finding aids in advance. Unf or eseen changes
in governnental structure and programmed will affect the

nature and size of future accessions, and thus introduce
an elenment of uncertainty in the future scope and dinensions
of any finding aids programe.

A large nunber of the ISO standards dealt with in this
section provide useful guidance to individuals, archiva
institutions, and professional associations of archivists
and records nmanagers, in the preparation of material for
publication in periodical form They are as foll ows:

Docunentation - Contents List of Periodicals of other
Docunents;

Docunentation - International Code for the Abbreviation
of Titles of Periodicals:

Bi bl i ographical Identification of Serials (BIBLID);

Docunentation - International Standard Serial Nunbering

ISSN) ;
Docunentation - Abstract Sheets in Serial Publications,

and

Presentation of Contributions to Periodicals.

QG her 1SO standards, that deal primarily with nonperi od-
ical publications, and are usable by individuals, institutions,
and organi sations involved in the publication process for

works dealing with archives or records managenent, are:
Docunentation - Title Leaves of a Book
Docunentation - Abstracts for Publicati ons and Docunen-
tation;

Docunmentation - Bibliographical References - Essentia
and Suppl enentary El enents;
Docunentation - Bibliographical References - Abbrevia-
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tions of Typical Wrds ; and

Docunentation - Presentation of Translations.

There is one standard that is equally applicable to
periodi cal and non-periodical publications, Witing ‘Paper
and Certain Casses of Printed Matter - Trimed Sizes - A
and B Series. It is appropriate for archival and records
managenent publication applications in countries where netric

usage prevails.

In summary, all of the foregoing guidelines and standards
are of primary concern to librarians and docunentalists, and
of only marginal or incidental concern to archivists and
records managers. Neverthel ess, the latter should follow
themto the extent that they are appropriate, thus sinpli-
fying the task of other workers in the information field.

Finally, there is one standard that archivists should
study with care, Docunentation - Nunbering of Divisions and
Subdivisions in Witten Documents. It provides a rationa
and easy-to-use system for internal nunbering of docunents,
that could have a variety of applications in the archives
and records managenent field, Although this system may not
be universall applicable, archivists should seriously con-
sider its use in guides, inventories, and other finding aids
in which records are described at nore than one hierarchica
| evel .

2.4.3. Proposal s for New Gui del i nes.

2.4.3.1. Recomended in the Bari Report.

The Bari Report called for guidelines on types of publi-
cations, including mcroform and other non-printed publica-
tions; and on publication policies and priorities. Priority
C was selected for both guidelines.

2.4.3.2. Di scussi on.
The first of these proposals is so briefly described that
it is difficult to know precisely the intent of the franers.

There is no doubt, however, that in sone cases, nmaterial can
best be presented on mcroform or on other non-print nedia,

and generalgui delines that will assist archivists in naking
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sensi bl e and cost-effective decisions on publication nedia
woul d be useful .

Wth respect to the second proposal: any archives that
publishes material with any regularity, or in any significant
vol ume, should have a publications policy that includes con-
sideration of priorities. Each institution nust, of course,
determne its own policies and priorities , but guidance that
will point out the various elenents to be considered in the
fornmulation of a publication policy will be of value.

O her aspects of archival publication progranmed are
di scussed in sections 2.3, Reprography; 4.3, Arrangenent
and Descri ption; and 4. 5, Educational and Cul tural Programred

The present section deals primarily with t-he bibliographic
and technical aspects of publications. It seens appropriate
to encourage librarians and docunentalists to continue to
play the leading roles in this area. Archivists shoul d adopt
that which is useful and usable, and adapt this guidance,
when necessary, to situations where archival requirenents are
uni que.
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2.5. STANDARDS DEVELCOPMENT AND EVALUATI ON

2.5. 1. Exi sting Qui dance.

UNESCO has issued one publication bearing on standards
evaluation, entitled, A Methodology for Testing and Eval ua-
ting Standards with Special Reference to |Information, Docu-
nentation and Related Fields, 1976. It calls for a greater
degree of wuser assessnment of existing and proposed standards,

and recommends that a “standardization matrix” be establish-
ed within the framework of UNISIST to help determ ne the need

for new standards, and to assist in establishing priorities
within the standardization programe. It al so reconmends
that in certain instances, a special “control group” of
users be appointed to test standards before their fornal

I ssuance.

2.5.2. Applicability of this @iidance to Archives and Records

Managenent Normative Wrk

These proposals for a greater degree of user assessnent
of standards and proposed standards, and for testing of stan-
dards, are constructive. They should be applicable, at |east
in principle, to archival and records nmanagenent standards,
as well as to standards devel oped with other applications in
mnd that are nevertheless, usable, in whol or in part, for
archival or records nmanagenent purposes. The recomendati on
that a “standardization matriXx” be established within the
framework of UNISIST is a positive one, and archival and re-
cords managenent interests should be included. The “contro
group” idea may well be of value for certain standards having
an archival or records managenent di nensi on; where this is
so, archivists and records managers should be anong the nem
bers.

2.5.3. Proposal s for New Gui del i nes.

2.5.3. 1. Recommended in the Bari _Report.

To assist in inplenenting its recomendations for guide-
l'ines and standards, the Bari Report proposed the creation
of an ad hoc_advi sory body to: consult Wth the professionals
concer ned, noni tor the devel opnent, revision, and updating
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of archival and records nmanagenent guidelines and standards;
and ensure the harnonisation of the programme within the
broader context of UNESCO s General |nformation Progranme.

2.5.3. 2. Addi ti onal Recommendati on.

Preparation of guidelines on the devel opnment of archiva
and records managenent guidelines and standards.

2.5.3.3. Di scussi on.

The guidelines suggested in section 2.5.3.2 wuld facili-
tate the work of the ad hoc advisory body proposed in the
Bari Report, as well as that of the professionals with whom
it is expected to consult, and other interested parties. The
individuals, commttees, or working parties entrusted with the
devel opnment of archival and records nmanagenent guidelines would
be well-served if they were to be able to refer to the dis-
tilled experience of others on the steps to be taken, the pit-
falls to be avoided, and the kinds of consultation and coordi -
nation to be encouraged. This would foster the production,
with as little lost notion as possible, of professional and
technical guidelines that will be broadly useful and profes-
sionally sound. An inportant part of the proposed guidelines
woul d be an el aboration of the basic coordinating nechani sns
suggested in the Bari Report. Because the devel opnent of
national and international standards is a rather highly for-
mal i sed procedure, it would be useful if the proposed guide-
lines could also sunmarise the standardi sation process.
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2.6.  TERM NOLOGY.

2.6.1. Exi sting Standards and Recomendati ons.

The International Organization for Standardization (1SO
has issued one standard, and several draft international
standards and recommendations, in the field of term nol ogy.
One of the recommendations, |nternational Unification of
Concepts and Ternms (I SO R 860-1968), sets forth guidance that
is basic and essential to the devel opnment of bilingual or

mul tilingual glossaries and vocabul ari es. It is supplenented
by Nam ng Principles (I1SO R 704-1968).

Those dealing with the preparation and |ayout of classi-
fied vocabul aries are the follow ng:

Quide for the Preparation of Cassified Vocabul aries
(Exanpl e of Method) (ISO R 919-1969) ;

Layout of Mnolingual assified Vocabularies (I1SQO DP
4466) ; and

Layout of Miltilingual Cassified Vocabularies (1SQO
R 1149-1969).

Anot her sets forth synbols to be used in term nol ogical
wor K: Lexi cographi cal Synbols Particularly for Use in d assi-

fied Defining Vocabularies (I1SO 1951-1973).
Finally, there is a rapidly grow ng body of standard

vocabul aries for information and docunentati on. It is repre-
sented by the follow ng:

Vocabul ary of Termi nology (ISQOR 1087-1969) ;

Informati on and Docunentation - Vocabulary - Section 1,
Basi ¢ Concepts (1SOD S 5127/1.2);

Informati on and Docunentation - Vocabulary - Section 2,
Part 1, Traditional Docunments and Audiovisual Materials (I1SQO
DI'S 5127/11a);

Informati on and Docunentation - Vocabulary - Section 2,
Part 2, lconic Docunents (1SO DS 5127/11b);

Informati on and Docunentation - Vocabulary - Section 3,
Part 1, Identification, Acquisition, and Processing of Docu-
nents and Data (I1SO DS 5127/111a);

Informati on and Docunentation - Vocabulary - Section 3b:
Docunentary Languages (1SQO DS 5127/ 3b); and
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Informati on and Docunentation - Vocabulary - Section 4,
Informati on Dissem nation (1SQ DS 5127/1v).

2.6. 2. Applicability of these Standards and Recommendations to
Archival and Records Managenent Term nol ogi cal Needs.

Several of them have no applicability, or at least little
practical current usefulness, to archival and records manage-
ment activities or requirements. They are as foll ows:

@Quide for the Preparation of (assified Vocabul aries
(Exampl e of Method);

Layout of Miltilingual Cassified Vocabul aries;

Lexi cographi cal Synbols Particularly for Use in dassified
Defi ni ng Vocabul ari es; and

Vocabul ary of Term nol ogy.

O hers have varying degrees of applicability and useful -
ness. The recommendation on International Unification of
Concepts and Terns provides val uable and basic guidance in the
devel opnent of international glossaries of archival and records
managenent terns and phrases. The draft proposal on Layout of
Monol i ngual O assified Vocabularies is a useful guide to those
engaged in preparation of archival or records nanagenent gl os-

saries and vocabularies, as is Nam ng Principles.
The several sections of the information and docunentation
vocabul ary have varying degrees of usefulness and applicability

to archives and records managenent., and are discussed seriatim
bel ow:

Section 1, Basic Concepts, contains some terns and definit-
ions not nornmally used in archives and records nanagenent worKk,
but the definitions for nost of those that are used will be
accept abl e. Sonme archivists would quarrel with the definition
under “1.3.1-01 archive (l),” because in many countries ar-
chives are considered to be the records of permanent val ue,
not those kept “for a specified period.” Archivists night also
di sagree with the very broad definition of “docunents” inplied

in "1.3. 1-03 nuseum (1) ,“ which notes that docunents “nay often
consist of non-literary objects.”

Section 2, Part 1, Traditional Docurments and Audiovisual
Materials, is a vocabulary that, in general, will be acceptable




Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original” button on 1st page.

36

to, and useful for, archivists and records managers. Again,

there may be a few archival caveats as to definitions:
2 1.1.1-04. A "typewitten manuscript” may or nmay not

be corrected by the author, and is not necessarily intended
for printing;

2.2.0-01. “Audi o-vi sual docunments]” ought also to in-
cl ude photographic prints (and negatives?) that do not require
“the use of equipnent for the exploitation of its. . .visual
content;” and

2.2.3-04. Should not “filnstrip (GB)," and “filnstrip
(USA),” be transposed to read “filnmstrip (USA),” and “film
strip (GB)"?

Section 2, Part 2, lconic Docunents, is a vocabul ary
that should be acceptable to archivists and records managers
to the extent that it is applicable.

Section 3, Part 1, Ildentification, Acquisition, and pro-
cessing of Docunments and Data, is a vocabulary that is not
generally applicable to archives or records nmanagenent.
Archivists would want to nodify or expand the follow ng def-
initions:

3.1-22. Accessi on;

3.1-23. Accessi oni ng; and
3.1-24. I nventory.
Section 3b: Docunentary Languages, is a vocabul ary not

generally applicable to archives or records nanagenent, al-
though sone terns, definitions, and concepts would be useful
in the construction of thesauri for archival purposes.

Section 4, Information D ssemnation, is a vocabul ary
that is generally acceptable to, and usable by, archivists
and records nmanagers, although parts of it are not applicable.

2.6. 3. Proposal s for New Cuidelines and Standards.

2.6.3. 1. Recommended in the Bari Report.

The Bari Report notes that a descriptive glossary of
English and French archival term nology is being prepared
by an ad hoc_working party of the International Council on
Archives, which mght be expanded to incorporate GCerman
Russi an, Spani sh, and Arabic term nol ogy. The report recomends
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t hat ot her |anguage groups be encouraged to add their own
equi val ents, that provision should be nmade for periodic up-
dating, and that this endeavour should be accorded priority A

2.6.3.2. Di scussi on._

The “Explanatory Report” appended to Section 2, Part 1,
of the information and docunentation vocabulary, entitled
Tradi tional Docunents and Audiovisual Materials, indicates
that the term nology of archival docunents is still to be
conpleted as a segnent of Part 2 of this vocabul ary. Care
shoul d be taken to ensure that the I1SO intention to produce
a vocabul ary on archival docunents, and the ICA effort noted
in the Bari Report, are properly co-ordinated, so that un-
necessary and redundant activity is avoided.

