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Introduction
A Objective: present a few tools which could be useful in '
preparing an archival project for the DHCP

A Vitality of the Canadian archival network: multitude of
resources available

A Importance of linking to this network




General guides

A Archives Association of British Columbia Archivist's Toolkit
A Portail international archivistigue francophone (PIAF)

A Preserving Communities: A Guide to Archiving for Community
Organizations

A Association of Canadian Archivists booklets series



file:///C:/Users/laplan/Downloads/DHCP/The AABC Archivist`s Toolkit.htm
http://www.piaf-archives.org/tous-les-cours
https://www.halifax.ca/about-halifax/municipal-archives/services/donating-your-historical-material/preserving-communities
https://archivists.ca/content/aca-books-guides

AABC Archvist's Toolkit

B Home The AABC Archivist's Toolkit

. About Us The AABC Archivist's Toolkit offers access to a wide range of on-line and published resources for archivists and
Officers & Committees archives workers at all levels. Special care is taken to provide resources for small and medium-sized archives.
Intended for the British Columbia archives community, the AABC Archivist's Toolkit has evolved into much more.

Archives-related sites across Canada and internationally link to this valuable site.

Minutes & Reports

Code of Conduct
Recommendations for additions, revisions and corrections are encouraged and should be directed to the EAS

President's M
resigents Vessage Coordinator at aabc.advisor@aabc.ca.

. GLAM MOU Hard copies of A Manual for Small Archives (originally published in 1988 and last revised in 1994) are no longer

available, however you can download a PDF (3.5 MB).

Membership

. Programs & Services Revision date: January 2018, EAS Coordinator

BC Archival Education &
Advisory Service

BC Archival Network Service Introduction to Archives Establishing an Archives
. Education = (General Resources = General Resources
Distance education = What is an Archivist? = Mandate Statements/Policies
= Archival Theory and Principles = Publications
B Resources * Terminology
= Ethics

Archivist's Toolkit = Publications

Introduction to Archives

Establishing an Archives Acquisition, Appraisal & Arrangement & Description
Acquisition, Appraisal & Accessioning
Accessioning
Arrangement & Description = General Resources = General Resources
Preservation & Emergency L] Acquislition Policies & Documentation . Arran.ge[nent
Planning = Appraisal = Description and Standards
=  Monetary Appraisal = Sample Descriptions

Automation & Digitization = Accessioning s Indexing




PIAF

Cours 3 - Gestion et traitement

GESTION ET TRAITEMENT
DES ARCHIVES
COURANTES ET
INTERMEDIAIRES

Auteur : Cynthia COUTURE

TRAITEMENT DES
ARCHIVES DEFINITIVES

Auteurs : Claire SIBILLE - DE
GRIMOUARD, Marcel CAYA

MODULE ()7

GESTION ET ARCHIVAGE
DES DOCUMENTS
NUMERIQUES

Auteurs : Frangoise BANAT-
BERGER, Claude HUCK

Cours 4 - Politiques et pratiques de conservation et préservation

PRESERVATION ET
RESTAURATION

Auteurs : Anne-Marie
BRULEAUX, Andrea
GIOVANNINI

REPRODUCTION PAR
MICROFILMAGE ET
NUMERISATION

Auteurs : Anne DEBANT,
Patrick PERROT

BATIMENTS ET LOCAUX
D’ARCHIVES

Auteurs : Gérard ERMISSE,
France SAIE-
BELAISCH, Rosine CLEYET-
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Archiving - Community organizations

HALIFAX Y

About Halifax + Home & Property v Transportation Fire & Police v Business v Recreation City Hall +~

Municipal Archives

Home > About Halifax > Municipal Archives > Services offered by the Municipal Archives >

Donating your historical material to the Municipal Archives > Preserving Communities: A Guide to Archiving for Community Organizations

Preserving Communities: A
Guide to Archiving for
Community Organizations

Halifax Municipal Archives is pleased to provide access to this useful guide created by Public reference services

In Municipal Archives

Location and hours

Services —

Braden Cannon, as part of his Masters of Library and Information Studies at Dalhousie ] )
Copying services
University, under the supervision of Susan McClure, Municipal Archivist and Kathryn
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ACA booklets

ACA Booklets

Are you interested in establishing an archive for your business, a municipality, a
health organization, or an Indigenous group?

The following booklets in the Promoting Efficiency & Effectiveness series, published by
the Association of Canadian Archivists, will give you all the information you need to
get started.