There is evidence suggesting that the |ack of archiva
participation in the termnol ogical work of 1SO has resulted
in sone omssions and inadequate definitions in the vocabul aries
of information and docunentation. Archivists and records
managers should, therefore, be involved in future term nol ogica
work in the information field to insure conpl eteness and har-
noni sati on of viewpoints and definitions.
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3. GUDELINES AND STANDARDS ON RECORDS NANAGEMENT.

3. 1. RECORDS CREATI ON.

3.1.1. Existing Quidance
one UNESCO document, the Bibliographyon the Preparation
and Presentation of _Docunents Containing Scientific or Tech-

ni cal | nformation, 1974, and three |SO standards, provide
information and guidance on the processes involved in records
creation.

Two of the standards relate to flowharting, Information
Processing - Flowhart Symbols ( 1SO 1028- 1973) , and Information
Processing - Conventions for |ncorporating Fl owhart Synbol s
in Flowharts (1SO 2636-1973). The other standard is on
Witing Paper and Certain Casses of Printed Mtter - Trimred
Sizes - A and B Series (I1SO 216-1975).

3.1.2. Applicabilityof this @uidance to Processes |nvolved
in Records Creation.

The Bibliography . . .contains a few entries on “forns
and blanks for conpletion” (9.1.13).Since forns are a nmjor
means of eliciting, recordingand transferring infornation,
they are an inportant elenment in the records creation process.

The 1SO standards on flowharting have a variety of use-
ful applications in records nanagenent and archivesRecords
managers involved in the analysis of information flow in an
organisation wll often use flowharting as a toolThe
results of such use can affect the form and content of records
that are created, as well as the processes by which they are
used to conduct the business of the organisation.

The standard on witing paper sizes is basic to deter-
mnations on the size and design of forns;the physical char-
acteristics of correspondence, reportsand other docunents
created by an organisation; and the design and dinensions of
filing equipnent.

3 1.3 proposalfor New GQuidelines.

3.1.3.1. Recommended in the Bari Report.
The Bari Report. assigned priority A to the devel opnent of
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gui delines establishing the desirable levels of quality for
paper, ink, seals, typewiter ribbons, and filns.

It recommended priority C for the devel opnent of guide-
lines on the preparation of various record types, such as
correspondence, reports, directives, and forns.

Priority B was assigned to the preparation of guidelines
on the application of automated and reprographic techniques
to records creation, and called for attention to be paid to

the archival preservation requirenents of records created by
use of these techniques.

3.1.3.2. Recommended by the RAVP Consultants.

Qui delines on source data automation, word and text pro-
cessing, and m crographics.

3.1.3.3. Addi ti onal Recomendati ons.

Qui delines establishing the desirable levels of quality
for nmagnetic tapes.

Qui del i nes on:
(a) The devel opnent of managenent information systens;

(b) The devel opnent and pronotion of standard and option-
al forns for governnent-w de use; and

(¢) The managenent of technical nanuals.

3.1.3.4. Di scussi on.

The devel opnent of guidelines on quality |evels for paper,
ink, seals, typewiter ribbons, filnms, and magnetic tapes,
could have a major and positive inpact on future archiva
preservation and conservation requirenments, if the qguidelines
are widely dissem nated and observed. If long-lasting re-
cording materials are used in the process of records creation
the burden of repair and preservation work in archival facili-

ties can eventually be |lessened. H gh standards of pernmanence
are not necessary, of course, for records not likely to be
judged as archival in character. Standards for recording

materials for records of tenporary value should probably be
devel oped at nore than one level, taking into account the
length of tine the record is likely to be retained and the use
to be made of the record. It would seem advisable to give the
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hi ghest priority to the devel opnent of quality levels for
materials used in the preparation of records likely to be of
per manent val ue. A substantial amount of data is available
on this subject from national standards organisations, test-
ing |laboratories, and research studies sponsored by national
archival institutions.

The guidelines on the preparation of various record types,
i ncludi ng correspondence, reports, directives, and forns,
shoul d probably be nore broadly focused, and give attention
to their managenent as well as their preparation.

(Correspondence nanagenent, for exanple, is concerned
with the format, substantive content, and clarity of a letter
or menorandum, as well as efforts to minimse the nunber of
copies prepared and filed, and the nunber of admnistrative
| evel s that nust approve the correspondence before it is dis-
pat ched.

Reports nmanagenent involves a concern for the content and
format of reports, reporting intervals, relationships between
“feeder” reports and consolidated reports, and controls on
t he nunber of reports generated as well as the nunber of copies
to be prepared and fil ed. The devel opnent of nanagenent in-
formation systens, which may or may not be automated, is a
| ogi cal extension and outgrow h of reports nmanagenent.

Directives managenent is concerned not only with the
style and format of directives, but also with developing a
flexible, expansible, easily amended, and conprehensive system
of directives, and with the distribution of directives. The
objective is a system by which managenent can systematically
and pronptly inform the organisation of policies and proce-
dures. The managenent of technical manuals is simlar to,
and an outgrowth of, directives nanagenent.

Forns managenent is involved not only in fornms design---
a concern for size, clarity, arrangenent of data el enents,
and ease of conpletion---but also in controlling the nunber
of copies to be created and filed, assigning a unique nunber
to each form and seeing to the revision or discontinuance
of obsolete fornms. Th.promotion> py an agency with govern-
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ment-wi de authority, of a system of standard or optiona
forns to accommopdate simlar functions in two or nore agencies,
is an additional dinmension of fornms managenent.

The recommendati on of the RAMP consultants for the devel -
opnment of guidelines on source data automation, word and text
processing, and mcrographics, constitutes a needed el abora-
tion of the Bari Report’s call for guidelines on the applica-
tion of automated and reprographic techniques to records

creation. The concern expressed in the latter recomendation
for the archival preservation requirenents of records created
by use of these techniques wll be substantially allayed by

the preparation of guidelines on quality levels of materials
used in the records creation process, which were discussed at
t he begi nning of this section.
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3. 2. RECORDS MAI NTENANCE AND USE .

3.2. 1. Exist ing Standards and O her CQui dance.

Two standards on flowharting, Information Processing -
Fl omchart Synbols (I1SO 1028-1973), and Information Processing
- Conventions for Incorporating Flowhart Synmbols in Flowharts
(1SO 2636-1973) , have applications in the areas of records
mai nt enance and use, as well as those previously noted in the
area of records creation.

There are also a nunber of technical standards relating
to automated information processing, as follows:

Informati on Processing - Magnetic Tape Labelling and FEile
Structure for Information Interchange (I1SO 1001-1979);

Informati on Processing - Magnetic Tape Cassette and
Cartridge Labelling and File Structure for Information Inter-
change (I1SO 4341-1978);

Informati on Processing |Interchange - Representation of
O dinal Dates (1SO 2711-1973);

Data Processing - Procedure for Registration of Escape
Sequences (1 SO 2375-1980);

Printing Specifications for Optical Character Recognition
(1SO 1831 -1980) ;

Informati on Processing - Magnetic |Ink Character Recog-
nition - Print Specifications (I1SO 1004-1977);

7-bit Coded Character Set for Information Processing
I nt erchange (I SO 646-1973);

Informati on Processing - G aphical Representations for
the Control Characters of the 7-bit Coded Character Set (ISO
2047-1975);

Code Extension Techniques for Use with the |1SO 7-bit
Coded Character Set (1SO 2022-1973);

Informati on Processing - Representation of the 7-bit
Coded Character Set on Punched Tape (1SO 1113-1979);

Informati on Processing - Representation of the 7-bit
Coded Character Set on 12-row Punched Cards (1SO 1679-1973);

I nformati on Processing - |Inplenentation of the 7-bit
Coded Character Set and its 7-bit and 8-bit Extensions on
9-track 12.7 mm (O 5 in. ) Mgnetic Tape (I1SO 962-1974)
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I nformati on Processing - |nplenentation of the 7-bit
Coded Character Set and its 7-bit and 8-bit Extensions on
3.81 mm Magnetic Tape Cassette for Data Interchange (ISO
3275-1974 )

Informati on Processing - 8-bit Coded Character Set for
Information Interchange (ISO 4873-1979); and

Informati on Processing - Representation of 8-bit Patterns
on 12-row Punched Cards (ISO 2021-1975).

It should also be noted that UNESCO has published The
Organi zation of Internediate Records Storage, 1974. 't pro-
vi des guidance on an inportant aspect of records maintenance.

3.2.2. Applicability of these Standards to Records Mi ntenance
and Use.
The flowcharting standards are useful to records nanagers
as they seek to inprove the flow of records and information
t hrough an organi sation, and thus have a bearing on records use.
The technical standards on automated information processing
were created, for the nost part, to assist in the efficient
i nterchange of information between organisations, often on the

i nternational |evel. The sane standards are generally useful
and usable for the exchange of information w thin governnenta
agenci es, and between agencies of the sane governnent. They

are, therefore, applicable to the work perfornmed by records
managers in the area of records and information use.

3.2.3. Proposal s for New Cui delines.

3.2.3. 1. Recommended in the Bari Report.

The Bari Report proposed a nunber of guidelines in the
area of “records mmintenance.” It assigned priority B to
gui delines on storage conditions outside of archives and
records centres, to include recomended practices for both
textual records and the various types of non-textual records;
and on the organisation and operation of records centres.

Priority C was assigned to guidelines on:

(a) The devel opnent of vital records programmed, to in-

cl ude guidance on the selection for mcrofilmng of records
essential for admnistrative continuity;
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(b) The devel opment of filing systenms, including in-
formati on storage and retrieval systens, both nmanual and auto-
mat ed; and

(c) Types and specifications of filing equipnent and
suppl i es.

3.2.3.2. Recommended by the RAMP Consul tants.
Quidelines on file operations.

3.2.3.3. Addi ti onal Reconmendati ons.

In the “records naintenance” area guidelines are needed
on the design of records centres; and on equi pnent and
supplies for use in records centres.

In the area of “records use” the follow ng additiona
gui del i nes woul d be beneficial:

(a) Work neasurenent and the costing of work processes;

(b) Systens analysis, as applied specifically to records
and information systens;

(c) Ml and tel econmuni cations mnanagenent;

(d) The managenent of office copying machines; and

(e) Files managenent.

3.2.3. 4. Di scussi on.
The recommendation in the Bari Report for the devel opnent
of guidelines on storage conditions outside of archives and

records centres presumably has in mnd records stored in ad-
mnistrative offices, file roons, and records storage areas
under the control of the creating mnistry. This woul d

appear to duplicate, at least with respect to offices and file
roons, the recommendation for guidelines on types and specifi-
cations of filing equipnment and supplies, also in the Bari
Report. The use of proper filing equi pnment and supplies

while records are in active admnistrative use will also
increase the efficiency of retrieval in archives and records
centres; and, for archival materials, will I|essen the burden
of docunentary repair and conservation in the archival reposi-
tory. This is especially true for machine-readabl e records,
where inadequate docunentation or inproper storage conditions
can quickly render the records conpletely unusable. In the
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case of storage areas for inactive records under mnisteria
control, guidelines are needed that wll encourage security,
fire safety, economes in space. utilisation, and proper or-
gani sation of the records for easy retrievability.

Qui delines on the organisation and operation of records
centres are needed, although much useful guidance exists in
t he UNESCO publication, The O.ganization of |nternediate
Records Storage.

Quidelines are also needed on the design of records centre
bui I di ngs, which should cover such matters as structural re-
qui rements, fire suppression systens, space planning, and
shelving configurations that will ensure operational efficiency
as well as maxi num storage capacity in relation to available
fl oor space.

Addi ti onal guidelines should cover specifications and
options for specialised equipnment, shelving, and supplies for
records centres.

The proposed guidelines on vital records programed should
deal not only with criteria for selecting records for mcro-
filmng, but also with criteria for selecting secure offsite
facilities for the storage of the security mcrofilm

Qui delines on the devel opnent of filing systens, whether
manual or automated, should focus on the order or arrangenent
in which records or information are filed and nai ntai ned. They
should be tailored to the functions and operational needs of
the offices served, so as to enhance retrievability of needed
i nformati on.

Closely related, but distinct, are guidelines On file
operations, as recommended by the RAMP consultants. This
proposal, noreover, mght be extended to enconpass the broader
concept of files managenent. A files managenent programe nay
deal with various aspects of designing and nmanaging many filing
systenms within a large unit of government, perhaps an entire
mnistry,; and it may be concerned with such matters as sel ect-
ion of appropriate filing equipnent, nmaximzing the utilisation
of existing filing equipnment, the tinmely and periodic disposi-
tion of inactive files, as well as the devel opnent of systens
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for the storage of information on non-paper nedia, such as
m croforns and video recordings, wth retrieval by conputer-
assi sted i ndexing.

The proposed guidelines that have been discussed thus far
in this section relate primarily, although not entirely, to
the area of “records maintenance.” Those discussed bel ow
relate to “records use.”

Qui delines on the conduct of work neasurenent studies,
and on the costing of work processes, would be of especia
value to records managenent anal ysts, because such guidelines
woul d assist themin testing the efficiency and cost-effective-
ness of changed paperwork nethods and procedures as conpared
to existing nethods and procedures; and in denonstrating to
managenent in a tangi ble and persuasive way the need to adopt
nore efficient procedures.

There is a large body of literature and experience on
systens anal ysis. If this could be nore narrowy focused on,
and applied to, records and information systens, guidelines
of considerable value for records managenent analysts m ght
be arti cul at ed. This effort mght, alternately, take the form
of a course in systens analysis for records nanagers. Per haps
both are needed, with the course serving as a supplenent to
t he guidelines.

Quidelines on mail and tel ecommunicati ons nanagenent
should be concerned with such matters as controlling comuni -
cations, in whatever nmedium to ensure their pronpt receipt
at the appropriate office, and the selection of appropriate
and cost-effectiv, neans of dispatching outward bound comuni -
cati ons.

The proposed guidelines on the managenent of office copy-
ing machines are related to those discussed in section 2.3.3.3
on criteria for the selection of such nachines. Among t he
matters that should be addressed are controlling the anount
O office copying equipnent (for exanple, one |large, versatile,
hi gh-capacity machine nmay be nore cost-effectiv,than severa
smal | machines) , the location of copying machines in relation-
ship to their users, and nanagenent controls to mninise paper
wast age and unaut hori sed use,
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3.3. RECORDS DI SPCSI TI ON

3.3. 1. Exi sting Quidance and Wrk in Progress.
There are no published standards or guidelines applicable
to records disposition.

However, a study on “Sanpling Techniques in the Selectory
Retention of Mdern Records,” has recently been conpleted by
| CA under contract from UNESCO

Also conpleted in draft formis a handbook on records
di sposition, prepared under |CA sponsorship with the assis-
tance of a grant from the Council on Library Resources, which
provi des gui dance on records surveys and inventories, records
schedul ing, and disposition programed and procedures.

The current programe of UNESCO includes the devel opnent
of three RAMP draft guidelines: (1) on the conduct of records
surveys and the preparation of records schedul es; (2) on
the selection for permanent preservation of notion pictures
and related materials; and (3) on the appraisal. of nachine-
readabl e records and related materi al s.

3.3.2. Proposal s for New Quidelines.

3.3.2. 1. Recommended in the Bari Report.

The Bari Report obviously attached considerable inportance
to the preparation of normative material in the area of records
di sposition, as it recommended priority A for the devel opnent
of the follow ng guidelines:

(a) The conduct of records surveys;

(b) Systens of control to ensure that action |eading
toward the disposition of records proceeds in an orderly and
tinely manner; and

(c) The methodol ogy of preparing retention and disposition
schedul es for various records categories, to include guidance
on nethods of destruction and on sanpling techniques.

3.3.2.2. Di scussi on.

Wien conpleted and published, the materials described in
section 3.3.1 would appear to constitute an approprfate re-
sponse to a nunber of the proposals in the Bari Report,
particularly reconmendations a and b. ‘The devel opnent of
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gui delines on selection and appraisal of notion pictures
and machi ne-readabl e records, and the study on sanpling
techni ques, respond in part to recommendation c. There

are a nunber of other specialised kinds of records,” includ-
ing scientific observational data, aerial photographs, naps,
architectural records, still photographs, and sound record-
ings, for which retention and disposition guidelines will
still be needed. Al so needed are guidelines on nethods of
records destruction. The latter, while useful and probably
not difficult to prepare, could probably be given a rather
low priority anong the guidelines on records disposition
They might sinply set forth a nunmber of conmon-sense options
for destruction under varied circunstances.
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4. GUI DELLNES AND STANDARDS ON ARCH VES ADM NI STRATI ON

4. 1. APPRAlI SAL AND ACCESS TONI NG OF ARCH VES.

4.1.1. Exi sting Standard.

One standard, |Information Processing - Mgnetic Tape
Labelling and File Structure for Information |nterchange
(1SO 1001-1979) , sets forth labelling and docunentation
gui dance for machi ne-readable files.

In addition, nmpbst of the materials discussed in section
3.3.1 relate to sone extent to the appraisal process, which
cannot be cleanly separated from records disposition. I n

reality they are two aspects of the sane process.

4.1.2. Applicability of this Standard to Archival Appraisa

and Accessi oni ng.

This standard provides appropriate guidance for the
 abel ling and docunentation essential to the accessioning
and subsequent use of machi ne-readable records in archives.

4.1.3. Proposal s for New Cui del i nes.

4.1.3.1. Recommended in the Bari Report.
The Bari Report advocated priority A for the devel opnent
of appraisal criteria for various categories and physica

types of records, including admnistrative records, progranme

records, notion pictures, still pictures, cartographic and
architectural records, sound recordings (including oral
tradition materials) , nmchine-readable records, and printed
records.

It assigned priority B to the preparation of guidelines
on the follow ng problens and processes of accessioning and
related activities:

(a) Scheduling, registration, and reporting of transfers

to the archival agency;

(b) Safeguards for the maintenance of archival integrity

of the records transferred to the archives;

(c) Procedures for assuring the transfer of agency-created

finding aids;
(d) Rational use of archival storage space;
(e)  Stocktaking, or periodic checking of archival hold-
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ings ;

(f) Determnation of restriction on access (if any)
to official records; and

(9) Factors influencing conditions of access to docu-
mentation acquired by bequest, donation, purchase, or de-
posit.

4.1.3.2. Addi ti onal Reconmendati ons.

Appraisal criteria for aerial photographs, and for scien-
tific observational data.

Qui delines on the physical and technical processes in-
volved in the transfer of records fromthe mnistry or

agency of origin (or the records centre) to the archives.

Qui delines on neasures to assure transfer of ownership
of, and legal responsibility for, records physically trans-
ferred to the archives.

4.1.3.3. Di scussi on.

The proposals for devel opnment of appraisal criteria for
various categories and physical types of records entail an
undertaking that will be conplex and time consumng. In
order to ensure that a maxi rum anmount of this guidance wll
becone available as quickly as possible, it would seem
desirable to produce and issue it in segnents. Priority
shoul d be given to the production of guidance that wll be

generally valid for all or nost categories of records. After
this becones available, a nunber of working parties could
begin to develop the nore specialised guidance necessary for
particular record categories or types, and these individua
gui delines could be issued seriatim upon conpletion. Even-
tually, it mght be desirable to have a single conpendi um

of all such guidelines, but in the interim this nuch-needed
gui dance ought to be made available on a pieceneal basis.

It should be noted that the current progranmme of UNESCO
includes projects for the devel opnment of appraisal criteria
for two specialised types of records: notion pictures and
machi ne-readabl e records.

Two of the guidelines on accessioning procedures proposed
in the Bari Report, those on the transfer of agency-created
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finding aids and on determning restriction on access to
official records, probably are not necessary. The transfer

of finding aids is unlikely to pose any serious problens
different from those involved in transferring other Kkinds

of records. The determ nation of access restrictions is

just one of a nunber of facts and conditions that should be
ascertained as a part of the process of transfer and acces-
sion. To the extent that guidance is needed on these matters,
it should be incorporated, where appropriate, in other guide-
lines dealing with the accessioning process.

The recommendation in section 4.1.3.2 for guidelines on
the physical and technical processes involved in the transfer
of records to the archives, may be sinply a different way of
stating what the Bari Report intended in its recomendation
for guidelines on safeguards for the maintenance of archiva
integrity of records transferred to the archives. I'n any
event, there should be guidelines dealing with packing and
| abel ling of containers used for transfer of records,
security during transfer, transfer receipts, and cleaning
and disinfestation of records before they are placed in
per manent archives storage areas.

The renaining recomendations for guidelines on transfer
and accessioning seem both worthwhile and sel f-explanatory,
and, when conpleted, wWll offer rather conprehensive guidance
on a critical archival process.
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4.2. SECURI TY AND PRESERVATI ON OF ARCHI VES.

4.2.1. Exi sting Quidance and Standards.

The Bibliography on the Preparation and Presentation of
Docurments Containing Scientific or Technical Information, 1974,
contains several entries on paper term nology (1.2:001.4).

Much of the remaining guidance on archival preservation
consists of standards on various aspects of photography and
m crographics.  These have been discussed in nore detail in
section 2.3, Reprography, but because photography and nicro-
graphics are major tools for archival preservation, they are
listed below for conveni ence of reference:

Phot ography - Raw Film (Silver-gelatin and Non-sil ver
Celatin Types) for M crographic Uses - Dinensions of Roll
and Sheet Material (I1SO DP 6148.2);

Photography - Silver-gelatin Type Mcrofilns -_Processing
and Storage for Archival Purposes (1SO 2803-1974);

G nenatography - NMbtion-picture Safety Film - Definition,
Testing and Marking (1SO 543- 1974) ;

Mcrographics - Density of Silyer-gelatin Type Filns (I1SO
6200- 1979) ;

Docunentary Reproduction - |1SO Conventional Typographi cal
Character for Legibility Tests (1SO Character) (ISO 435-1975);

M crocopying - 1SONo. 1 Mre - Description and Use in
Phot ogr aphi ¢ Docunentary Reproduction (1SO 446-1975);

M crocopying - 1SO Test Chart No. 2 - Description and_
Use in Photographi c Docunentary Reproduction (1SO 33347976);

M crocopying - Transparent A6 Size Mcrofiche of Uniform
Division - Inag(e_Arr@genenté No: .1 and No. 2 (1SO 2707--1980);

M crocopying - Transparent _A6 _Size M_g_rbfi_c_he_of_Vari_athi
Division - |mage_Arrangements A and_B (1SO 2708- 198b); .

Mcrofilmng of Technical Drawi ngs and Qher Drawing.
Ofice Documents -_Part Il: ouality Criteria aﬂ_d_cO_mruoL.__

( 1SO 3272/ 2- 1978) ;

M crocopying of Technical Drawi ngs and O her _Draw ng
Ofice Docunents_- Part Ill:  Unitized 35 nm Mcrofilm Carriers
(1SO 3272/ 3- 1975) ;

Mcrofilmng of Newspapers on 35 nm Unperforated M cro-
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film for Archival Purposes (ISO 4087-1979);

Mcrofilmng of Press Cuttings - Part 1: 16 mm Si | ver -
gelatin Type Roll Mcrofilm (1SO 6197/ 1-1980) ;

Mcrofilmng of Press Cuttings - Part 2: A6 Size Mcro-
fiche (1SQ DP 6197/2);

M crographics - Mcrofilmng of Docunents on 16 nm Silver-_
gelatin Type Mcrofilm- Part 1. Qperating Procedures (1SO
DP 6199/1);

M crographics - Mcrofilmng of Docunents on 16 mm Sil ver-
gelatin type Mcrofilm- Part 2: Legibility (1SQDP 6199/2);

Mcrographics - Vocabulary - Section 01l: Ceneral Terns
(1SO 6196/ 1-1980); and

M crographics - Vocabulary - Section 02: | mage Pl acenent
and Met hods of Recording (1SO DS 6196/ 2)

The International Council on Archives (1CA) has published
two works that provide guidance on archival m crophotography
and ot her aspects of archival reprography. Al though their
focus extends beyond the use of mcrographics as a neans of
preservation, t-hey will be useful to those using mcrofilmfor
this purpose. They are M crophotography for Archives, 1968;
and A Study of the Basic Standards for Equi pping, Mintaining
and Operating a Reprographic Laboratory in Archives of Devel -
opi ng Countries, 1973. The ICA has also adopted a “Recommended
Practice for the Titling of Mcrofilm (Mcrofiche and Roll
Mcrofilm of Archives and Mnuscripts.”