Print copies of booklets on Business Archives, Municipal Archives and Aboriginal
Archives are available from the ACA office, $2.00/copy plus shipping and taxes.

The booklets explain the importance of archives and archivists. They show you how to
establish an archival program. They also provide contact information for associations
which can help you. PDF files of four booklets are available below.

Aboriginal Archives Booklet

Business Archives Booklet

Municipal Archives Booklet

Medical Archives Booklet

Conditions for use: A user may view, print, and download single copies of these
publications or other content for personal use. The user may not make copies for
general distribution, for advertising or other promotional purposes, for creating new
collective works, or for any resale purpose such as document delivery. For such uses,

separate agreements must be made with the ACA.
I 0 e e T e —]




. T &
Time Guidelines - Arrangement and

Description ‘
A Canadian Council of Archives (CCA)ime Guidelines create
for former National Archival Development Program (NADP)
I English
I French

A Saskatchewan Council for Archives and Archivists (SCAA)
Guidelines

A Yale University, Beinecke Library Guidelinésncludes a
handy Linear Footage Calculator!



http://www.google.ca/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&cad=rja&uact=8&ved=2ahUKEwiTq4TBxpDeAhVE94MKHS-zAhwQFjAAegQICRAC&url=http%3A%2F%2Farchivesalberta.org%2Fdoc%2FCCA_Guidelines.pdf&usg=AOvVaw02iHwh0XamLlfXTimyJad_
https://docs.google.com/file/d/0B-cL1_OrXbEFV1ZWR3dyQzJYUEE/edit
http://www.google.ca/url?sa=t&rct=j&q=&esrc=s&source=web&cd=2&cad=rja&uact=8&ved=2ahUKEwiTq4TBxpDeAhVE94MKHS-zAhwQFjABegQICBAC&url=http%3A%2F%2Fwww.scaa.sk.ca%2Ffileadmin%2Fscaa%2Fstorage%2F900-Grants%2F901-Policy_Procedure_and_templates%2F00c_scaa_project-time-guidlines.pdf&usg=AOvVaw1Od9LJx01ig3nu2_nXv4cv
https://beinecke.library.yale.edu/25-processing-estimates

CCA qguidelines

Time Guidelines for Arrangement and Description Projects
(based on guidelines originally developed by the
Canadian Council of Archives)

(A) Time Allocations for Textual Material
Introduction

These guidelines may be used in calculating eligible expenses for projects that focus on the
arrangement and description of fonds or collections. Within all categories, except background
research and finding aid production, segments of a fonds or collection can use different categories
of time allocations for the purpose of calculating the time necessary to complete the activity. For
example: for the initial assessment of 4 meters of material more than one rate can be used to
calculate the allowable time for that step. One meter may be more complex than the rest and
therefore require the highest allowable time, .5 meters per day, while the rest, 3 meters only needs
the rate of 3 meters per day. This would provide an allowable total allocation of 3 days for that
phase of the work. All such usgj=ir=" etail. Applications that
assign maximum time allocatid # o case for the need for




SCAA Guidelines

Saskatchewan Council for Archives and Archivists

Project Time Guidelines

Institutional Grant Program

Prepared by

Cheryl Avery
U of S Archives

and

Jeft O’Brien
City of Saskatoon Archives

L1 NT 1 ANVO ™




Yale University - Guidelines

BEINECKE RARE BOOK & MANUSCRIPT LIBRARY

visit - research - collections : exhibitions : programs & events . about _ Yale Library Catalog .I
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Processing Manual
Chapter 1. Introduction
Chapter 2. Processing Proposal
o 2.1 Steps of Archival
Processing
» 22 Collection Survey

o

2.3 Types of Collections
o 2.4 Processing Levels
o 2.5 Processing Estimates

2 6 Researcher Access to In-
process Material

(-]

o 2.7 The Processing Proposal
Chapter 3. Arrangement
Chapter 4. Physical Processing
Chapter 5. Special Formats

Chapter 6. Preservation and
Conservation

Chapter 7. Description
Chapter 8. Labeling
Chapter 9. After Processing

Appendix A- The Creative
Process

Style

2.5 Processing Estimates

Monday, 2/23/2015 12:25pm -- da23

It is difficult to estimate accurately how long it will take to process, arrange, and describe collections of personal papers.
The following guidelines may be helpful in making such determinations. The estimated hours per linear foot reflect an
assumed standard of a file- and item-level of processing, and can be adjusted downward for less granular levels of
processing.