Two ot her works provide useful guidance in the conser-
vation and restoration of archival materials; t hey parallel,
in a sense, the two works cited inmediately above. The first,
publ i shed by UNESCO is Conservatiaon and Restoration of Ar-_
chives Materials, 1973. The second, published by the Inter-
national Council on Archives, is A Study on._the Basic Standards
and Methods in Preservation and Restaration Wrkshops Applicable
to Devel oping Countries, 1973.

Finally, because proper housing of archives is essential
both to their security and preservation, |CA has published,
as Volune 1 of its Handbook Series, Archives Buildings and
Equi pnent, 1977; and UNESCO has published La conception des_
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bati nents d archives en pays tropical, 1979 (also available

in Spanish translation) . An English translation of the latter
work woul d be nost useful

4.2.2. Applicability of this Quidance to Problens in the
Security and Preservation of Archives.

‘The entries on paper termnology in the Bibliography.
relate, at least tangentially, to one type of material upon
which information may be preserved.

The standards listed in the preceding section all dea
with various aspects of preserving the content of records in
facsimle form on a nedium of maxi mum durability, which |ends

itself to subsequent reproduction at reasonable cost. M cr o-
reproduction is a cost-effective and readily avail abl e nethod
of archival preservation, and the standards governing it are
fully applicable to this alternative for archival preservation.

It should be noted that nost archives wll have relatively
smal |l quantities of newspapers or press cuttings. O her than
official gazettes, these are nore likely to be in the custody
of libraries. However, to the extent that they do exist in
archives, they present a critical preservation problem because
of poor quality paper on which they are typically printed; t he
standards on mcroreproduction of newspapers and press cuttings
are fully applicable to this problem

4.2.3. Proposal s for New Cuidelines and Standards.

4.2.3.1. Recommended in the Bari Report.

The report recomrended guidelines on the fum gation and
di sinfestation of archival materials; and on the equi pnent
of workshops to acconplish all kinds of docunmentary conser-

vation, repair, and restoration.

Because the provision of secure, environmentally controlled
facilities for the storage, processing, and use of records of
all physical types is essential to their preservation, the
Bari Report proposed a nunber of guidelines and standards on
archi val buildings and equi pnent. It called for guidelines
on the siting and conception of buildings, including advice on
conversion and upgrading of existing structures; and on fur-
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ni shings and equi pnent for archival buildings, including
shel ving and other records storage equi pnent, cleaning equip-
ment, lighting, equipnent for the internal novenent of records,
and packing nmaterials and nethods.

The report proposed the devel opnent of standards on
security, including equipnment and neans of surveill ance; and
on the internal environnment of archives buildings, taking into

account the varying climatic conditions prevailing in different
countries.

For all of the above, the Bari Report recommended priority
B.

4.2.3.2. Addi ti onal Recomrendati ons.

Standards on deacidification, flattening, |amnation
and encapsul ati on of paper records; on conservation mnethods
for audiovisual records of all kinds, including photographic
negatives and prints, notion picture films, and sound record-

i ngs on various nedi a; and on conservation nethods for mnachine-
readabl e records.

Qui delines on neans of achieving nmaxi num environnenta
protection for archives at mninmal energy costs.

In the area of fire safety for archives, guidelines are
needed on building design characteristics to mnimse fire |o0ss;
and on enployee fire safety training. St andards are needed on:

(a) Fire-resistive construction and finishing materials,
furniture, equipnment, and storage containers;

(b) Fire detection and al arm systens; and

(c) Sprinklers and other fire suppression systens.

Quidelines are also needed on energency steps to be taken
in the event of l|large scale records danmage due to fire, flood,
eart hquake, or other natural or man-nade di sasters.

4.2.3.3. Di scussi on.

The standards cited in section 4.2.1 deal basically wth
only one nmeans of preserving archival information - mcrorepro-
duction. Although mcroreproduction offers an inportant and
relatively inexpensive neans of preserving the informationa

content of docunents, it is by no neans the only weapon at
hand in the conplex and unceasing struggle to preserve the ar-
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chival heritage. Deacidification, flattening, |amnation,

and encapsul ation are techniques for prolonging the life of
ori gi nal docunents. There should be guidance on the situations
in which one or nore of these may appropriately be used, as wel
as internationally accepted standards on the processes, equip-
ment, and materials involved.

The standard proposed in the Bari Report respecting the
internal environment of archival buildings, should deal wth
opti mum ranges of tenperature and humdity, not only for con-
ventional paper records, but also for mcrofilm audiovisua
materials (including col our photographs and notion pictures),
and magnetic tapes. It should also address itself to systens
for suppressing dust and excluding atnospheric pollutants. In
this time of escalating energy costs, it would seem prudent
to supplenent this standard wi th gui dance on neans of achieving
maxi mum environnmental protection for archives at mninmal energy
costs.

The fire protection guidelines and standards recomended
in section 4.2.3.2 are urgently needed and should be accorded
a high priority within the overall normative programe.

The rapidly increasing use of magnetic tape as a nedi um
for both audio and video recording, plus its w despread use
as the basic nmedium for machi ne-readable records, indicates
the inmportance of studies on the pernmanence of magnetic tape
and its viability as an archival nedium These studies shoul d
logically lead to the devel opnent of guidelines, if not standards,
in this area. Aternatively, they may point to the need for
devel oping or utilising sone other nedium for the preservation
of machi ne-readabl e archival data.
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4.3. ARRANGEMENT AND DESCRI PTI ON OF ARCH VES.

4.3.1. Exi sting Quidelines and Standards, and Wrk in Pro-
gress .

The Bibliography on the Preparation and Presentation of
Docunents Containing Scientific or Technical |Information,
1974, contains several entries on catal oging of “non-book
medi a” including audiovisual materials (9.2.1/.4(4.4/.6) ) ,
and on the catal oging of maps, atlases and plans (9.2.1/

.4(6.2:91)).
Two gui del i nes have been issued by UNESCO dealing wth
devel opnent of thesauri: Quidelines for the Establishnent

and Devel opnent of Monolingual Thesauri, 1973; and Cui de-
lines for the Establishnent and Devel opnent of Miltilingual

Thesauri, 1980. Two others relate to the conduct of national
i nventories: Qui delines on the Conduct of a National |nven-

tory of Scientific and Technological Information and Docu-—
mentation Facilities, 1975; and Cuidelines on the Conduct
of a National Inventory of Current Research and Devel opnent
Projects, 1975.

Somewhat akin to the inventory guidelines is a standard
on Directories of Libraries, Information and Docunentation
Centres (1SO 2146-1972). O her standards susceptibl e of
possi bl e application to aspects of archival arrangenent and
description are:

Docunentation - Nunbering of Divisions and Subdivisions
in Witten Docunents (I1SO 2145-1978);
Docunentation - @idelines for the Establishnment and

Devel opnent of Monolingual Thesauri (I1SO 2788-1974), which
apparently supersedes the guidelines nentioned in the second
paragraph of this section);

Docunentation - Methods for Exam ning Docunents, Deter-_
mning their Subjects, and Selecting Indexing Terns (I1SQ
DS 5963); and

Informati on and Docunentation - Vocabulary - Section
3b: Docunentary Languages (1SO DS 5127/ 3b).

Volunme 2 of the |ICA Handbook Series, The Arrangenent and
Description of Archival Materials, sets forth basic guidance
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on the two related functions discussed jn this section.

In progress, as a part of UNESCO s current progranme,
is a project for the devel opnent of RAMP guidelines for the
preparation of general guides to the holdings of national
archival repositories.

4.3.2. Applicability of these Quidelines and Standards to
the Arrangenent and Description of Archives.

The entries referred to in the Bibliography
are ones with which archivists engaged in describing non-

textual records wll wsh to acquaint thenselves.
The standard entitled Docunentation - Quidelines for
the Establishnent and Devel opnent of Monolingual Thesauri
is useful for devel opnent of automated archival finding aids,

and conputer-created indexes to conventional archival find-
i ng aids. On the other hand, the Quidelines for the Esta-
bl i shment and Devel opment of Miltilingual Thesauri have

little applicability to work currently perfornmed by archi-

vi sts.
The Cuidelines on the Conduct of a National Inventory
of Scientific and Technol ogical Information and Docunentation

Facilities are practical and generally well-conceived. They

recogni se archives as one kind of facility containing scien-
tific and technol ogi cal information. However, in the section
on “Scope of the Inventory,” the informational elenents hav-
ing to do with the nature of collections do not include nmanu-
script materials, which conprise the bulk of the hol dings

of archives and manuscript repositories. On page 5 of the
guidelines it is stated that “there wll be only a few
[archives] in a country,” which “can normally be identified
wi thout any difficulty through personal know edge of the
surveyor.” This may be true in sone small devel opi ng coun-
tries, but there are probably many nore archives and manu-
script repositories than is generally realised. For exanpl e,
the Directory of Archives and Mnuscript Repositories in the
United States, 1978, conpiled by the U 'S. National Hi storical
Publ i cati ons and Records Commi ssion, lists nore than 3, 000
such institutions, and estimates that the Directory includes
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no nore than half of those actually existing.

There would be sone nerit in devel opi ng conparabl e guide-
lines on the conduct of a national inventory of archives and
manuscri pt repositories. If this were to be done, the exist-
in,inventor guidelines could constitute a useful Point of
departure. The general points addressed, and the interna
structure of the guidelines mght be adopted w thout nuch
change. The section on “Scope of the Inventory” would have
to be adapted to conformto the nature of the institutions
being inventoried, although a nunber of the individual in-
formati onal elenents could be adopted w thout change. Most
of the section on “lnventory Taking Methodol ogy and Proce-
dure” could be used with little nodification; t he back-
grounds of the project |eader and the other professiona
menbers of the inventory team should, of course, be in ar-
chives rather than in [ibrarianship. The section on “CQut-
put Preparation and Use,” which is heavily oriented toward
l'ibraries, would have to be significantly recast. The gen-
eral guidance in the section on “Keeping the Inventory Up-
to-Date,” could be adopted with only mnor nodification
Substitutions would have to be found for nost of the appen-
dixes in order to reflect the character of the institutions
bei ng inventori ed.

The Quidelines on the Conduct of a National |nventory
of Current Research and Devel opnent Projects are not applic-
able to archives.

The provisions of the standard on Directories of Librar-
ies, Information and Docunentation Centres are generally
appropriate for, and applicable to, directories of archives
and manuscript repositories. A new standard for directories
of such institutions would require some changes in definitions,
and nodification of the information specified for “type of
centre,” “services provided,” “volune of holdings,” and “types
of services.” An alternative would be to expand the present
standard to include archives and manuscript repositories.

This woul d necessitate expansion or revision of the elenents
menti oned above.
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The standard on the nunbering of divisions and sub-
di visions of docunents has been discussed at sone |ength
in section 2.4.2. Because it provides a sinple and |ogica
system of hierarchical nunbering, it should be useful as a
means of identifying bodies of records at differing hier-
archical levels in archival finding aids.

Al t hough indexing of records in an archives is not a
common practice, the nethods set forth in the standard en-
titled Documentation - Methods for Exam ning pocunents,

Determning their Subjects, and Sel ecting |ndexing Terns
constitute useful guidance in those cases where indexing
of archival materials is determned to be cost-effective,
or necessary for other reasons.

Finally, the vocabular enbodied in Information and
Docunentation - Vocabulary - Section 3b: Docunent ary
Language>, while not generally applicable to archives, does
contain some ternms, definitions and concepts that would be
useful in the construction of thesauri needed for autonated
archival finding aids. These are found chiefly under 3.4.1,
“Concepts relating to |anguages used in docunentation,”

3.4.2, “Basic elenments of docunentary |anguages,” and 3.4.6,
“Thesaurus.”

4.3.3. proposals for New Quidelines.

4.3.3. 1. Recommended in the Bari Report.

The report recommended priority A for the devel opnent
of guidelines for arrangenent and primary description of
archives, and identified them as foll ows:

(a) Basic archival principles to be observed in the

arrangenment, classification, identification, and nuneration
of archives;
(b) Production of basic finding aids; and

(c) Special considerations governing the description
of ‘non-textual records and non-organic records (artificial
or special collections of records).

The Bari Report suggested that priority B should be
assigned to the devel opnent of guidelines on secondary find-
ing aids, specifically, criteria for:
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(a) General guides;
(b) Inventories of individual fonds, record groups,
or series;
(c) Repertories, lists, and indexes;
(d) Topical guides;
(e) Inter-archival finding aids;

(f) User-oriented finding aids for massive holdings;
and

(9) Conputerised finding aids.

4.3.3.2. Addi ti onal Recommendati ons,

Quidelines for the description of the several classes
of non-textual records, i.e. still photographs, notion pic-
tures, sound recordings, maps and architectural records,
and nmachi ne-readabl e records.

4.3.3.3. Di scussi on.

The recommendations of the Bari Report for finding aid
guidelines are not entirely clear in every instance. It
seens |ikely, however, that in making the distinction be-
tween “basic” and “secondary” finding aids, it was intended
that the former category would include rudinmentary aids that
provi de basic assistance in locating records of a particular
provenance or broad subject field. The latter category
presumably woul d consist of nore sophisticated finding aids
that enable archivists and researchers to pinpoint individ-
ual records or other small file units relating to a well-
defined topic, and with mniml effort.

The individual guidelines reconmended within this cate-
gory are in sone cases identified or described wth such
brevity that sone specul ative elaboration may be appropriate.

“General guides” are presumably guides to the total hold-
ings of a given archival repository, or at least to a nmjor
organi sational or custodial subdivision of the repository.
The devel opnent of guidelines for this type of finding aid
i S now underway.

“Inter-archival finding aids” probably is intended to
suggest finding aids describing all records in a system or
network of repositories, those located in a particular geo-
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graphical area, or those with common interests or charact-

eristics. This term mght also be applied to finding aids

describing selected records of simlar subject or character
in nore than one repository.

“User-oriented finding aids for massive holdings” appar-
ently refers to finding aids having the unique function of
providing information about records to the user, rather than
to finding aids the purpose of which, in part at least, is
to enhance archival control over the records. These finding
aids mght be essentiall subject-oriented , and useful to
researchers such as econom sts, sociologists, and scientists,
who may approach the records w thout intimte know edge of
archival principles or admnistrative history. Qui del i nes
on textual records should be fairl easy to develop, as there
is a wealth of experience and an international consensus to
guide the effort.

The task of devel oping description guidelines for non-
textual records is nore difficult and perhaps nore urgent.

The recomendations in section 4.3.3.2 for guidelines of this
sort, duplicate, in a sense, the proposal in the Bari Report
for guidelines on special considerations governing the descrip-
tion of non-textual records and non-organic records. The
validity of the latter recommendation is questionable, be-
cause these considerations vary so w dely, depending on the
particul ar type of non-textual record. It mght be prefer-
able to limt the Bari Report proposal to guidelines on the
description of non-organic records, and to devel op separate

gui delines on each major type of non-textual record.

A practical step in this direction is the recent decision
of five international Non-CGovernnmental O ganisations (FlAF,
| ASA, ICA |FLA and IFTA) to join hands, in close cooperation
with UNESCO, in developing guidelines and recomrended practices
for the processing of audiovisual records.

The international archival comunity has paid too little
attention to the description of non-textual archives, and to
their appraisal_ and conservation, as well. Quidelines in this
area should therefore be accorded a high priority in inter-
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national normative efforts. Because these kinds of records
often lend thenselves to individual item description, as
well as to the collective description that is typical and
appropriate for conventional textual records, the experience
of librarians in individual item catal oging should be care-
fully studied, and adapted for archival use whenever appro-
priate.
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4.4. ARCH VAL REFERENCE SERVI CE (I NCLUDI NG STUDIES OF USERS
NEEDS ) .

4.4.1. Exi sting Quidelines and Standards.

A substantial nunber of UNESCO guidelines and |SO stan-
dards relate in one way or another to the provision of infor-
mati on services and the analysis of user needs.

These include the Quidelines for Devel oping and | npl e-

nmenting a National Plan for Training and Education in |nform-
tion Use, 1979; UNI SIST Quidelines for the Conduct of User

St udi es, 1978; Quidelines for the Establishnent and_Eval uation
of SDI and Conputerized Docunentation Services, 1979; Gui de-
lines on Referral Centres, 1979; and the Study on the Problens
of Accessibility and Dissem nation of Data for Science and
Technol ogy , 1974.

In addition to these guidelines, the follow ng techni-
cal standards, nost of which were discussed earlier in sections
3.2.1 and 3.2.2, deal with various aspects of automated in-
formati on di ssem nati on:

Docunentation - Formats for Bibliographic |nformation
I nt erchange on Magnetic Tape (1SQ DP 2709);

Informati on Processing - Magnetic Tape Labelling and File
Structure for Information Interchange (1SO 1001-1979):

Informati on Processing - Magnetic Tape Cassette and Car-
tridge Labelling and File Structure for Infornmation Inter-
change (1SO 4341-1978);

I nfornmati on Processing, |nterchange - Representation of
Odinal Dates (1SO 2711-1973);

Data Processing - Procedure for Registration of Escape
Sequences (1 SO 2375-1930);

7-bit Coded Character Set for Information Processing
| nterchange (1 SO 646-1973);

Infornmati on Processing - —-Gaphical Representations for
the Control Characters of the 7-bit Coded Character Set
(1'SO 2047-1975) ;

Code Extension Techniques for Use with the | SO 7-bit
Coded Character Set (ISO 2022-1973);

Infornmati on Processing - Representation_of the 7-bit
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Coded Character Set on Punched Tape (1SO 1113-1979);

I nformati on Processing - Representation of the 7-bit
Coded Character Set on 12-row Punched Cards (1SO 1679-1973);

Informati on Processing - Inplenentation of the 7-bit
Coded Character Set and its 7-bit and 8-bit Extensions on
9-track 12.7 mm (O 5 in. ) Magnetic Tape (I1SO 962-1974)

I nformati on Processing - |nplenentation of the 7-bit
Coded Character Set and its 7-bit and 8-bit Extensions on
3.81 mm Magnetic Tape Cassette for Data |nterchange (ISO
3275- 1974) ;

Informati on Processing - 8-bit Coded Character Set for
I nformation Interchange (1SO 4873-1979); and

Informati on Processing - Representation of 8-bit Patterns
on 12-row Punched Cards (ISO 2021-1975).

One draft international standard, |Information and Docu-
nentation - Vocabulary, Section 4, Information D ssemn nation
(IS DS 5127/1V) , obviously has a degree of relevance.

Finally, there is one 1SO draft proposal, performance
of Readers for Transparent Mcroforns (I1SQO DP 6198), and one
standard, M crocopying - Measurenent of the Screen Lum nance
of Mcrofilm Readers (1SO 782-1975), that relate to equi pnent
used in archival reference service.

4.4.2. Applicability of these Guidelines and Standards to
Archival Reference Service.

The Guidelines for Devel oping and |nplenenting a Nationa
Plan for Training and Education in Information Use fail to
recogni se that archives and manuscript repositories contain
information of value to users, or that they are parts of the
national information infrastructure. Furthernore, in section
2.2, on “The purposes of user-education and training,” there
is no recognition of the information needs of researchers in
the humanities or social sciences. Were the guidelines to be
revised with these points in nmnd, they would then have a degree
of relevance for archives.

The UNISI ST GQuidelines for the Conduct of User Studies
provi de gui dance that seens to be appropriate for eliciting
responses from users or potential users of archival services,
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as well as those of other information services. It should be
noted that a broad-scale survey |limted to the needs of users
or potential users of archives would usually not be worth the
effort and expense invol ved. However, a survey of linited
and obvi ous groups, such as certain classes of governnent re-
search workers or university professors of history, mght be.
Moreover, in cases where a broad scale survey is conducted to
determ ne the needs of users and potential users of a nation’s
information services, archives should be one of the services

i ncl uded.

The major part of the Quidelines for the Establishnent
and Evaluation of SDI and Conputerized Docunentation Services
has little direct relevance to archives. However, Chapter 2,
“Ceneral Considerations,” provides a clear, easily understood,
description of how data banks are devel oped and the ways in
which they are used. Archivists dealing wth nachine-readable
archives will find this useful. Furthernmore, it is likely that
in the future, key information elenents in selected, heavily

used, conventional archival series may be inputted retrospec-
tively into conputerised data banks. The principles outlined
here woul d have a substantial degree of applicability. Chapt er
3 describes UNESCO s conbined CDS/ISIS - CAN SDI sof tware.
UNESCO m ght wish to consider having it analysed by conputer-
conversant archivists to determ ne what archival applications
it may have, or to suggest nodifications that would nake it
usable for certain archival tasks.

The Cuidelines on Referral Centres are of interest to
archivists because archives are one class of institutions
possessing vast quantities of information. Referral centres
should therefore refer inquirers to archives under appro-
priate circunmstances, and seek information about archival
hol dings and information resources. Archives, thenselves,
frequently provide informal “referral centre” services for
researchers whose topics require access not only to the resources
in one particular archives, but also to information in other
archives, manuscript repositories, and “libraries.

The Study on the Problens of Accessibility and D ssem -
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nation of Data for Science and Technology is not applicable
to archives.

Al t hough bi bliographic interchange, and other Kkinds of
automated information interchange, are not presently carried
on by archives, there seens |ittle doubt that at sone future
time they will be. These information exchange activities may
very well involve the interchange of finding aids (the archiva
equi val ent of bibliographic data), and of nmachi ne-readable ar-
chival files. The interchange activity could be carried on
between archives within a given country, between archives
and other institutions within a given country, and between
archives and other institutions on an international basis.

The technical standards on information processing and inter-
change listed in the preceding section would be generally
applicable to future archival information interchange activities.

The vocabul ary enbodied in the draft standard entitled
Infornati on and Documentation - Vocabulary, Section 4, |nfor-
mation Dissem nation is generally acceptable to, and usable by,
archivists, although parts of it are not applicable to archiva
i nformation di ssem nati on.

The draft proposal on Performance of Readers for Trans-
parent Mcroforns sets forth criteria that are appropriate and
inmportant for mcroform readers used in archival reference ser-
vice activities, as well as for readers used in other archival
and records nmanagenent contexts. The nethod of neasurenent set
forth in the standard on M crocopying - Measurenent of the
Screen Lum nance of Mcrofilm Readers is appropriate for
readers used in archival reference service, as well as other
archival activities.

4.4.3. Proposals for New Cuidelines and Standards.

4.4, 3. 1. Recommended in the Bari Report.

The report recommended that priority B should be assigned
to the devel opnent of guidelines on:

(a) Access rules;

(b) Security regul ations;
(c) Research services and facilities;
(d) CGtation of archives;
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(e) The loan of archival nmaterials;

(f) Fees;

(9) The use of mcroforns in reference service;, and

(h) The use of automation to control and nonitor ref-
erence service.

4.4.3.2. Addi ti onal Recommendati ons.

Standards on labelling and file structure for non-nmagnetic
medi a and recordi ng nodes.

Standards for the inplenmentation of character sets on
hi gher density magnetic tapes.

4.4.3.3. Di scussi on.

The Bari Report proposed guidelines on access rules. As
a matter of fact, conditions of access wll be governed by
agreenents between the archives and the transferring authorities,
and by governnental |aws and regul ations unique to particular
countries. If this proposal was intended to cover general
rules for users of archives research roons, this guidance
m ght better be provided as a part of guidelines on research
services, proposed as part of item (c) in section 4.4.3.1.

The recommendation for guidelines on security regul ations
presents conparabl e probl ens. If the intent is to devel op
gui dance on regul ati ons covering physical security in the
archives (including research room security), this would seen
to be covered, at least in large part, by the recomendation
in section 4.2.3.1 for the devel opnent of “standards on secu-
rity, including equipnment and neans of surveillance.” |[f the
reference in the Bari Report is to national security regul ations,
these are normally inposed on the archives by the state secu-
rity authorities.