2.5.1 Estimating Collection Size

Containers must be opened and examined to estimate collection size. Record storage boxes or Paige boxes hold 12" of
papers if materials stored are legal size, and 15" of papers if materials stored are letter size. A standard document box
holds 5" of papers and a "half document” box contains 2 5" of papers. Typical file drawers are 30" deep, as are many
transfile cartons.

When estimating linear footage, consider the manner in which materials are stored in containers. Boxes may be filled with
packets of letters still enclosed in their original envelopes, or groups of folded lectures or sermons, or piles of diaries or
daybooks. As such papers are unfolded and properly foldered, they may double or triple in size.

Oversize matenal found in a preliminary survey should also be included in size estimates. Linear footage for this material
should be measured by the height of the oversize box, not the width.

Acid-free folders likewise take up space. A case of 500 folders adds 10" to a collection, but since most foldering adds only
a small percentage to the extent of a collection, it is generally not worth considering in the estimates of linear footage. If,
however, letters are individually foldered (a policy that is not recommended except in unusual circumstances), then the




Digitization Projects

ACCAOGs | i 4nkstep duides rtdigitization projects

A Bibliothéque et Archives nationales du Québka
numeérisation des documents : méethodes et recommandations

A Archives Society of AlberiaPreparing for Digitization



http://www.google.ca/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&cad=rja&uact=8&ved=2ahUKEwihwqT0zJDeAhWpx4MKHZyJC54QFjAAegQICBAC&url=http%3A%2F%2Fwww.cdncouncilarchives.ca%2Fdigitisationtoolkitv2.pdf&usg=AOvVaw1-XODfbSicvsJP2PvopNw6
http://www.google.ca/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&cad=rja&uact=8&ved=2ahUKEwjA9rOqzZDeAhUk_4MKHcPNBzMQFjAAegQIBhAC&url=http%3A%2F%2Fwww.banq.qc.ca%2Fdocuments%2Farchives%2Farchivistique_ged%2Fpublications%2FNumerisation_des_documents.pdf&usg=AOvVaw2r750bjIuDAG7A5BJPlIB6
http://archivesalberta.org/programs-and-services/disaster-preparedness-and-recovery/preparing-for-digitization

CCA - Links to digitization guides

A
/. Canadian Council of Archives

Conseil canadien des archives

-~

STEP-BY-STEP GUIDES TO DIGITISATION PROJECTS

Not sure where to start? Try these links.

Managing the Digitisation of Library, Archive and Museum Materials
http://www.bl.uk/blpac/pdf/digitisation.pdf Created by the UK’s National Preservation

Office, this is a brilliant step-by-step guide to digitization projects, written in non-
technical language. In 24 pages, it can’t answer all of your questions, but it is the
perfect place to start.




BANQ - Digitization

I BA\ I ‘ . ARCHIVES

a2

UTILISER
NOS SERVICES

+ Archives

+ Archivistique et gestion
documentaire

+ Ressources

Publications proposées

Calendrier de »
conservation

Gestion des courriels »

Gestion des documents  »
essentiels

Gestion intégrée des »
documents
Indexation »

Numérisation

I

Plan de classification »

Préservation et »
conservation
Recueils et guides »

Traitement 3

EXPLORER

NOS CONTENUS

I . 2

PLANIFIER OUTILS DE ACTIVITES SERVICFS EéPAEEJ' LE BAnq
UNE VISITE | RECHERCHE ADAPTES JEUNES SQUARE | NUMERIQUE
Pistard Geneéalogie

PISTARD Recherche avancée (7]

Numeérisation

La numérisation des documents : méthodes et recommandations
[PDF - 351 Ko]

La numérisation des documents : méthodes et recommandations a pour principal objectif de fournir des balises pour la réalisation de
projets de gestion documentaire ayant recours & la numérisation, principalement lorsqu'est envisagée la destruction des documents
sources, papiers, aprés l'opération. Une attention particuliére a été portée a la mise en contexte du cadre législatif découlant de la Lol
concernant le cadre juridique des technologies de l'information 1. De plus, y sont présenté les principales recommandations de BAnQ
en ce qui a trait aux résolutions de numérisation, aux formats et aux supports de conservations des documents numériques. Ce guide
remplace & la fois le Guide d'imagerie numérique et le questionnaire Numeérisation de documents inscrits au calendrier de
conservation.




Alberta Society of Archives - Digitization