The recomended guidelines on research services and facil-
ities should, perhaps, be divided into at |least two separate
but related guidelines. The guidelines on research services
should deal not only wth the services to be provided, but
al so contain recomendations on the ways in which the archiva
staff provides them These guidelines mght also be expanded
to cover rules governing the conditions under which reference
service is provided and the rights and obligations of researchers
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maki ng use of the archives, as was suggested in the first
paragraph of this section. Quidelines on research facilities
shoul d cover such matters as research room | ayout, furnish-
ings, and equi pnent, not only for conventional textual records,
but also for cartographic and architectural records, the
several kinds of audiovisual records, mnachine-readable records,
and records on mcroform In the larger archives repositories,
separate facilities for each should be provided, and additiona
roons made available for persons using typewiters, dictating
machi nes, or other equipnent likely to cause distraction

The primary purpose of guidelines on citation of archives
should be to enable a researcher or an archivist to find a
cited docunent with a mninmum of tinme and effort.

The | oan of original archival materials is to be dis-
couraged except under the nost tightly controlled conditions.
Qui delines covering the loan of archival materials for exhibit
pur poses are proposed in section 4.5.3.2, and discussed in
section 4.5.3.3. If separate exhibit |oan guidelines are
devel oped, the proposal under dicussion here could be limted,
hopefully, to the loaning of archives back to the agency of
origin, and neasures to ensure their earliest possible return
to archival custody---and to the |oan of reproductions of ar-
chival materials.

Presumably, the recomended guidelines on fees would dea
with fees for reproduction of records, although fees for other
services mght in some circunstances be appropriate or necessary.
Because such fees depend primarily on costs of materials and
| abour, which vary greatly from one country to another, only
general guidance could be given.

The proposed guidelines on the use of mcroforns in ref-
erence service mght well be nade a part of the guidelines on
research services discussed in the third paragraph of this
secti on.

Qui delines on the use of automation to control and noni -
tor reference service should point the way to systens through
whi ch the absence or unavailability of requested itens can be
qui ckly ascertai ned, whether the reason be unavailability be-
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cause of restriction on use, fragile condition, or absence
from the shel ves because of repair or reprographic neasures,
or | oan. Possi bly of even nore value in the long run, however
would be a systemthat will permt the accunulation and analysis
of data on the volunme and characteristics of users, and of
records used. Such data has great potential value in refining
accessioni ng policies; i nprovi ng user services; prioritizing
arrangenent, description, preservation, and reprographic work-
| oads; and even in developing the best utilisation of archiva
storage areas.

The proposals for new standards set forth in section 4.4.3.2
| ook toward the day when archives becone involved in automated
i nformation interchange. These additions to the existing body
of technical standards on information processing and inter-
change al so have obvious relevance to other disciplines in the
broader information community.
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4.5. EDUCATI ONAL AND CULTURAL PROGRAMVED .

4.5.1. Exi sting Standard.

One 1SO draft proposal, Docunentation - Headers for
M crofiche of Monographs and Serials (1SO DP 512.3), has
possi bl e rel evance to docunentary publication, an education-
al and cultural progranme sonetines conducted by archives.

4.5.2. Applicability of this Standard to Educational and
Cul tural _Programed.

The draft proposal is not specifically applicable to
archival activities. It has been suppl enented, however,
by 1CA' s “Recommended Practice for the Titling of Mcro-
film (Mcrofiche and Roll Mcrofilm of Archives and Manu-
scripts.”

4.5. 3. Proposal s for New Cui delines.

4.5.3. 1. Recommended in the Bari Report.

The Bari Report recommended that priority B should be
assigned to the devel opnent of guidelines on:

(a) The needs and education of users of archival materials,
including admnistrative users;

(b) The use of archival materials by school children

and
(c) Exhibition policy and catal ogues.

The report also recommended the devel opnent of technica
gui delines on exhibition security, including insurance; and

on exhibition display equipnent. It assigned priority C
to this work.

4.5.3. 2. Recommended by the RAMP Consultants.

Qui delines on reprography as applied to docunentary
publ i cati on.

4.5.3.3. Addi ti onal Reconmmendati ons.
Cui del i nes on:

(a) The conceptualisation, layout, design, and content
of archival exhibitions;

(b) The design, shipnment, and security of traveling
archival exhibitions;
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(c) The selection of itenms for facsimle reproduction;

(d) Determining the preferred neans of facsimle re-
production, and appropriate fornats;

(e) Determining the nobst appropriate publication nedium
for docunentary publications;

(f) Editorial practices in preparing docunments for pub-
lication in book form and

(9) Targeting and editorial apparatus for mcroform pub-
[ ications.

4.5.3.4. Discussion.

The recomendation of the Bari Report for guidelines on
the needs and education of wusers of archival naterials ought
to concentrate on non-scholarly users, who are least likely
to have received sone instruction on this subject as a part
of a wuniversity education. Promi nence should be given to
the specialised needs of genealogists, who are using archi-
val materials in repositories throughout the world in large
and increasing nunbers. Consideration mght be given to
incorporating in this guideline suggestions on the use of
archival materials by school children.

The distinctions between exhibition policy and the prep-
aration of exhibition catalogues are broad enough to warrant
the devel opnent of separate guidelines for the two topics.
Closely related are the guidelines proposed in section
4.5.3.3, on the conceptualisation, |ayout, design, and con-
tent of archival exhibitions.

Traveling exhibitions are beconmng increasingly effective
nmeans of popular education. Some of these have been prepared
by archives, and still nore of them contain sone archival
items. Their display outside of secure archival facilities
greatly increasestheir vulnerability to theft, fire, en-
vironnental hazards,and other potential fornms of danage.
These. risks can be lowered if proper neasures are taken in
the design of display cases and shipping containers, and if
hi gh standards are set and rigidly enforced in selecting pro-
per neans of transportation,and secure places and conditions
of display. Mst of the foregoing points will also apply to
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the display of selected archival itens in exhibitions that

do not travel, but are located outside of archival facilities.
The major art nuseuns have had a great deal of conparable
experience in the display of unique materials of great intrin-
sic value, and this experience should be consulted during

t he devel opnent of guidelines for traveling archival exhibi-
tions, as well as those on exhibition security and display
equi pment .

Educational and cultural programed may al so include the
production of archival facsimles, which are, in a sense,

a hybrid of the exhibition and the docunentary publication.
These may be docunents, photographs, works of art, or seals,
that have individual historical significance, popul ar appeal
or artistic nmerit. Q@iidelines on the selection of such itens
for facsimle reproduction; on determning preferred neans
of reproduction; and on determ ning whether they should be
produced as individual itenms, on postal cards, in sets, or

in book or pamphlet form would be useful. Pr oducti on and
sale of facsimles can provide a source of additional revenue
for archives.

Docunentary publication is yet another significant elenent
in an archives’ educational and cultural progranme. Thi s
i nvol ves the publication of a body of records of particular
historical value or research interest, either in conventiona
book formor in mcroform (or a conbination of the two). Book
publication, as a rule, involves selection of the nost inpor-
tant of the available docunents, while in microform publica-
tion the usual practice is to publish conplete series or files.
Quidelines are needed to aid in the determ nation of the nost
appropriate publication nedium to advise on editorial prac-
tice when preparing docunents for publication in book form
and to advise on targeting and editorial apparatus for mcro-
form publication.

The recomrendati on of the RAMP consultants that guidelines
be devel oped on reprography as applied to docunentary publi -
cation can probably be incorporated in the guidelines discussed
in the previous paragraph. Any such guidelines should, of
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course, conplenment the existing reprographic standards and
proposed gui delines discussed in 2.3, Reprography.
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5. SUVMARY AND CONCLUSI ONS.

5. 1. SUMVARY.

The introduction to this report notes certain basic
di fferences between the information requirenents of scien-
tists and typical users of archives. It al so observes that
it should not be surprising that the guidelines created to
facilitate traditional UN SIST objectives are often not di-
rectly relevant to archival needs or activities.

The 1SO standards in the field of information, also
prepared in large part to neet the needs of this sane com
munity of users, tend to have a greater degree of applica-
bility to archival and records nanagenent requirenents. Thi s
is attributable to the fact that they deal primarily with
techni cal processes used in nost information fields. Thi s
is especially true of standards governing reprography and
data processing. St andards el aborated in behalf of the
library and docunentation fields also have a degree of rele-
vance to archives, because all three fields are in the busi-
ness of accunulating and dissem nating information

The standards analysed in this report tend, therefore,
to have a wider degree of applicability and useful ness to
archives and records nmanagenent than do the UN SI ST guidelines.

This report has also provided information on the snall
but growi ng body of normative material that has been prepared
specifically for the use of archives and records nanagenent
systens and services. In addition to sonme published works,
there are a nunber of guidelines that have progressed to the
poi nt of conpletion in draft form and the current progranme
of PA includes a significant nunber of RAMP guidelines pro-

j ects.

A total of 125 normative docunents have been anal ysed
by the author and cited in this report.

Thirty of them are guidelines or simlar docunents pre-
pared in behalf of UN SIST or NATIS: 3 of these are fully
applicable, or nearly so, to archives and records nanagenent
needs; 8 are applicable in part; 9 are marginally applicable,
having only mnor or potential usefulness, or nerely containing
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i deas suggestive of future normative work that m ght be done
in behalf of archives; and 10 appear to have no applicability
what ever .

Eighty of the normative docunents exam ned are |1SO inter-
national standards, recommendations, draft international stan-

dards, and draft proposals: 57 of themare fully applicable,
or nearly so; 8 are applicable in part; 13 are marginally
appl i cabl e; and 2 are not at all applicable.

In addition, 15 normative docunents prepared specifically
for archivists and records managers are cited in the report,
of which 3 are as yet unpubli shed.

The table which follows (Figure 1) illustrates the dis-
tribution of these docunents, and their degree of applicability,
in ternms of the functional chapter outline of this report. It
covers all normative works cited in the report, whether published
by UNESCO, 1SO I CA or another publisher, as well as unpublished
cited materials. Totals will add to nore than the 125 docunents
anal ysed, because sone are considered in nore than one chapter
of the report.

Figure 1 also indicates, for each chapter, the nunber of
proposed new archives and records nanagenent guidelines and
standards described in the report (proposed either in the Bari
Report, by the RAMP consultants, or by the author); the num
ber of them that have been, or are being, addressed at |east
in part by existing international normative docunents or by
proj ects underway; and the nunber remaining to be addressed.
These nunbers nust be regarded as tentative because nmany of
t he proposed guidelines are susceptible of subdivision or
conbi nation
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5.2. CONCLUSI ONS

A nunber of the UN SIST guidelines have at |east a degree
of relevance to archival and records nanagenent activities, as
do nost of the 1SO technical standards in the field of infor-
mat i on. Yet, because these guidelines and standards have for
the nost part been devel oped for other users, the unfulfilled
normative requirenments of archivists and records nanagers are
both substantial and wi dely distributed across the functiona
spect rum

In a purely quantitative sense, the functional areas
needi ng the greatest investnent of effort would appear to be
records creation; apprai sal and accessioning of archives;
policy, planning and eval uation; and security and preservation
of archives. Not far behind are educational and cultura
programmed, records naintenance and use, arrangenent and
description of archives, and archival reference service.

Application of an inprecise quantitative rule in this
situation is of limted value at best. It is the persona
judgnent of the author of this report that the functiona
areas needing the nost normative attention are, in no particu-
| ar order of priority: policy, planning and eval uati on;
staffing, and education, training and devel opment of personnel
records disposition; apprai sal and accessioning of archives;
and security and preservation of archives. This is not to
suggest that the other functional areas should be ignored,
or that there may not be sonme very high priority needs for
particular guidelines or standards within them

In any event, it seens clear enough that a substantia
al l ocation of energy and resources is needed on a continuing
basis if the gap between archival and records managenent nor-
mati ve needs, and existing applicable guidelines and standards
is to be significantly narrowed within the foreseeable future.

The GCeneral Information Programme of UNESCO, the Inter-
national Organization for Standardization, and the Internationa
Council on Archives, as well as national standards organisations
and archival institutions, all have challenging roles to play
and inportant contributions to make in the furtherance of this
wor t hwhi | e obj ecti ve.
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A Study of the Basic Standards for Equi pping, Mintaining
and Qperating a Reprographic Laboratory in Archives of Devel -
oping Countries, by A bert H Leisinger, Jr. Brussel s: | nter-
national Council on Archives, 1973. |o0lp.: pp. 21, 23, 53.

A Study on the Basic Standards and Methods in Preservation
and Restoration Wrkshops Applicable to Devel oping Countries,
by John Davi es. Brussel s: International Council on Archives,
1973. 89p.; p. 53

| SO STANDARDS AND RECOMVENDATI ONS.

Bi bl i ographical Ildentification of Serials (BIBLID (ISQO
DP 30); pp. 25, 29.

C nematography - Mdtion Picture Safety Film - Definition,
Testing and Marking (ISO 543-1974) ; pp. 19, 52.

Code Extension Techniques for Use with the 1SO 7-hbit
Coded Character Set (1SO 2022-1973); pp. 42, 64.

Codes for the Representation of Nanes of Countries (ISQO
DS 3166); pp. 26, 27.

Data Processing - Procedure for Registration of Escape
Sequences (I1SO 2375-1980); pp. 42, 64.

Directories of Libraries, Information and Docunentation
Centres (1SO 2146-1972); pp. 57, 59.
Docunentary Reproduction - |SO Conventional Typographi cal

Character for Leqibility Tests (1SO Character) (ISO 435-1975);
pp. 19, 52.

Docunentation - Abstract Sheets in Serial Publications
(1SO 5122-1979) ; pp. 26, 29.

Docunentation - Abstracts for Publications and Docunentation
(1SO 214-1976) ; pp. 26, 29.

Docunent ati on - Bibliographical References - Abbreviations
of Typical Wrds (1SQ DP 832); pp. 26, 29.

Docunentation - Bibliographical References - Essential

and Supplenentary Elenents (1SO DP 690); pp. 26, 29.
Docunentation - Contents List of Periodicals or Oher
Docunments (I1SODP 4); pp. 25, 29.
Docunentation - Formats for Bibliographic Information
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I nterchange on Magnetic Tape (1SQ DP 2709); p. 64.
Docunmentation - @uidelines for the Establishnent and
Devel opnent of Monolingual Thesauri (1SO 2788-1974); pp.
57, 58.
Docunentation - Headers for Mcrofiche of Mnographs
and Serials (1SODP 5123); pp. 20, 22, 71.

Docunentation - Index of a Publication (I1SO 999-1975);
PpP. 26, 28.

Docunentation - |International Code for the Abbrevia-
tion of Titles of Periodicals (I1SODP 4); pp. 25, 29.

Docunentation - International Standard Serial Nunber-
ing (ISSN) (1SO 3297-1975) ; pp. 26, 29.

Docunentation - Methods for Exam ning Docunents, De-
termning their Subjects, and Selecting |ndexing Terns
(1SQ DS 5963) ; pp. 57, 60.

Docunentation - Nunbering of Divisions and Subdivisions

in Witten Docunents (I1SO 2145-1978); pp. 26, 30, 57.

Docunentation - Presentation of Translations (ISO
2384-1977); pp. 26, 30.

Docunentation - Title Leaves of a Book (1SO 1086-1975);
PP. 26, 29.

Quide for the Preparation of (assified Vocabul aries
(Exanpl e of Method) (1SO R 919- 1969) ; pp. 34, 35.

Informati on and Docunentation - Vocabulary - Section 1
Basi ¢ Concepts (1SOD S 5127/1.2); pp. 34,35.

Informati on and Docunentation - Vocabulary - Section 2,
Part 1, Traditional Docunents and Audiovisual Materials
(1sabls 5127/11a) ; pp. 34, 35, 37.

Infornmati on and Docunentation - Vocabulary - Section 2,
Part 2, lconic Docunents (1SQ DS 5127/11b); pp. 34, 36.

Informati on and Docunentation - Vocabulary - Section 3,
Part 1, ldentification, Acquisition, and Processing of
Docunents and Data (I1SOD S 5127/11l1a); pp. 34, 36.

Informati on and Docunentation - Vocabulary - Section 3b:

Docunentary Languages (1SO D S 5127/ 3b); pp. 34, 36, 57, 60.
Informati on and Docunentation - Vocabulary - Section 4,
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Information Dissemnation (ISO DS 5127/1v); pp. 35, 36

65, 67.

Information Processing - cConventions for |ncorporating
Fl omchart Synbols in Flowharts (1SO 2636-1973); pp. 6,
38, 42.

Information Processin, . g pit Coded Character Set
for Information Interchange (1SO 4873-1979); pp. 43, 65.

Information Processing . F|owhart Synbols (ISO 1028-
1973); pp. 6, 38, 42.

Information Processin, . Gaphical Representations
for the Control Characters of the 7-bit Coded Character
Set (1SO 2047-1975) ; pp. 42, 64.

Information Processing . |nplenentation of the 7-bit
Coded Character Set and its 7-bit and 8-bit Extensions on
3.81mm Magnetic Tape Cassette for Data Interchange (1SO
3275- 1974) ;  pp. 43, 65.

Information Processing . |pplenentation of the 7-bit
Coded Character Set and its 7-bit and 8-bit Extensions on
9-track 12.7mm (O 5 in. ) Mgnetic Tape ( |1SO 962-1974) ;
pp. 42, 65.

I nformation Processing . Magnetic |nk Character Rec-
ognition - Print Specifications (I1SO 1004-1977); D. 42

Information Processing . Magnetic Tape Cassette and
Cartridge Labelling and File Structure for |nfornation
I nt erchange (1SO 4341-1978); pp. 42, 64.

Informati on Processi ng - h/agneti C Tape Label | i Ng and
File Structure for Information Interchange (I1SO 1001-1979);
pp. 42, 49, 64.

Information Processing - Representation of the 7-bit
Coded Character Set on Punched Tape (I1SO 1113-1979); pp.
42, 64.

Information Processing - Representation of the 7-bit
Coded Character Set on 12-row Punched Cards (1SO 1679-1973);
pp. 42, 65.

Information processing - Representation of 8-bit Pat-
terns on 12-row Punched Cards (1SO 2021-1975); pp. 43, 65.

Informati on Processing |nter change - Representation
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of Ordinal Dates (1SO 2711-1973); PP. 42 64

International Library Statistics (1SO 2789-1974);
pp. 6, 9.

International Unification of Concepts and Terns (I1SQR
860-1968 ) ;  pp. 34, 35.

Layout of Monolingual dassified Vocabularies (1SQ DP
4466); pp. 34, 35.

Layout of Miltilingual dassified Vocabularies (I1SOR
1149 -1969) ; pp. 34, 35.

Lexi cographi cal Synbols Particularly for Use in d assi-

fied Defining Vocabularies (I1SO 1951-1973); pp. 34, 35.

M crocopying - 1SO Mcronmire - Description and Use
for Checking a Reading Apparatus (1SO 689-1975); p. 19.

M crocopying - 1SONo. 1 Mre - Description and Use
i n Phot ographi c Docunentary Reproduction (I1SO 446-1975);
pp. 19, 52.

M crocopying - 1SO Test Chart No. 2 - Description and
Use in Photographic Docunentary Reproduction (ISO 3334-
1976); pp. 20, 52.

M crocopying - Measurement of the Screen Luninance of
Mcrofil m Readers (1SO 782-1975); pp. 20, 65, 67.

Microcopying of Technical Drawings and Other Drawing
O fice Docunents - Part |11: Unitized 35mm Mcrofilm
Carriers (1SO 3272/3-1975); pp. 20, 52.

M crocopying - 16mm and 35nmm M crofilns, Spools and
Reel s (1SO 1116-1975); p. 19.

M crocopying - Transparent A6 Size Mcrofiche of Uni-
formDivision - Inmage Arrangenents No. 1 and No. 2 (1SO
2707-1980) ; pp. 20, 52.

M crocopying - Transparent A6 Size Mcrofiche of Vari-
able Division - |mage Arrangenents A and B (|1 SO 2708-1980);
pp. 20, 52.

Mcrofilmng of Newspapers on 35mm Unperforated M cro-
film for Archival Purposes (I1SO 4087-1979); pp. 20, 52.

Mcrofilmng of Press Cuttings - Part 1: 16mm Si | ver -
gelatin Type Roll Mcrofilm (1SO 6197/1-1980); pp. 20, 53.

Mcrofilmng of Press Cuttings - Part 2. A6 Size
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Mcrofiche A6 (1SO 5126-1980); p. 20.

M crographics - Density of Silver-gelatin Type Filns
(1 SO 6200-1979) ; pp. 19, 52.

M crographics - Mcrofilmng of Docunents on 16mm
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Card) - Determ nation of Adhesion of Protection Sheet to
Aperture Adhesive (1SODS 6343); p. 19.
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nent and Met hods of Recording (1SO DS 6196/2) ; pp. 21, 53.

Nam ng Principles (ISOR 704-1968); p. 34.

Pat ent Docunents - Bibliographic References - Essenti al
and Conplenentary Elenents (1SO 3388-1977); pp. 26, 27.

Performance of Readers for Transparent M croforns
(1SO DP 6198); pp. 20, 21, 65, 67.

Phot ography - Raw Film (Silver-gelatin and Non-sil ver
Celatin Types) for Mcrographic Uses - D nensions of Roll
and Sheet WMaterial (1SODP 6148.2); pp. 19, 52.

Phot ography - Silver-gelatin Type Mcrofilns - Pro-
cessing and Storage for Archival Purposes (1SO 2803-1974);
pp. 19, 52.

Presentation of Contributions to Periodicals (ISQODP 215);
PP. 26, 29.

Printing Specifications for Optical Character Recog-
ni.tion (1SO 1831-1980) ; p. 42.

7-bit Coded Character Set for Information Processing
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I nterchange (1SO 646-1973); pp. 42, 64.

Transliteration of Arabic Characters into Latin Char-
acters (1SOD'S 233); p. 26.

Transliteration of Greek Characters into Latin Char-
acters (1SOD S 843); p. 26.

Transliteration of Hebrew Characters into Latin Char-
acters (1SODS 259); p. 26.

Transliteration of Slavic Cyrillic Characters into
Latin Characters (1SODS 9); p. 26.

Vocabul ary of Term nology (I1SO R 1087-1969) ; pp. 34,

35.

Witing Paper and Certain Casses of Printed Matter -
Trimed Sizes - A and B Series (I1SO 216-1975); pp. 27, 30,
38.

UNPUBLI SHED STUDI ES AND REPORTS.

“Legal Validity of Mcroforns,” by Georges Weill.
1981. Unpubl i shed; p. 21.

“Report of the Consultation on the Devel opnent of a
Long-term Plan for the Preparation of Archival and Records
Managenent Qui delines, Standards, and Norns,” held at Bari,
1979. Unpubl i shed. 15p.; p. 8.

“Sanpling Techniques in the Selectory Retention of
Modern Records,” by Felix Hull. 1981. Unpubl i shed; p. 47.
“Study on Feasibility of Creating a Data Base on
Sources of National Hi story Located in Foreign Archives,”

by Jean Pieyns. Unpubl i shed; p. 7.
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APPENDI X 1
LI ST OF EXI STING UNI SI ST GUI DELI NES AND | SO
STANDARDS HAVI NG SOVE DEGREE OF APPLI CABILITY TO
ARCH VES AND RECORDS MANAGEMENT

This list includes all UN SI ST guidelines and |SO
standards covered in the present report that have any degree

of relevance to archives and records nanagenent. Those t hat
are marked with a double asterisk (**) are fully applicable,
or nearly so, to archives and records management. Those

marked with a single asterisk (*) are applicable in part.
Those appearing w thout an asterisk have only mnor or po-
tential applicability, or are merely suggestive of future
normati ve work that m ght be done in behalf of archives and
records managenent. Qui del i nes and standards having no
rel evance or applicabilit to archives and records nanage-
ment are omtted.

The entries are arranged in the order in which they
first appear in this report.

POLI CY, PLANNI NG AND EVALUATI O\.
Cuidelines on the Planning of National Scientific and
Technol ogi cal Information Systens, 1975.
Quidelines for the Evaluation of Information Systens
and Services, 1978.
Quidelines for the National Bibliographic Agency gng
t he National Bibliography, 1979.
International Library statistics (1SO 2789-1974).
**Information Processing _ powchart Synbols (1SO 1028-1973).

**Information Processing _ Conventions for |lncorporating
Fl onchart Synbols in Flowharts (ISO 2636-1973).

STAFFI NG AND EDUCATI ON, TRAI NI NG AND DEVELOPMENT OF PERSONNEL.
Quidelines for Curriculum Devel opnent in Information

Studi es, 1978.
**Quidelines for the Organization of Training cy,rses

Workshops and Semnars im sScientitic and Technical |nformation
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and Docunentation, 1975.
*Quidelines for the Evaluation of Training Courses,

Wor kshops and Seminars in Scientific and Technical |nformtion
and Docunentation, 1975.

**A Course in Admnistration for Managers of |nfornation
Servi ces: Design, Inplenentation and Topical outline, 1976.

REPROGRAPHY.

*Bi bliography on the Preparation and Presentation of
Docunents Containing Scientific or Technical Information, 1974.

**M crocopying - 16mm and 35mm Mcrofilnms, Spools and Reels
(1SO 1116-1975)

**Photography . Raw Film (Silver-gelatin and Non-sil ver
Celatin Types) for Mcrographic Uses - Dinensions of Roll and
Sheet Material (1SODP 6148. 2).

**Photography - Silver-gelatin Type Mcrofilns - Processing
and Storage for Archival Purposes (1SO 2803-1974).

**C nemat ography - Motion Picture Safety Film- Definition,
Testing and Marking ( 1SO 543-1974 )

**M crographics - Density of Silver-gelatin Type Filns

(1SO 6200=1979)
**M crographics

Unitized Mcrofilm Carrier (Aperture
Card) - Determnation of Adhesion of Protection Sheet to
Aperture Adhesive (1SOD S 6343).

**Docunentary Reproduction - |SO Conventional Typographi cal
Character for Legibility Tests (1SO Character) (ISO 435-1975).
**Mcrocopying . |SO No. 1 Mre - Description and Use in
Phot ogr aphi ¢ Docunentary Reproduction (ISO 446-1975).

**M crocopyi ng - |SO Mcronire - Description and Use for
Checking a Reading Apparatus (ISO 689-1975).

**M crocopying - |SO Test Chart No. 2 - Description and

Use in Photographic Docunentary Reproduction (ISO 3334-1976).
** Performance of Readers for Transparent M croforns
(1SO' DP 6198).
**M crocopying - Measurement of the Screen Luni nance of
Mcrofil m Readers (1SO 782-1975).
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Docunentation - Headers for Mcrofiche of Monographs
and Serials (1SQDP 5123).

**Mcrocopying - Transparent A6 Size Mcrofiche of Uniform
Division - Inmage Arrangenents No. 1 and No. 2 (I1SO 2707.1980).

"*Mcrocopying _ Transparent A6 Size Mcrofiche of Variable
Division - Inmage Arrangenents A and B (1SO 2708-1980).

**M crographics - Conputer Qutput Mcrofiche (COM -

M crofiche A6 (ISO 5126-1980).

**Mcrofilmng of Technical Drawings and Other Draw ng
Ofice Documents - Part Il: Quality Citeria and Control
(1 SO 3272/ 2-1978)

**Mcrocopying of Technical Drawings and Cther Drawing
Office Documents - Part I11:  unitized 35nm Mcrofilm Carriers
(1 SO 3272/ 3-1975)

**Mcrofilmng of Newspapers on 35mm Unperforated Mcrofilm
for Archival Purposes (1SO 4087-1979).

**Mecrofilmng of press cuttings - Part 1: 16mm Si | ver -
gelatin Type Roll Mcrofilm (1SO 6197/1-1980).

**Merofilmng of press cuttings - Part 2. Ag Size M cro-
fiche (1SQ DP 6197/2)

**Mcrographics - Mcrofilmng of Docunents on 16nm Sil ver -
gelatin Type Mcrofilm- Part 1: (perating Procedures
(1SO' DP 6199/1)

**Mcrographics - Mcrofilmng of Documents on 16nm Sil ver-
gelatin Type Mcrofilm- Part 2: |egibility (1SO DP 6199/ 2)
**M crographics - Vocabulary . gection 01: General Terms

(1SO 6196/ 1- 1980)
**Mcrographics _ Vocabulary _ gaction 02

ment and Methods of Recording (1SO DS 6196/2).

| rage Pl ace-

PUBLI CATI ONS (OTHER THAN FINDI NG Al DS AND DOCUVENTARY
PUBLI CATI ONS) .
I ndexi ng Principles, 1975.

Qui delines for |1SDS, 1973.
*@Quidelines for Editors of Scientific and Techni cal

Journals, 1979.
*Q@Quidelines for the Presentation of Publishers’ Series, 1976
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*Docunentation - Contents List of Periodicals or O her
Docunents (1SO DS 18).
**PDocunentation - International Code for the Abbreviation

of Titles of Periodicals (1SODP 4).
**Bi bl i ographi cal Identification of Serials (BIBLID)
(1SO DP 30).

Al ot
PAYRAY

Documentation - International Standard Serial Numbering
(ISSN) (1SO 3297-1975).
Codes for the Representation of Nanes of Countries
(1SOD'S 3166)
**Docunmentation - Title Leaves of a Book (1SO 1086-1975).
**Docunentation - Nunbering of Divisions and Subdivisions
in Witten Docunents (ISO 2145-1978).
*Docunentation - Abstracts for Publications and Docu-
nentation (1SO 214-1976).
Docunentation - Abstract Sheets in Serial Publications
(1SO 5122-1979)
*Presentation of Contributions to Periodicals (I1SODP 215).

**Docunentation - Bibliographical References - Essential
and Suppl enentary Elenents (1SQO DP 690).

**Docunent ation - Bibliographical References - Abbre-
viations of Typical Wrds (1SQ DP 832).

**Docunentation - |ndex of a Publication (1SO 999-1975).

**Documentati on -Presentation of Translations (1SO

2384-1977).

Transliteration of Arabic Characters into Latin
Characters (I1SOD S 233).

Transliteration of Hebrew Characters into Latin
Characters (1SOD S 259).

Transliteration of Greek Characters into Latin
Characters (1SO DS 843).

Transliteration of Slavic Cyrillic Characters into
Latin Characters (1SODS 9).

**Witing Paper and Certain O asses of Printed Matter -
Trimed Sizes - A and B Series (ISO 216-1975).
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STANDARDS DEVELOPMENT AND EVALUATI ON.

*A Met hodol ogy for Testing and Eval uating Standards
with Special Reference to Information, Docunentation and

Rel ated Fields, 1976.

TERM NOLOGY.

**|nternational Unification of Concepts and Terns
(1 SO R 860-1968)
**Nam ng Principles (ISOR 704-1968).
Quide for the Preparation of Cassified Vocabul aries

(Exanpl e of Method) (ISO R 919-1969)
**Layout of Monolingual Cassified Vocabularies (ISO DP

4466) .
Layout of Miltilingual dassified Vocabularies (ISOR

1149-1969).
Vocabul ary of Terminology (I1SOR 1087-1969)
*Informati on and Docunentation - Vocabulary . Section

1, Basic Concepts (1SOD S 5127/1. 2)
**| nformati on and Docunentation ~Vocabul ary

Secti on
2, Part 1, Traditional Docunents and Audi ovisual Materials

(1SQ DS 5127/11a)
*Information and Docunentation - Vocabulary - Section

2, Part 2, Iconic Docunents (1SOD S 5127/11b).
I nformati on and Docunentation - Vocabulary - Section 3,

Part 1, ldentification, Acquisition, and Processing of Docu-

nents and Data (1SO DS 5127/111a).

*Informati on and Docunentation - Vocabulary - Section
3b: Docunentary Languages (1SQ DS 5127/ 3b).
*Informati on and Docunentation - Vocabulary - Section 4,

Informati on Dissemnation (1SO DS 5127/1V).

RECORDS MAI NTENANCE AND USE. .

**Information Processing - Magnetic Tape Labelling and
File Structure for Information Interchange (I1SO 1001-1979).
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**Information Processing = Magnetic Tape Cassette and
Cartridge Labelling and File Structure for Infornmation
I nt erchange (1SO 4341-1978).

**| nf ormati on  Processing | nterchange - Representation of
Odinal Dates (1SO 2711-1973).

**Data processing . procedure for Registration of Escape
Sequences (1 SO 2375-1980).

**Printing  gpecifications for Optical Character Recog-
nition (1SO 1831-1980).

**| nformation Processing - Magnetic Ink Character
Recognition - Print Specifications (I1SO 10M-1977).

**7-bit Coded Character Set for Information processing
I nt erchange (I SO 646-1973).

**Information processing - Gaphical Representations
for the Control Characters of the 7-bit Coded Character
Set (1SO 2047-1975).

**Code Extension Techniques for Use with the 1SO 7-bit
Coded Character Set (I1SO 2022-1973).

**| nformation Processing - Representations of the 7-bit
Coded Character Set on Punched Tape (1SO 1113-1979).

**Information processing - Representation of the 7-bit
Coded Character Set on 12-row Punched Cards (1SO 1679-1973).

**Information processing - |npplenentation of the 7-bit
Coded Character Set and Its 7-bit and 8-bit Extensions
on 9-track 12.7mm (0.5 in.) Magnetic Tape (I1SO 962-1974).

**|I nformati on Processing - Inplenmentation of the 7-bit
Coded Character Set and its 7-bit and 8-bit Extensions
on 3.81nm Magnetic Tape Cassette for Data Interchange
(1SO 3275-1974)

**Informati on Processing - 8-bit Coded Character Set
for Information Interchange (1SO 4873-1979).

**Information processing - Representation of 8-bit

patterns on 12-row Punched Cards (1SO 2021-1975).

ARRANGEMENT AND DESCRI PTI ON OF ARCHI VES.

**Q@ui delines for the Establishnent and Devel opnent of
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Monol i ngual Thesauri, 1973.

Qui delines for the Establishnent and Devel opnent of
Mul tilingual Thesauri, 1980.
*Qui delines on the Conduct of a National Inventory of

Scientific and Technol ogical Information and Docunentation
Facilities, 1975.
*Directories of Libraries, |nformation and Documentation
Centres (1SO 2146-1972).
**Docunmentation - Quidelines for the Establishnent and
Devel opnent of Monolingual Thesauri (1SO 2788-1974).
**Docunentation - Methods for Exam ning Docunents, Deter-

mning their Subjects, and Selectin_ | ndexing Terns
(1S DI'S 5963)

ARCHI VAL REFERENCE SERVI CE (I NCLUDI NG STUDI ES OF USERS NEEDS) .

*UNI SI ST Guidelines for the Conduct of User Studies, 1978.

Quidelines for the Establishnment and Eval uation of SDI
and Conputerized Docunentation Services, 1979.

Quidelines on Referral Centres, 1979.

Docunentation - Formats for Bibliographic |Information
I nterchange on Magnetic Tape (1SQO DP 2709).




Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original” button on 1st page.

95

APPENDI X 2

LOCATI ON LI ST OF PROPOSED GUI DELI NES AND STANDARDS

The following list is provided in order to facilitate
reference to those sections of the report containing pro-
posals for new archival and records nmnanagenent guidelines
and standards. These proposals have as their sources the
Bari Report, the RAMP consultants, and the author of the
present report. The entries are arranged by topic, in the
order in which they appear in this report. The first set
of page nunbers in each entry refers to the |ocation of
the section in which the proposed guidelines and standards
are identified. The page nunbers that follow (and are
encl osed in parentheses) are those of the sections in which
t he proposed guidelines and standards are discussed.

Policy, Planning and Evaluation, 10-11, (11-13).

Staffing, and Education, Training and Devel opnent,
16-17, (17-18).

Reprography, 22, (23-24).

Publications (Qher Than Finding A ds and Docunentary
Publ i cations), 30, (30-31).

St andards Devel opnent and Eval uation, 32-33, (33).

Ter m nol ogy, 36-37, (37).

Records Creation, 38-39, (39-41).

Records Mai ntenance and Use, 43-44, (44-46).

Records Disposition, 47, (47-48).

Apprai sal and Accessioning of Archives, 49-50, (50-51).

Security and Preservation of Archives, 54-55, (55-56).

Arrangenent and Description of Archives, 60-61, (61-63).

Archival Reference Service, 67-68, (68-70).

Educational and Cultural Programed, 71-72, (72-74).
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